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Temporary Change of Station (TCOS) Worksheet 
Travel Requirements for Foreign Assignments


Instructions – Please fill out the worksheet below (1-4) and submit along with draft copy of the Memorandum of Understanding (MOU) from HR to TravelHelp@lbl.gov at least 30 days prior to departure.  The subject line of the email must state – TCOS Travel Worksheet.  

The travel department will coordinate the required Serving Abroad for Families and Employees (S.A.F.E) training course.  You may use space the below to provide details or submit a separate sheet with details along with MOU.  
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	REQUIRED ASSIGNMENT DETAILS 

	1 
	Benefit to the laboratory information (1,000 character maximum):






	2
	· DOE Program Office Name:
· DOE Program Office Manager Name:





	3
	Purpose of assignment describing duties/activities abroad (1,500 character maximum):

	4
	International Contact Information and Host Information
· Name of host:
· Host telephone number:
· Host institution name:
· Immediate contact information (in assignment location):
· Temporary lodging information (name and phone number where staying upon arrival):
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