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Dear Mr. Fox, 

SUBJECT: SUPPLEMENTAL GUIDANCE TO DOE O 550.1 CHG 1 (LTDCHG), OFFICIAL 
TRAVEL, CONTRACTOR REQUIREMENTS DOCUMENT PARTICIPATION IN 
VIRTUAL MEETINGS ORGANIZED BY FOREIGN ENTITIES  

Reference: Prime Contract No. DE-SC0012704 for the Management and Operation of The 
Brookhaven National Laboratory 

This letter is to inform you that the Department of Energy - Office of Science (DOE-SC) has 
issued supplemental guidance to DOE O 550.1 Chg. 1 requiring DOE review and approval of 
contractor staff participation in virtual conferences/seminars sponsored by foreign entities. 
Going forward, please ensure Jennifer.Hartmann@science.doe.gov and myself are cc’d in 
the request to SC. 

All other terms and condition of the Prime Contract remain in effect. 

If you have any questions regarding this letter, please contact Aundrea Clifton, of my staff, at 
Aundrea.Clifton@science.doe.gov.  

Sincerely, 

Attachments: 
1. Office of Science – Participation in Virtual Conferences/Seminars Sponsored by Foreign Entities

cc: R. Gordon, SC-BSHO G. Olson, SC-BHSO
M. Dikeakos, SC-BHSO J. Brock, SC-BHSO
K. Porter, SC-BHSO A. Clifton, SC-BHSO
J. Anderson, BSA M. McCann, SC-BHSO
R. Lincoln, BSA J. Hartmann, SC-BHSO
G. Clark, BSA
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Office of Science Requirements 

Supplementing DOE O 550.1 Chg 1 (LtdChg), Official Travel, Contractor Requirements Document 

Participation in Virtual Meetings Organized by Foreign Entities 

March 2021 

The Office of Science (SC) recognizes that there are an increasing number of opportunities for researchers to 
participate in virtual scientific conferences, workshops, seminars, and similar activities. Some of these events 
will be organized by individuals or institutions in foreign countries. The requirements below must be met before 
laboratory employees participate in these types of virtual international meetings that are sponsored/organized 
by foreign entities (e.g., foreign institutions or governments). 

1) Attendance at these types of virtual meetings sponsored/organized by foreign entities will have 
approvals that parallel those for official foreign travel.  

a. The laboratory must receive approval from the relevant SC program office for staff to participate 
in these types of virtual meetings.  

b. Normal, programmatic meetings that are part of official collaborations under formal DOE HQ or 
other U.S. government international agreements are excluded from the approval requirement. 

c. The approval requirement applies only to laboratory research staff supported by SC and does 
NOT replace other required approvals by other sponsors who support the research being 
presented or approvals required by other authorities. 

d. Approval by the relevant SC program office is not needed for laboratory staff participation in 
domestic sponsored/organized meetings. 
 

2) For virtual meetings sponsored/organized by foreign entities, the relevant laboratory manager (who 
would normally provide laboratory-level approval of foreign travel) must send the following information 
to the appropriate SC program office lead (likely either a SC Associate Director or Division Director) with 
a copy to the DOE site office manager: 

a. Name, dates, and webpage of the meeting 
b. Organization/country sponsoring/organizing the meeting 
c. Laboratory attendee(s) 
d. Nature of participation (e.g. invited talk, contributed talk, attendee) 
e. Justification: Brief statement of the benefit of attendance to the staff member, the laboratory, 

and SC 
SC program office approval should be obtained before any invitations to participate are accepted or 
registration is completed. The information above must be provided 14 business days in advance of such 
acceptance or registration dates to allow the SC program office to consider the request. 
 

3) The SC program office will apply the same assessments that would be used for official foreign travel 
requests – typically participation in these types of virtual meetings will be limited to individuals with 
invited presentations. However, for virtual formats, the SC program office may approve additional 
participation for other laboratory staff without invited talks for personal development and strategic 
reasons. Requests for participation in meetings sponsored/organized by institutions in sensitive 
countries will receive extra scrutiny and will require more time for a decision. 
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