Procedures for NBS Travel Documents

10/10/2003
EFFECTIVE IMMEDIATELY
Authorizations at EO Reviewer and Approver Level
The travel authorizations that need EO Reviewer and Approval (Jeanellen Kallevang/Dr. Maddox) are listed below.  Effective immediately, when any of these types of travel are processed by the Travel Planner, submit the required information to the AO Reviewer/AO immediately after you electronically route each document.  For any document that is being forwarded by hard copy to be linked to an authorization, please note in the Comments section of the authorization exactly what documents are being forwarded.   Staple all the papers together and write the traveler's name and authorization number on the top of the first paper and forward to the AO Reviewer/AO.  
TYPE OF REQUEST 


REQUIRED INFORMATION
Foreign Travel          
Send a hard copy of the Individual Foreign Trip Travel Request, NIT, letter of invitation, agenda of conference/meeting and any other meeting information, if applicable; list documents in comments section
Sponsored Travel (Foreign)
Send a hard copy of the Individual Foreign Trip Travel Request, NIT, letter of invitation/sponsor letter, agenda of conference/meeting and any other meeting information, if applicable; list documents in comments section
Sponsored Travel (Domestic)
Send a hard copy of letter of invitation/sponsor letter, agenda of conference/meeting and any other meeting information, if applicable; list documents in comments section
Actual Expense Allowance (AEA)        
Put into the Comments section the same information previously required in a memo:

Sample:
Approval is requested for actual expense allowance for lodging not to exceed ###% of Government lodging rate of $### for City.  Comparison of traveler hotel and three other hotels:  Traveler Hotel/$###; Hotel #1/$###, Hotel #2/$###, Hotel #3/$###.  (If traveler staying at conference hotel and it is more expensive than comparison hotels, add this also)  Factoring in other expenses associated with traveling to the conference hotel of $### will result in a cost to the Government higher than the requested $### lodging.  Also, please put in an explanation if the TMC (OWT) was not used for the lodging reservation
Cash Ticket>$100
Put into the Comments section the circumstances for the purchase, the price of the government ticket vs. the cash ticket
Premium (First or Business) Class 
Send hard copy of Justification for First or Business Class Airfare or Justification for First or Business Class for Disability (approval for disability now requires approval by the Deputy Director for Management (DDM) at Bldg. 1 prior to the trip).  These forms can be found at the AMB website under Travel or at the Travel NBRSS NIH Portal Page; list document under comments



Foreign Flag Carrier    
Send hard copy of Foreign Flag Carrier Form; This form can be found at the AMB website under Travel or at the Travel NBRSS NIH Portal Page; list document under comments

Non-Contract Carrier
Put into the Comments section the same information previously required in a memo:

Approval is requested to use a non-contract carrier because (fill in reason).  The itineraries detailing the difference are:





Contract Carrier: (airline name)  

Cost: $


List flight itinerary (date, time of departure, time of arrival)






Non-contract Carrier: (airline name) 
Cost: $

List flight itinerary (date, time of departure, time of arrival)






Exception # is being used.  (Fill # in from below)

1. 
Schedule/Space. Seating space or the scheduled flight is not available in time to accomplish the purpose of travel, or use of contract service would require the traveler to incur unnecessary overnight lodging costs which would increase the total cost of the trip; or 

2. 
Hours. The contract's flight schedule is inconsistent with explicit policies of NIH with regard to scheduled travel during normal working hours; or 

3. 
Fare. A non-contract carrier offers a lower fare available to the general public, the use of which will result in a lower total trip cost to the Government. This determination should be based on a cost comparison to include the combined cost of transportation, lodging, meals, and related expenses. 

NOTE: This exception does not apply if a contract carrier offers a comparable fare and has seats available at that fare, or, if the lower fare offered by a non-contract carrier is restricted to Government and military travelers on official business and may only be purchased with a GTR, contract-issued charge card or centrally billed account, e.g., YDG, MDG, ODG, VDG, and similar fares. (Per Florence Howard, this exception is not available for use at NIH)

4. 
Not Required

5. 
Other carriers. Rail service is available and this service is cost effective and consistent with mission requirements. 

6. 
Smoking. When smoking is permitted on the contract flight, and the nonsmoking section of the aircraft for the contract flight is not acceptable to the traveler. 

