
TRAVEL MANUAL 
August 9, 2001 

 
ATTACHMENT E-2 

  
FOREIGN TRAVEL COST ESTIMATE WORKSHEET 

 
 
The travel and per diem cost listed in Section IV of the "Request for Approval of Foreign Travel" form should be as accurate as possible.  If 
the total cost is changed by 25% more from the original estimate, a revised request must be submitted to DOE.  This worksheet will assist 
you and the Travel Office in arriving at a realistic estimate. 
 
Travelers Name:                                                                          Date: ____________               
 
 Countries & Cities to be visited: _________________________________________________________________________________ 
_________________________________________________________________________________________________________               
                                                                                                                                                 
Dates (include departure & return):  ______________________________________________________________________________ 
__________________________________________________________________________________________________________ 
                                                                                                                                                                                                                              
                                                                                            
 
1. Transportation - Name Travel Agency Quoted:      World Ventures Travel & Tours                                           

a. Airfare - Y-Class: $__________              
U.S. Flagship Carriers Only 

Special Fare(s): $ __________              
b. Train Fares:*  $ __________              
c.  Rental Car $ __________              
d. Personal Car (to airport): $ __________              
e. Miscellaneous transportation (limo, taxi, parking, etc.) $ __________              

 
2. Lodging a. $            x             nights: $ __________              

b. $            x             nights: $ __________              
c. $            x             nights: $ __________              
d. $            x             nights: $ __________              

 
3. Per Diem Number of days            x  $             : $ __________              

Number of days            x  $             : $ __________              
Number of days            x  $             : $ __________              
Number of days            x  $             : $ __________              

  
4. Registration Fee: $ __________               
 
5. Other (please specify): $ __________              
 
6. Will traveler be taking any government ORAU equipment out of the country?      Yes          No ___         

Examples would be: Computer, laptop, beeper, printer, monitor, recorder, calculator, camera, projector, fax, or sensitive/classified 
information or technology [software, etc.]).  If yes, please contact Property, FTD. 

 
 TOTAL TRANSPORTATION, PER DIEM, & MISC: $ _________              

 INDIRECT COSTS: $ _________              
 GRAND TOTAL: $ _________              
* Trains shall be utilized whenever possible within Europe and other foreign countries. 
 
Project & Task #:                                                      Program (B&R Code):                   
 
Programmatic Approval:    _______________________________________________________________________________________ 
 
 
Program Travel Contact:     
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