As a result of discussions between the Office of the Director and OAM staff, Dr. Alexander will not be electronically approving any travel in the NBS Travel System.   Dr. Maddox will now approve all foreign (including sponsored foreign and foreign flag carrier) and AEA travel authorizations.  Jeanellen Kallevang will be approving all domestic sponsored, cash ticket >$100, non-contract carrier, and premium class tickets.   Listed below are the NICHD routings for each kind of authorization.  If you do not know who you should route something to, please check with your Administrative Office for clarification BEFORE YOU BEGIN ROUTING DOCUMENTS.  

DOMESTIC

Domestic 


AO Reviewer  


Appropriate Administrative Assistant for area




APPROVER


Appropriate AO for area

Sponsored Domestic

AO Reviewer


Appropriate Administrative Assistant for area





Admin Officer (Conditional) 
Appropriate AO for area





APPROVER


Jeanellen Kallevang

FOREIGN (INCLUDES FOREIGN, FOREIGN SPONSORED AND FOREIGN FLAG CARRIER)

Foreign 


AO Reviewer


Appropriate Administrative Assistant for area

  



Admin Officer (Conditional)
Appropriate AO for area





EO Reviewer 


Jeanellen Kallevang





APPROVER


Dr. Maddox

OTHER AUTHORIZATIONS
AEA



AO Reviewer


Appropriate Administrative Assistant for area





Admin Officer (Conditional)
Appropriate AO for area





EO Reviewer 


Jeanellen Kallevang





APPROVER


Dr. Maddox

**There is one glitch in the system for AEA--whenever any change is made to the per diem screen (whether hotel or meals), this produces an AEA approval requirement.   If the travel DOES NOT really contain an AEA request but you get the message to pick an AEA Reviewer and AEA Approver, please pick your AO for both of those places. This will alleviate those wrongly coded travel orders from being forwarded to Jeanellen and Dr. Maddox.

If the travel DOES involve AEA, please include the written request in the comments section (not by hard copy anymore)  and route the travel as shown above.

Cash Ticket >$100

AO Reviewer


Appropriate Administrative Assistant for area





Admin Officer (Conditional)
Appropriate AO for area





APPROVER


Jeanellen Kallevang

Premium Class Ticket

AO Reviewer


Appropriate Administrative Assistant for area





Admin Officer (Conditional)
Appropriate AO for area





APPROVER


Jeanellen Kallevang

Non-Contract Carrier

AO Reviewer


Appropriate Administrative Assistant for area





Admin Officer (Conditional)
Appropriate AO for area





APPROVER


Jeanellen Kallevang

Please note:  Unless directed, please do not route any documents to Tom Hooven or Art Fried for approvals.  

