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 -----Original Message-----

From: 
Papier, Joel (NIH/OD)  

Sent:
Thursday, July 15, 2004 3:14 PM

To:
List ICTRAVELPOC-L

Cc:
Stith, Kenneth  (NIH/OD); Koitz, Barry (NIH/OD); Howard, Florence (NIH/OD); Barrack, Lori (NIH/OD); Hrynkow, Sharon (NIH/FIC); Miller, Richard (NIH/FIC); Smith, Marcia (NIH/FIC); NIH Executive Officers; Gottesman, Michael (NIH/OD); Ruiz Bravo, Norka (NIH/OD); 'Mbharlow@aol.com'

Subject:
OFM Transmittal No. 162A - FY 2005 International Travel Plan and Related Guidance

Importance:
High

All,

The attached file lists the major conferences and meetings that have been identified as events taking place at international sites during FY 2005. Thus, we request that the following exercise be completed:

Exercise (FY 2005 Events)

A. Under "Gordon Research Conferences", for Event Nos. 1-16, we request that you provide us only w/ the number of individuals from your respective ICs that are planning to attend each event in FY 2005. You do not have to provide e.g., the name, title, role, projected costs, etc.   (For tracking purposes, please include a negative response).  
B.  Under "Keystone Symposia Meetings", for Event Nos. 1-11, we request that you provide us only w/ the number of individuals from your respective ICs that are planning to attend each event in FY 2005   You do not have to provide e.g., the name, title, role, projected costs, etc. (For tracking purposes, please include a negative response).
C.  Under "Other Events", For Event Nos. 6-19, we request that you provide us only w/ the number of individuals from your respective ICs that are planning to attend each event in FY 2005.  You do not have to provide e.g., the name, title, role, projected costs, etc. (For tracking purposes, please include a negative response).  
D.  Under "Other Events" for Event Nos. 1-5, we request that you provide us w/ information and data to include, 1) IC; 2) name of traveler; 3) title of traveler; 4) role of traveler; and 5) projected costs for the trip, for all individuals projected to attend each event. (For tracking purposes, please include a negative response).  

The information requested in A-C above is to be emailed to Lori Barrack w/ a copy to Ken Stith and Joel Papier.  You can simply fill in the spreadsheet or send a list of the event names and projected attendance numbers via email.  Be sure to include your IC name.  This information is due to this office by not later than Friday, July 30, 2004.

The information and data requested in D above is to be emailed to Lori Barrack w/ a copy to Ken Stith and Joel Papier.  In this case, please use the existing travel plan submission form to include all of the requisite data.   This information and data is due to this office by not later than Thursday, July 22, 2004.  Please note that the Department has requested this information and data for events taking place in the first quarter of FY 2005 and therefore, it is imperative that we meet this deadline.

This office will make every effort to complete the data for FY 2003 and FY 2004 based on our historical LAE records for the events listed under "Other Events".  If per chance, we are unable to compile the data, we may need to request the information in a follow up message.

In addition, should you at any time become aware of a conference/meeting that is taking place at an international site during FY 2005 that is not on this listing, please let Ken, Lori, and me know immediately.  Finally, let us know if any of the information displayed on the attached file is inaccurate.  

Related International Travel Policy Guidance

As you know, in recent weeks, the Special Assistant to the Secretary for International Affairs has been scrutinizing our attendance at various major international scientific conferences/meetings reflected on our Largely Attended Events listing, and in some instances has been reducing our attendance numbers.  W/ this in mind, this office in concert w/ the Corporate Travel Management Committee (CTMC) is implementing new policy guidance, effective immediately.  For all events of this nature, a Notification of Foreign Travel (NFT) Request must be entered in the on-line automated system not later than 30 days prior to the trip start date.   This brings us into compliance w/ HHS policy (Travel Manual Chapter 6).  NFT requests that are not entered in the system accordingly are in jeopardy of not being approved for attendance unless there are compelling reasons as to why the request was late.  If this is the case, the CTMC will render a final decision.  Since most, if not all of the major scientific conferences/meetings are typically scheduled anywhere from 6 to 12 months ahead of time, there is more than enough time to comply w/ the above policy requirement.    More specifically, this would mean that each IC would be required to send the NFT request electronically to the FIC at or about 40 days prior to the trip start date.  By doing so, this would afford the FIC ample time to return a request for additional information, obtain the information, and then electronically submit the request to OGHA.  It would also provide the FIC w/ an appropriate amount of time to request country clearance cables from the Department of State and the applicable Embassy.  By establishing this protocol, 1) The NIH would not be in jeopardy of losing registration fee payments; 2) The NIH would not be in jeopardy of losing costs associated w/ airfare tickets and related penalties in a scenario where non-contract fares were the only available option; 3) The OFM would not have to transmit any urgent requests for attendance information and data; 4) OGHA would be notified that all of our NFT requests are in by a certain time frame; and 5) As a result of OGHA's more timely review, there is less opportunity for potentially embarrassing situations where we have to contact persons at the the eleventh hour to inform them that they are no longer authorized to travel to a particular event.

Please make wide distribution of this information to your respective IC communities.

Should you have any questions, I can be contacted on 301-496-4379.

Your cooperation on this matter is appreciated.
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