
NOTIFICATION of UNOFFICIAL PERSONAL FOREIGN TRAVEL 
Government or Military 

Completed form is e-mailed to SSC_LANT_OCONUS_Trvl@navy.mil.
PRIVACY ACT STATEMENT  

AUTHORITY: 5 U.S.C. §§ 5701-5757, Travel, Transportation, and Subsistence; 10 U.S.C. § 135, Under Secretary of Defense (Comptroller); 10 U.S.C. § 136, Under Secretary of Defense for Personnel and Readiness; 10 U.S.C. § 3013, Secretary of the Army; 10 U.S.C. § 5013, Secretary of the 
Navy; 10 U.S.C. § 8013, Secretary of the Air Force; DoD Financial Management Regulation 7000.14-R, Vol. 9, Travel Policies and Procedures; and E.O. 9397 (SSN) PRINCIPAL PURPOSE: This form is used by military personnel, Department of Defense civilian and contractor personnel, 
collectively referred to as civilians, when applicable. This form provides visibility and initiates travel processes required to properly prepare personnel for travel outside of the continental United States. ROUTINE USES: In addition to those disclosures generally permitted under 5 U.S.C. 552a(b) of 
the Privacy Act of 1974, as amended, these records or information contained therein may specifically be disclosed outside the DoD as a routine use pursuant to 5 U.S.C. 552a(b)(3) as follows: To Federal and private entities providing travel services for purposes of arranging transportation and 
lodging for those individuals authorized to travel at government expense on official business. To the Internal Revenue Service to provide information concerning the pay of travel allowances which are subject to federal income tax. The DoD 'Blanket Routine Uses' set forth at the beginning of the 
DoD compilation of systems of records notices apply to this system. DISCLOSURE: Disclosure of requested information is voluntary, however, failure to provide such information may result in a delay of your processing and travel documentation. 

NAME (Last, First, MI) EDIPI

HOME ADDRESS (Street, City, St, Zip)

WORK PHONE #COMPETENCY

Do you have SCI access?
YES NO

NATURE OF TRIP

DATE RECEIVED PACKAGE #
TRAVELER 
SIGNATURE 
digital or original

SPAWARSYSCENLANT 5540/4  (Rev. 03/13)

TRAVELER INFORMATION

PASSPORT #

HOME PHONE # CELL PHONE #

SUPERVISOR PHONE #SUPERVISOR NAME (Last, First, MI)

EMERGENCY CONTACT INFORMATION 
Person with knowledge of your travel and whereabouts, who you will contact in an emergency.

NAME (Last, First MI) RELATION TO YOU WORK PHONE # HOME PHONE # CELL PHONE #

TRAVEL INFORMATION

                         COUNTRIES TO BE VISITED                            MAJOR CITIES                             DATE FROM                  DATE TO

MODE(S) OF TRANSPORTATION

PLANE

CRUISE

TRAIN

Carrier

Cruise Line Ship Name

RENTAL CAR GOV POV BOAT OTHER:

WHO IS TRAVELING WITH YOU? 

IS ANYONE TRAVELING WITH YOU A FOREIGN NATIONAL?

OTHER INFORMATION RELATIVE TO YOUR FOREIGN TRAVEL:

EMERGENCY ACTION PLAN:  In the event of a need for evacuation, assistance is available through the local U.S. Embassy and/or U.S. Consulate.  
Their address and phone numbers are available from the State Department Travel Advisory (http://travel.state.gov).  Obtain a hard copy of the travel 
advisory relevant to the area you will be visiting before you go.  If an Embassy is unreachable in an emergency, police and fire stations, hotels and 
private residences may serve as safe havens. 
  
If while on travel you had contact with foreign nationals or encountered difficulties, ensure you complete form SW5540_5 Foreign National Contact Post 
Travel Report as soon as you return from travel.
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