IP phone policy for all employees







Every member of International Programs who travels internationally must have a working cell phone for emergencies during travel.  (If you don’t already have one, see Tricia Suchodolski)  Some guidelines:

· People who prefer to use a local cell phone while in the States (because service can be better with a local provider such as Verizon) must have an additional international phone for use during emergencies overseas.   IP staff must have all of your numbers.

While on international travel, please do not use a cell phone for routine calls since the cost is prohibitive. 
· Forest Service employees: use your MCI/Verizon phone card.  Before departure, make sure you have the appropriate country access codes.  

· METI employees: Buy an international calling card before you leave the US.  Make sure to call the operator associated with the calling card to get dialing instructions from your destination country back to the States (or wherever you will be calling) 
· If you will be using a local SIM card (which you have bought in country) in your cell phone, please email the entire IP staff (not just your supervisor) with your new contact phone number.  
Guidance for Teams going overseas







Each Forest Service traveler will receive the ‘international traveler email’ with much of this information, including country specific phone numbers for US embassies and consular offices.

1. If you are working with a Forest Service Team going out on international travel, make sure they check to see if they have a FS-issued calling card with international access (not all have the international option so they should doublecheck).  Before leaving the states, team members should check international dialing and access codes.    
2. The next step is to encourage each team member to rent a cell or satellite phone for an emergency (remind them that they are not together 100% of the time).   Chief Bosworth has approved this expense for reimbursement (under the ‘miscellaneous expenses’ category) on Forest Service travel vouchers.  

Encourage Team members to shop around for a good match for their needs.  There are many companies that offer them and can help determine whether the team needs a cell or satellite phone. While there are many companies that offer phone rentals, an initial internet search for cell and satellite phone rentals resulted in the following links: 
· http://www.mobalrental.com/satellite_networks.asp
· http://www.worldcell.com/web/page/1069/sectionid/1007/pagelevel/2/parentID/1007/travelers.asp
· http://www.rentcell.com/rent-satellite-phone-order.htm
Also please pass along the following crucial information to the team members:

TEST YOUR CELL/SATELLITE PHONE to make sure it works (and you know how to use it.) Make sure you have the correct battery recharging equipment as well.   Do you know the voltage of your destination?  Check this website to make sure you have the right kind of adaptor:  http://kropla.com/electric2.htm.  

TEST CONTACT NUMBERS:  Before traveling, make sure to test out the embassy contact number provided to you below as numbers do change. Please inform us of any errors you find.
PROGRAM YOUR CELL/SATELLITE PHONE with the numbers below.  In the event of any type of emergency overseas, please call the following three numbers:
1. your home phone.  Ask your family member to call International Programs at 202 273-4695.  Direct contact with your family allows us to keep them abreast of any developments.  
2. the 24 phone line for International Programs, 202 273-4695.  The answering service can take messages or put you in touch with a staff member immediately.  
3. the Embassy 24 hour number/s for the U.S. Missions in the country(s) to which you are traveling (these numbers can be found in your international traveler email from International Programs.)
