Registration Fees

Preferred NICHD Option is the Visa/IMPAC Purchase Card

Options:

1. Visa/IMPAC Purchase Card:  This option allows an NICHD DIR purchasing agent to pay for registration, in advance.
Note:  If the registration fee includes meals or lodging, this method cannot be used.  Go to Option #2.

· Submit a requisition worksheet with back-up information about the registration to your lab/branch purchasing agent
· Registration fee is paid by purchasing agent with the VISA/IMPAC Purchase Card (NOT the VISA Travel Card) 
· Receiving receipt is submitted to the purchasing agent 
· A registration fee is NOT ENTERED on the Travel Authorization or Voucher.  Remark should be added to comments on Travel Authorization, “Registration paid via VISA/IMPAC Purchase Card”

2. Advance Registration Payment through NBS Travel System:  This option allows for payment via preparation of a travel authorization and partial voucher in the NBS Travel System.
· Planner enters itinerary data and registration fee ONLY

· Planner routes to AO for authorization

· AO Approves

· Planner vouchers from authorization.  Do not check final voucher at this point.

· AO Approves

· Payment is released to traveler’s bank account; traveler uses payment to pay registration fee

· Planner enters the remaining trip expenses under an amendment to original travel authorization when trip dates are nearing

· Planner vouchers at the conclusion of the trip; will need receipt for registration

3. Registration Fee Reimbursed visa Travel Authorization/Voucher:
Warning:  If the traveler is not approved to attend the meeting, it is possible payment of the registration fee could be considered an unauthorized procurement action and it is possible that the registration fee won’t be reimbursed.  Avoid this option if at all possible.
· Traveler pays registration using own funds
· Planner includes registration fee on Travel Authorization along with other trip information
· Planner vouchers for registration fee along with other trip expenses; receipt is required
· Traveler is reimbursed via payment released to bank account
