Special Announcement 20-06
Travel and Training Restrictions (3/16/2020)

This special announcement conveys Library policy to restrict official travel and training during the
coronavirus pandemic. The goal is to help limit the spread of COVID-19 (the disease caused by the
coronavirus) and to protect the health of the Library workforce.

1. Official Travel Is Canceled
All official travel, both domestic and international, is canceled. Employees should act immediately to
cancel travel requests and authorizations, travel and lodging reservations, and registrations for

conferences, training, and other events. Employees should not enter travel requests into the E2
Solutions system until further notice.

2. Exceptions for Mission-Critical Travel Only

Exceptions to this restriction may be approved only for travel that is critical to the mission of the Library
and only by the service unit head.

Before approving critical travel, service units heads will consider whether the travel: is to perform
essential duties related to the protection of life and property; is required to support Congress; required
by statute or contract; or is for activities essential to national security.

Service unit leadership also should strongly consider whether the travel can be postponed, canceled, or
handled remotely (e.g., by phone or videoconference). Travel will not be deemed critical if it is not time-

sensitive but can be performed at a later date or if it is for the sole purpose of giving a presentation.

Employees who fall within higher-risk populations identified in Special Announcement 20-05 should not
undertake official travel.

3. Personal Travel
Employees are strongly encouraged to limit their personal travel, both domestically and internationally.

4. Attendance at In-Person Training and Conferences Is Canceled

Attendance at in-person training and conferences on site at the Library and at remote locations is
canceled. Employees may attend training and conferences remotely (e.g., online or by phone).
Employees should act immediately to cancel registrations for in-person training and conferences.

5. Effective Date

This policy is effective Monday, March 16, 2020 and remains in effect until modified or canceled.



