FELLOW’S RELOCATION CHECKLIST [submit with package]

                                                         DOMESTIC OR FOREIGN       
Relocation Policy

Relocation for fellows is optional and up to the CAN Manager and the cost is covered out 

of the CAN Manager’s Budget.
One-way travel to the NIH (mileage or airfare for fellow only or Rental Truck/Van) is permitted with approval, in advance, by the sponsor/mentor at the lab level.  Airfare cannot be reimbursed; this must go through the TMC.  

Shipment of household goods, temporary storage, and/or travel of dependents requires advance approval, in the 
form of a memo, by the Scientific Director. 
Note:  Total requests cannot exceed $1,500 for any type of Pre-Doctoral Fellow  
Note:   Total requests cannot exceed $3,000 for any type of Post-Doctoral Fellow
Requirements for One Way Travel to the NIH (Mileage/Tolls or Airfare for Fellow Only or Rental Truck/Van)
Travel Order Items (Submitted with Personnel Package)


[image: image1]  HHS-1 Hardcopy Travel Order 

[image: image2]  Printout of Vendor Alpha Screen
  

          Note: If not able to locate individual in system, then you must process EIN request for foreign and EIN request with ACH for domestic) 


[image: image3]  Omega World Travel Airfare Itinerary   OR    
[image: image4]  Printout of Mileage Confirmation (Driving Directions with Mileage) 


    
[image: image5]  OR   Estimated Cost of Rental Truck/Van 

[image: image6]  AO Reviews/ Signs/Faxes Hardcopy Travel Order to OWT for Ticket Release OFM for Obligation (AO Office to Ratna @ 301-402-4684) 

[image: image7]  AO should check for Obligation in DELPRO Display (AO Office - Put YS in front of Travel Order Number)

Voucher Items (Submitted After Fellow Arrives)

[image: image8]  SF-1012 Travel Voucher (See Sample)

[image: image9]  Airfare Receipt or Copy of E-Ticket Itinerary and Toll Receipts

[image: image10]  AO Reviews, Signs Voucher and Sends Travel Order (Green/Fiscal Audit Copy), Voucher & Receipts to OFM (AO Office to 31/B1B31)









(Check Appropriate Boxes)
Requirements for One Way Travel to the NIH with   □  Shipment of Household Goods 





 


□  Temporary Storage 
□  Travel of Dependents

Required Items (Submitted with Personnel Package)

[image: image11]  Request Memo to Scientific Director (See Sample)


[image: image12]   NIH 2028-1 Request for Permanent Change of Station Orders – Non-FTE Persons (See Sample)

[image: image13]   Requisition Worksheet for Prudential Fee ($274)


[image: image14]   Copy of NIH 2590 or NIH 829 (AO Office)

[image: image15]   Record of Call and Receiving (AO Office)

[image: image16]   Rightfax Form (AO Office)


[image: image17]   Submit Package to Prudential (AO Office)

[image: image18]   Prudential Prepares Travel Order and Sends Back to AO (AO Office)

[image: image19]   AO Reviews and Faxes to OFM as Instructed by Prudential Cover Sheet (AO Office)

[image: image20]   AO should check for Obligation in DELPRO Display (AO Office - Put YS in front of Travel Order Number)
Voucher Process


[image: image21]  Prudential will prepare Voucher (SF 1012) and send with receipts and cover sheet to AO (AO Office)

[image: image22]  AO Reviews & forwards Voucher to Traveler for Traveler Signature & Requests Return to AO (AO Office)


[image: image23] AO Signs Voucher and Sends Travel Order (Green/Fiscal Audit Copy), Voucher & Receipts to OFM (AO Office to 31/B1B31)
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