IEEE-USA

VOLUNTEER TRAVEL AUTHORIZATION

NAME:  

ADDRESS:  

TRAVELING AS A REPRESENTATIVE OF:  












    Board, Committee or Task Force

DESTINATION(S):
TO:  




FROM:  




TO:  




FROM:   

DEPARTURE DATE: 



RETURN DATE:      

PURPOSE OF TRAVEL:  




          

NECESSITY (include or append a short statement  explaining why the requested travel is mission critical to IEEE-USA, necessary and effective, and that alternatives to travel have been considered but are not practical):

ESTIMATED EXPENSE:


(a) Transportation (Plane, Train, Auto Rental, Personal Auto)

$  


(b) Incidental transportation (Taxi, Bus)




$   


(c) Lodgings, number of nights:  





$   


(d) Meals








$   


(e) Other (explain)  







$   









TOTAL

$   

REQUEST FOR CASH ADVANCE:


DATE REQUIRED:  



AMOUNT:
$  


2

In making this request for authorization to travel and receive reimbursement for IEEE-USA-related volunteer activities, I hereby acknowledge by signature that:

· The proposed travel is mission critical to IEEE-USA and necessary;

· My travel plans are compliant with all applicable federal, state and local pandemic orders, rules and regulations;

· IEEE-USA (IEEE) is not be responsible for any quarantine or isolation-related expenses resulting from otherwise authorized travel; and

· I am not covered by IEEE Volunteer Insurance for any damage or expense incurred due to infectious disease.
SIGNATURE:  






DATE:  


ENDORSED:







DATE:





IEEE-USA Vice President/Treasurer
APPROVED:







DATE:






          IEEE-USA President

Instructions:   Volunteers seeking approval to travel and reimbursement for IEEE-USA business should submit this signed and completed form to the IEEE-USA Vice President who oversees the committee, program, event or activity that the volunteer seeks travel authorization for.  If the committee, program, event or activities does not fall within the scope of an IEEE-USA Vice President, then it should be submitted to the IEEE-USA Treasurer.

After review, the Vice President (or Treasurer) may endorse the request to the IEEE-USA President, who reserves final approval authority based on criteria outlined by the IEEE Treasurer (see Appendix)   The outcome of the President’s determination will be communicated to the applying volunteer.  Upon approval, an executed copy of the authorization form will be returned to the requester and copied to the Vice President/Treasurer and the IEEE-USA Managing Director for implementation and archival purposes.
APPENDIX
20 August 2020

To: IEEE Finance Committee Members with copy to IEEE Board of Directors


Please distribute this information to the treasurers in your operating unit and ask that they spread the message.  Reference my previous 28 March memo "IEEE Finance Committee Memo to IEEE Volunteers on Travel".


With some nations and regions seeing increased domestic and international travel as COVID-19 pandemic risk control efforts progress, we recognize that IEEE volunteers may see an increased need to perform critical travel in support of IEEE activities.


To address this need this memo modifies the current IEEE travel guidance with the following items:

1. All IEEE Volunteer travel and associated meetings must adhere to all appropriate guidance from cognizant local public health authorities
2. Given continuing global pandemic risk, only mission critical travel should be conducted at this time. All requests for reimbursable IEEE volunteer travel must be approved at the IEEE Volunteer OU President/Vice-President level. OU Presidents/Vice-Presidents may delegate this authority to another volunteer, but should insure that travel is reviewed to insure that it is critical, necessary, and effective and that other alternatives have been considered.

3. Volunteers engaged in IEEE travel at this time voluntarily elect to participate in the activity with knowledge of the dangers involved, and are agreeing to accept and assume any and all risks of property damage, personal injury, or death associated with IEEE related travel. Volunteers should understand that IEEE will not indemnify them for any health risk or economic or other loss resulting from exposure to COVID-19 during travel.

4. IEEE will not reimburse costs associated with mandatory or self-quarantine or isolation associated with IEEE volunteer travel. If there is a risk of quarantine on entering or departing an area, IEEE volunteers should instead plan to participate virtually using IEEE video and teleconferencing tools.  

5. IEEE continues to provide video-conferencing, tele-conferencing and online meeting facilities to provide alternatives to high-risk travel.

6. Domestic and International rules remain fluid and subject to change. Until further notice, volunteers should take steps to insure that travel arrangements are flexible and subject to change, credit or refund if plans are disrupted, in accordance with previously issued IEEE guidance.

7. IEEE recommends that If you have any questions, please contact your OU staff business solutions manager or OU volunteer leadership. Further communication will be sent when normal travel plans can be resumed.


Stay safe and thanks for your assistance and understanding in these difficult times.

Joseph V. Lillie

2018-20 IEEE Treasurer
