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! Ethics Travel Portal

Dear TRAVELER,

SPONSOR has invited you to participate in a privately sponsored trip. You can request approval to participate in the trip through the Ethics Travel Portal. Once there, click the Start New Trip button on the Trips page and follow the provided steps.
Trip Name TRIP NAME for Jan 26, 2023

01/23/2023 to 01/25/2023
53f33115-3513-4260-955e-9b777853b687

Travel Dates

Traveler Code

Please do not reply to this message as this email address is not monitored.

Start New Trip

To start your trip, copy the Traveler Code from the email you received, paste it into the field
below, then click Save.

Traveler Code

53f33115-a51 a-4260-955&-9b7??853b687|

A new trip in the Travel App must be initiated by the private sponsor. Once the sponsor completes its

paperwork and invites you to participate, you will receive an email from the App with an individualized
“Traveler Code.” You will use this code to begin your trip request through the App.
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Privately Sponsored Travel Portal

Sign In to the Privately Sponsored Travel (PST) Portal

5] Private Sponsor Sign In 2] Senate Traveler Sign In

The PST Portal is a tool used by the Select Committee on Ethics to process privately-sponsored travel requests from
Senate Members, officers, and employees.

Privately-sponsored travel is any gift of travel and travel-related expenses for travel outside the Senate duty station,
including transportation, lodging, food and refreshments, and conference fees and materials, whether paid for directly,
reimbursed, or provided directly, from a private individual or entity, in connection with a Member's, officer's, or employee's
official Senate duties. Incorporating reforms from the Honest Leadership and Open Government Act of 2007 (HLOGA),
Pub. L. 110-81 (2007), Senate Rule 35.2 permits Members, officers, and employees to accept privately-sponsored travel
only with the prior written approval of the Committee.

The Committee's approval process is governed by the Regulations and Guidelines for Privately-Sponsored Travel (Travel
Regulations). The Travel Regulations contain detailed requirements regarding who may sponsor travel; time limits for
trips; and the type and amount of expenses that can be reimbursed. In order to obtain Committee approval, Members,
officers, and employees must submit a complete travel package to the Committee no later than 30 days prior to the
departure date of a proposed trip. To determine the due date for travel packages, please use the Travel Calculator.

The Travel App is found at https://pst.senate.gov. There are separate logins for private sponsors and
Senate travelers.
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) United States Senate

Sign in to the Privately Sponsored Travel (PST) Portal

The Privately Sponsored Travel Portal uses your Senate network login process
for authentication. You'll be redirected to the application afterwards.

Dug.Required @
About the PST Portal v

The PST Portal is encrypted and secure. It is replicated on redundant
infrastructure. A feam® in the U.S. Senate Sergeant at Arms® builds and
maintains PST.

Questions, Suggestions, Or Issues About Privately Sponsored Travel Portal?

Logging in to the traveler side of the App will require you to log in with your Senate credentials.
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B My Trips

Search Q,

Organization Name Trip Name Travel Start Date/Time Travel End Date/Time Status Withdrawn Submitted By

No data available

Rows per page: 25 = -

Once you have logged in, you can view all trip requests you have submitted. You can also request
approval for a new trip using the “Start New Trip” button in the top right of the screen.
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£ Work: Trip
° Draft

Travel Information

Whom are you completing this travel request for?
® self (O Another Person

Title Phone
Title 123-456-7891 Imported Fixed Data
The following user details are retrieved frem Active Directery (AD) and cannot be changed in the Privately Sponsered Travel Portal.
If any information lisf . ’ = -
Altemate Email (ptional) Name: Your name, email, office, and duty station
Email: . .
office: will pre-populate based on your Active
Duty Station: o
Directory (AD) data.
Destination(s) Explain how this trip is specifically connected to the traveler's official or representational duties
Destination This seminar is specifically designed...

Do you have an accompanying family member or spouse on this trip?

O Yes @ No

m Cancel

After clicking “Start New Trip” and entering your Traveler Code, you will be prompted to enter the
information required for Form RE-1. The App will pre-populate some data from your Active Directory
(AD) data.
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£ Work: Trip

Q Draft

&3 Trip Information |E Trip Documents Edit Traveler Information
How to Submit to Ethics? @ Upload Signed RE-1 Bl complete And Final Itinerary
| 5
Prior to submitting this request, please ensure your Pre-Travel Authorization Package is )
complete. A complete Package includes: PDFs Only @ invitees

Complete and final itinerary
= @ Upload Private Sponsor Invitation
- List of invitees

PDFs Only
— Astneases Download an
Unsigned RE-1

— Private Sponsor travel invitation Form

Upload Documents

After you complete this information, the App will generate Form RE-1 for you. You must download the
form to get it signed by supervising Member or officer.



RE-1 Employee Pre-Travel Authorization | Datemesamp

Pre-Travel Filing Instructions: Complete and submit this form at least 20 days pricr to the travel '
depariure date fo the Select Committee on Ethies in SH-220. Incomplete and |ate fravel submissions will i
1

not be considered or approved.
Name of Traveler: Employing Office/Committee:
Traveler Office

Traveler information will pre-populate
oo et — based on responses in the Traveler

Travel Dates:
01/21/2023 to 017312023
NOTE: I you plan to extend the trip for any reason you must nofify the Committee.

Explain how this trip is specifically connected to the traveler's official or representational duties.
This seminar is specifically designed...

Do you have an aceompanying family member or spouse on this trip? Mame and Relationship to Traveler:
No INFA

| certify that the information confained in this form iz frue, complete and corect fo the best of my knowiedge.

TO BE COMPLETED BY SUPERVISING MEMBERIOFFICER
{President of the Senate, Secrefary of the Senate, Sergeant at Arms,
S for the Majority, for the Minority, and Chaplain}

(Print Senators/Officer's Mame) (Print Traveler's Mame)

an employee under my direct supervision, fo accept payment or reimbi f for y franaportation, lodging, and
related expenszes for travel fo the event described abowve. | have defermined that thiz frawvel iz in conneclion with his or her
dulies a= a Senafe employee or an officeholder, and will not create the appearance thaf he or she ig using public office for
private gain.

I have alzo d ined that the aftendance of the employee’s spouse or child iz appropriate fo assist in the representation
of the Senafe.

17 (sianify "yes' by checking box)

Information screen

Print and sign the traveler and
Supervising Senator/Officer
certifications

The downloaded form will be populated with all information you previously entered. The only fields you
will need to complete by hand are the fields for your signature and your supervising Member’s or

officer’s signature.
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£ Work: Trip

Q Draft

&3 Trip Information = Trip Documents

How to Submit to Ethics?

(] | Upload Signed RE-1
Prior to submitting this request, please ensure your Pre-Travel Authorization Package is

complete. A complete Package includes: PDFs Only

Complete and final itinerary
= @ Upload Private Sponsor Invitation
- List of invitees

PDFs Only
— A signed RE-1 w Download Unsigned RE-1

— Private Sponsor travel invitation

Upload Documents

Edit Traveler Information

Bl complete And Final Itinerary

Bl invitees

Upload PDFs of the
Signed RE-1 and Private
Sponsor Invitation

After signing Form RE-1, you will upload it, along with the original invitation you received from the

sponsor, into the App.
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£ Work: Trip

LI @ suomi © somroveoene @ Fost e canctc

= Trip Information Withdraw From Trip @ Trip Documents l Edit Traveler Informatien

How to Submit to Ethics?

U
Prior to submitting this request, please ensure your Pre-Travel Authorization Package is complete. A complete B v
Package includes: POFs Only Invitees

i C lete And Final Iti
Upload Signed RE-1 ‘ [ complete And Final Itinerary

Complete and final itinerary
List of invitees

PDFs Only

Private Sponsor travel invitation

ﬁ Submit To Ethics Upload Documents

&3 signed RE-1

(I

Upload Private Sponsor Invitation )
m Private Sponsor Travel Invitation

View Trip Details

Once uploaded, you will see green check marks next to each of the required documents. You will now be
able to submit your trip for Ethics Committee review.
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+ Start New Trip

= My Trips

Search Q
Organization Name Trip Name Travel Start Date/Time Travel End Date/Time Status Withdrawn Submitted By
Q. View Trip Work Trip January 31, 2023 January 31, 2023 [ Invited No
Q_ View Trip Work Trip January 31, 2023 January 31, 2023 &'} Submitted No

You can check back on your trip’s progress at any point.
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The Select Committee on Ethics (the Committee) has approved your privately sponsored travel. The trip details

are below:

Organization Name Work

Trip Name Trip

Travel Dates 01/31/2023 @ 07:55 PM to 01/31/2023 @ 07:55 PM
Approval Letter Attached

Final Approved Pre-Travel Package Altached

Pleaze do not reply to this me ssage as this email address i nol moniored

Select Committee on Ethics
Privately Sponsored Travel Portal

3 My Trips
Search Q,
Organization Name Trip Name Travel Start Date/Time | Travel End Date/Time Status Withdrawn Submitted By
Q, View Trip Work Trip January 31, 2023 January 31, 2023 " Approved No
Q View Trip Work Trip January 31, 2023 January 31, 2023 [ Invited No

When the Ethics Committee approves the trip, you will receive an email containing a package of all

documents submitted as part of the trip request and the Committee’s approval letter. You can also
review these documents through the App.
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= Work: Trip

o Draft Q Submitted 0 Approved @ Post Travel Certif

ﬁ You may not make edits to a trip after it has been submitted to the Senate Ethics Committee for review. If you need to make edits to a trip that is under review, please contact the Committee.

&) Trip Information Withdraw From Trip |;E| Trip Documents View Traveler Information

[} Ethics Approval Letter

Upload Signed RE-1
Bt [Z3 Complete And Final Itinerary
&3 Invitees

Upload Private Sponsor Invitation
B8 signed RE-1

PDFs Only

[ Private Sponsor Travel Invitation

B3 Final PDF

After approval, you may not make edits to a trip after it has been submitted to the Committee. If you
need to make edits to a trip after approval, please contact the Committee.
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The Select Committee on Ethics has certified your trip. Post Travel paperwork must be filed with the Office of
Public Records within 30 days of returning from travel. Once you have printed and signed your post travel
packet, submit all forms to the Office of Public Records in 232 Hart Building. The trip details are below:

Organization Name Work
Trip Name Trip
Travel Dates 02/01/2023 @ 01:51 PM to 02/02/2023 @ 03:51 PM

Please do not reply to this message as this email address is not monitored

= Select Committee on Ethics
= Privately Sponsored Travel Portal

= Work: Trip

0 Draft Q Submitted e Approved/Denied Post Travel Certification

£ Trip Information Withdraw From THg |E Trip Documents View Traveler Information

B3 Certified by Ethics on 02/02/2023 @ 09:08 AM

Upload Signed RE-1 ﬁ Complete And Final Itinerary

The Select Committee on Ethics has certified your trip. Post Travel paperwork must be filed with the

Office of Public Records within 30 days of returning from travel. Once you have printed and signed your DFs Only & invitees
post travel packet, submit all forms to the Office of Public Records in 232 Hart Building.
[0 signed RE-1
e V Uplosd Erivete Spansor invitation 3 Private Sponsor Travel Invitation
PEE Oy [ Final PDF

After the last day of travel, the App will generate a post-travel package containing all pre-travel
documents, as well as a certification that the trip conformed to the details represented in the pre-travel
documents. You must print this package, sign it, have it signed by your supervising Member or officer,
and turn it in to the Office of Public Records (OPR). The post-travel package is a public filing—review
all documents carefully before submitting to OPR!
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