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Trip request from 
University traveler 

Is event a 
meeting or 

conference?
 

Conference 

Meeting 

University Service Account (USA) at BNL 

Is traveler 
added onto 

iPortal? 

For Domestic Travel: 
No further approval 

required at BNL 

Travel occurs. 
University reimburses for the trip and 
invoice BNL against the subcontract. 

For Domestic Travel: 
Send Trip Request email to 
U.S. ATLAS Office indicating: 
(1) traveler’s name; 
(2) trips dates and destinations; 
(3) trip purpose(s); and  
(4) estimated travel expenses 
 

Contact BNL Travel Office for bookings 
* Submit on-line itinerary request form 
* Include university car rental agreement (required)  
   if applicable 
* For hotel nearby BNL, request “Direct Billing” 
   (contact U.S. ATLAS Office for details) 

Travel occurs. 
Send travel reimbursement request to 

U.S. ATLAS Office for payment by USA. 

Go to “ATLAS Meetings 
Exemption Status” to 

check if event is exempted 

BNL funds 
to be used? 

BNL funds 
to be used? 

Submit conference projection 
spreadsheet to U.S. ATLAS Office 

Does event 
require DOE 

approval? 
 

Is event 
approved 
by DOE? 

Arrange Travel with University 

Is this 
foreign 
travel? 

Is FTMS 
approved 
by DOE? 

BNL/DOE cannot 
pay for the trip. 

Is trip request 
approved by 
U.S. ATLAS 

Office? 

Is this 
foreign 
travel? 

Subcontract at BNL 

No 

Yes 

Yes 

No 

No 

Yes 

Yes 

No 

No 

Yes 

BNL/DOE cannot 
pay for the trip. 

For Foreign Travel: 
Send (1) U.S. ATLAS Travel Request form, and  
(2) FTMS data to U.S. ATLAS Office  
to obtain DOE pre-approval before departure 
 

Is FTMS 
approved 
by DOE? 

For Foreign Travel: 
Send (1) U.S. ATLAS Travel Request form, and  
(2) FTMS data to U.S. ATLAS Office  
to obtain DOE pre-approval before departure 
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No 


