Note:  PSO used if paying honorarium.  If no honorarium, should be invitational travel with reservation/ticket through Omega World Travel.

PROFESSIONAL SERVICE ORDER CHECKLIST FOR PURCHASE ORDER

1 – 3 DAYS (Speaker)

Name: 





Appt. Dates: 






Funding: 






NEW –   DOMESTIC

Professional Service Order Worksheet (1 – 3 days)
Copy of Calendar of Events (Yellow Sheet) Confirmation or  If not in Calendar of Events, give reason in remarks area of PSO worksheet, i.e., Presentation of local lab interest only
Select, Insert or Attach the appropriate Expert Statement

Confirmation from Individual or their Office that they have not been at NIH as a speaker in 2007 or later*
Airfare Itinerary (Not Mandatory but extremely helpful)
*If individual has previously been at NIH as a speaker in 2007 or later and is not in the CCR, individual must 

  register in the CCR and this action must be processed via purchase order – see CCR Instructions.

NEW – FOREIGN

Professional Service Order Worksheet (1 – 3 days)
Copy of Calendar of Events (Yellow Sheet) Confirmation or  If not in Calendar of Events, give reason in remarks area of PSO worksheet, i.e., Presentation of local lab interest only
Select, Insert or Attach the appropriate Expert Statement

Confirmation from Individual or their Office that they have not been at NIH as a speaker in 2007 or later*
Airfare Itinerary (Not Mandatory but extremely helpful)

Invitation Letter to Foreign Speaker on B-1 or WB Visa (AO Office Prepares)
Verification for Honorarium for B-1 or WB Visitor on a PSC (only required if paying an honorarium) (AO Office Prepares)
*If individual has previously been at NIH as a speaker in 2007 or later and is not in the CCR, individual must 

  register in the CCR:   HYPERLINK "http://www.ccrinstructions.nichd.gov" www.ccrinstructions.nichd.gov
REQUIREMENTS FOR PAYMENT FOR DOMESTIC AND FOREIGN

Airfare Itinerary/Receipt

Lodging Receipt

Taxi Receipt; only if over $75 per trip

Professional Service Order Invoice with Receiving Report Completed

For Foreign, Completed and Signed Verification for Honorarium for B-1 or WB Visitor on a PSC
Note:  A CV can only strengthen the case but is optional
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