HOW INDIVIDUAL TRAVELERS REQUEST E-1175 APPROVAL

1. Go to the OIA SharePoint site (https://spapps.doi.net/programs/OIA/travel) and fill out the e-1175 form.

2. Save the form to the SharePoint site.

3. Obtain supervisory signatures.  

The level of signature needed varies by bureau.  Please contact your bureau international office if you have questions on this.  Bureau contacts are listed here:  http://www.doi.gov/intl/travel-guidance.cfm. 

If you need to circulate the 1175 form via hard copy to obtain signatures:
· Print out the 1175 and obtain hard copy signatures.
· Scan 1175 and attach to original e-1175 request saved on OIA SharePoint site. 

If you can circulate the 1175 via e-mail/Digital Tracking System/ or other electronic method:
· Save the 1175 to a .pdf format.
· Attach to your e-mail/DTS/other electronic system to circulate for approval.
· Upload the 1175 with electronic approvals to the OIA SharePoint Site.

If your bureau includes a mix of hard copy and electronic signatures, please attach the document that reflects the highest level of signature.  

4. Upload supervisory signatures to original request form on OIA SharePoint site. 
 
5. Submit to your bureau international travel office for approval.
______________________________________________________________________________

HOW BUREAU INTERNATIONAL OFFICES (BIO) APPROVE THE E-1175

Designated BIO contacts will receive an email when a new e-1175 request has been submitted for their bureau.  BIOs can also log onto the SharePoint site to view all pending requests for their bureaus. 

1. BIOs review e-1175 request form on OIA SharePoint site.

2. Add additional or amended information as needed.  

3. Upload update signatures page as needed.

If you need to circulate the 1175 form via hard copy to obtain signatures:
· Print out the 1175 and obtain hard copy signatures.
· Scan 1175 and attach to original e-1175 request saved on OIA SharePoint site. 

If you can circulate the 1175 via e-mail/Digital Tracking System/ or other electronic method:
· Save the 1175 to a .pdf format.
· Attach to your e-mail/DTS/other electronic system to circulate for approval.
· Upload the 1175 with electronic approvals to the OIA SharePoint Site.

If your bureau includes a mix of hard copy and electronic signatures, please attach the document that reflects the highest level of signature.  

4. Submit the BIO approved e-1175 to OIA for approval. 

______________________________________________________________________________

APPROVAL FROM DOI OFFICE OF INTERNATIONAL AFFAIRS 

1. OIA reviews request that has been approved and submitted by the BIO

2. OIA approves, rejects or requests more information. 

Travelers and BIOs will receive an e-mail when the request has been processed. 

The SharePoint site will automatically capture the information in the e-1175 and store it in the OIA database once it is submitted to OIA.  OIA will not be able to see the e-1175 before it is submitted by the BIO. 


