Bureau of Safety and Environmental Enforcement

International Travel Briefing Document

Date: Today’s Date
BRIEFING DOCUMENT FOR THE DIRECTOR OF THE 
BUREAU OF SAFETY AND ENVIRONMENTAL ENFORCEMENT (BSEE)
FROM:  Traveler’s Supervisor or Higher (Name, Title, Office)
PURPOSE OF BRIEFING DOCUMENT:  (Who is traveling, for what purpose, where, and when) 

Example:

Request approval for international travel for Jane Smith, Regional Director, Gulf of Mexico Region, to participate and present at the annual meeting of the International Regulators Forum (IRF) in London, England, June 12-13, 2017. 
BACKGROUND:  (Brief background on the conference/meeting) 

Example: 

The IRF is a group of 10 countries’ regulators of health and safety in the offshore upstream oil and gas industry.  Since its founding in 1993, the IRF resolves to provide international leadership on safety and safety-related regulatory matters for offshore oil and gas activities, continue to strengthen sharing of regulatory practice and experience, and provide a sounding board for key initiatives of members. The IRF holds annual meetings that provide the members with a network of peers for consultation, advice, and sharing of information.  During each meeting, the IRF reviews the status of existing programs and initiates new projects.  

BUREAU PERSPECTIVE: (How is this engagement beneficial to BSEE)
Example: 

The information shared and discussions that occur between countries at IRF can potentially affect the decision-making of the member regulatory agencies.  It is critical for BSEE to remain a part of these discussions, as well as for senior staff to have the opportunity to information share with international government colleagues facing similar issues and regulatory challenges.  Learning about best practices and regulatory approaches in other countries is critical for BSEE to stay on the cutting edge of environmental regulation and compliance enforcement of offshore oil and gas activities. 
PARTICIPANT BACKGROUND:  (Short paragraph on the traveler’s background and experience applicable to the travel)

Example:   

Jane Smith is the Regional Director, Gulf of Mexico Region.  Her primary responsibility includes supervising the regulation of operations and protection of the environment on leases that cover the five Gulf Coast states and approximately 3,000 facilities.  Ms. Smith will represent the U.S. as the standing member of the delegation to IRF.  In addition to participating in the general discussions, she is responsible for a presentation to members on BSEE’s decommissioning regulations during the End of Life/Decommission Session.
ITINERARY:
Please include your flight information, brief daily agenda (time and presentation topic, where appropriate) and hotel information on the date of check-in. 
Example:
Saturday, June 10





5:00 PM
Depart Washington, DC (Dulles) via Delta Flight 1139


7:55 PM
Arrive Atlanta, Georgia (Hartsfield-Jackson)
10:06 PM
Depart Atlanta via Delta Flight 533
Sunday, June 11
6:45 AM
Arrive London, England (Heathrow)
Hotel Information – Checkout date
Name

Address

Phone Number

Monday, June 12






8:00 AM – 4:00 PM
Attending the International Regulators Forum
Tuesday, June 13






8:00 AM – 4:00 PM
Attending the International Regulators Forum

2:00 PM – 3:00 PM    BSEE’s Decommissioning Regulations Presentation
Wednesday, June 14




11:00 AM
Depart London, England (Heathrow) via Delta Flight 532

2:37 PM
Arrive Atlanta, Georgia (Hartsfield-Jackson)

5:20 PM
Depart Atlanta via Delta Flight 1838
6:59 PM
Arrive Washington, DC (Dulles) 
Cost Summary (from TA) 
Common Carrier (Air)


$   0 
Lodging




$   0

M&IE





$   0
Other (Travel Fees, Baggage, Taxi)

$   0
TOTAL



$   0
Items not included on the TA include:   (i.e. conference registration, topical sessions, etc.) 

XX 

$0

XX

$0

Is the traveler using a rental car? 

Is the traveler planning to take any personal leave? 

Example: 

Traveler is not using a rental car.  No annual leave associated with this TDY.
IN COUNTRY CONTACT (i.e. US Embassy Desk Officer, Event Organizer, etc.): 
Name, Title, Agency, Address, Contact Information 

PREPARED BY:  Name, Title, Office, Phone Number 
1

