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Travel Policy

Air

ICANN Travel Support selects flights 
based on the following criteria, in 
descending order of priority:

1. Economy (nonrefundable)
2. Approved date of 

arrival/departure
3. Nonstop/direct flight routes 

from the supported traveler’s 
original main domicile airport 
location

4. Lowest fare available at time of 
booking.

Hotel

Standard room (king or queen) based on 
single occupancy.

ICANN will pay for room and tax only. 

Stipend

Stipend amount is $500.00 USD. This is 
intended to cover meals and incidental 
expenses. 

Incidental expenses include ground 
transportation, parking, and Internet 
fees.
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Booking Process
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Travel Booking Process

PER DIEM

1. RECEIVE wire transfer 
per diem before 
meeting (depending 
when air is complete). 

AIR

1. RECEIVE Welcome Email

2. SUBMIT Travel Request 
through FCM Travel Portal

3. RECEIVE Proposed itinerary 
from FCM

4. REVIEW & APPROVE 
proposed itinerary

5. RECEIVE final itinerary

HOTEL

1. RECEIVE hotel 
confirmation 30 days 
before meeting. 

Travelers provide their preferred 
airlines/group, itineraries, routing, 
etc. 
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Visa Process

1 APPLY for Invitation Letter and Local Host Letters

2 RECEIVE Invitation Letter from ICANN

APPLY Invitation Letters3 RECEIVE Visa Documents from ICANN (Air, Hotel Confirmations)

4 RECEIVE Local Host Visa Documents

5 COMPILE Visa Application Documents

6 CONFIRM with Newland Chase is visa application is complete (optional)

7 APPLY for visa 
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Visa Documents

● Flight confirmation for visa purposes
● Hotel confirmation for visa purposes
● Japanese version of the invitation letter

2 ICANN

● Local Host Letter1 Local Host

● Provide instructions on how to obtain a visa. 
● Quality check your visa application and supporting materials to 

ensure it is complete.

Newland Chase
(optional)

3
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Visit us at icann.org

Thank You and Questions

flickr.com/icann

linkedin/company/icann

@icann

facebook.com/icannorg 

youtube.com/icannnews

soundcloud/icann

slideshare/icannpresentations

https://community.icann.org/display/trvlconstit

https://www.google.com/url?q=http://www.flickr.com/photos/icann&sa=D&ust=1565805708475000&usg=AFQjCNEXj7EogQ7vQBSGIpHce6xPfICuWA
https://www.google.com/url?q=http://flickr.com/photos/icann&sa=D&ust=1565805708476000&usg=AFQjCNF2QUGU6Puiv6FVqdSI-L4i389wOQ
https://www.google.com/url?q=https://www.linkedin.com/company/icann&sa=D&ust=1565805708480000&usg=AFQjCNFvEqqJUhBgY19SoiWjzV8KRbbRpg
https://www.google.com/url?q=http://linkedin.com/company/icann&sa=D&ust=1565805708481000&usg=AFQjCNFc-vfenQ_9_vrzHg_y3K189y4cUg
https://www.google.com/url?q=https://twitter.com/icann&sa=D&ust=1565805708484000&usg=AFQjCNH-wqIiGAFcSSi8IvWykH-zK2qknQ
https://www.google.com/url?q=http://twitter.com/icann&sa=D&ust=1565805708485000&usg=AFQjCNG3Mw1vEtXcjJHBaqd5PFr2YKwmUg
https://www.google.com/url?q=http://www.facebook.com/icannorg&sa=D&ust=1565805708491000&usg=AFQjCNEyDKTIFxpZboghm7MaQCjU-F_3qg
https://www.google.com/url?q=http://facebook.com/icannorg&sa=D&ust=1565805708492000&usg=AFQjCNFob-ReM7Xz_qaVzgiA0cokRGBPTw
https://www.google.com/url?q=http://youtube.com/user/ICANNnews&sa=D&ust=1565805708493000&usg=AFQjCNGiTX6vUZLmfWK1ejp69HZ0aVhrBQ
https://www.google.com/url?q=http://www.youtube.com/icannnews&sa=D&ust=1565805708496000&usg=AFQjCNF5zb3BHhyBcWPwILBAX_2FNhwxvg
https://www.google.com/url?q=https://soundcloud.com/icann&sa=D&ust=1565805708500000&usg=AFQjCNERLI35DczQcoUTnlfhR0Q10_Vtbw
https://www.google.com/url?q=https://www.slideshare.net/icannpresentations&sa=D&ust=1565805708503000&usg=AFQjCNE6AtIQvoM_RN9F4gVifqb0OWMEKA
https://www.google.com/url?q=http://linkedin.com/company/icann&sa=D&ust=1565805708504000&usg=AFQjCNFhS45j78B1EYf0whyg0eEHVWKcGg

