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Senate Select Committee on Ethics’
Regulations and Guidelines for Privately-Sponsored Travel

Introduction

The Honest Leadership and Open Government Act, which was signed into law on
September 14, 2007, made significant changes to the Senate Rules governing privately-sponsored
travel for Senators and staff members, and gave the Ethics Committee the authority to issue
regulations and guidelines to implement these changes. The new law did not affect travel
sponsored by federal, state, and local governments or by foreign governments under the Foreign
Gifts and Decorations Act or the Mutual Educational and Cultural Exchange Act.

The Committee hereby issues the guidelines and regulations for the new rules on
privately-sponsored travel, which supersede any prior Committee guidance, including the Senate
Ethics Manual. Please see the glossary for more detailed explanations of the terms and concepts
discussed below.

Travel Review Process and Required Public Filings

Because of these new requirements, sponsors of privately-funded travel should begin the
invitation process as early as possible. Senate Members, Officers, and employees must submit a
completed travel package to the Ethics Committee no later than 30 days prior to the departure
dates of a proposed privately-sponsored trip. These materials must include:

. A copy of the invitation from the sponsor.

. A copy of the signed and completed " Private Sponsor Travel Certification Form "
with any attachments.

. For Senate employees, a copy of the “Employee Advance Travel Authorization

and Disclosure Form" with Part | completed and signed by the employee and the
supervising Member or Officer.

After receiving the complete travel package, the Ethics Committee will review it as
quickly as possible, contact the travel sponsor and/or Senate invitee with any additional questions

if necessary, and issue a letter to the Senate invitee after the review is complete.

Within 30 Days of returning from the privately-funded travel, the following original
documents must be filed with the Office of Public Records in Hart 232:

e Members and Officers must complete, sign and file the Senators and Officers:



Disclosure of Travel Expenses form and the completed Private Sponsor Travel
Certification Form with any attachments.

¢ Senate Employees must complete and file the signed Employee Advance Travel
Authorization and Disclosure Form (Parts 1 and 2) and must file the completed
Private Sponsor Travel Certification Form with any attachments.

¢ Senate offices should retain copies of all relevant travel forms and documents for
their records.

For additional detail regarding the travel review process, please see the Committee’s
Privately-Sponsored Travel Checklist which is available on the Ethics Committee Web site
(www.ethics.senate.gov) or can be picked up at the Ethics Committee office in Hart 220.

Privatelv-Sponsored Travel Must Be Connected To the Senate Invitee's Official Duties

Senate invitees must demonstrate that any proposed privately-sponsored travel relates to
their official duties and will not create the appearance that they are using their public office for
private gain.

On a case-by-case basis, Members and Senate officers may be required to explain in
writing to the Committee how attendance on a given trip relates to their official and
representational duties.

Employees must have their supervising Members or Officers certify in advance (on the
Emplayee Advance Travel Authorization and Disclosure Form) that the travel relates to the
invitees’ official duties. The Committee will give this determination great weight and will
consider a number of factors in determining whether to approve the travel request, including:

e The Senate invitees official responsibilities and whether there is an adequate connection
between a trip and the official duties of the invitee;

e  Whether the trip relates to matters within the legislative or policy interests of the Senate;

e  Whether the trip’s length and itinerary is consistent with its official purpose;

* The stated mission of the organization(s) sponsoring the trip and whether there is a direct
and immediate relationship between a source of funding and an event;

e The organization’s prior history of sponsoring congressional trips, if any;

e Other educational activities performed by the organization besides sponsoring
congressional trips, if any;

e Whether any trips previously sponsored by the organization led to an investigation by the
Ethics Committee;

e Any other factors the Committee deems relevant.






