FFrom:
Papier, Joel (NIH/OD)

Sent:
Wednesday, September 14, 2005 2:06 PM

To:
List ICTRAVELPOC-L

Cc:
Stith, Kenneth  (NIH/OD); Barrack, Lori (NIH/OD); Smith, Marcia (NIH/FIC); Howard, Florence (NIH/OD); Sieber, Anna (NIH/OD)

Subject:
OFM Transmittal No. 223 - FY 2006 Largely Attended Events Listing & International Travel Plan

Importance:
High

Attachments:
FY2006 LAE listing sept 13.xls; FY2006 International Plan LAE_condensed.xls

All,

Attached you will find two files.  One file contains the Largely Attended Events (LAE) listing for FY 2006 which is delineated by the event number. The second file represents the FY 2006 International Travel Plan and the projected attendance estimates.  This plan was sent to the Office of Global Health Affairs/OS and will serve as a preliminary attendance benchmark.

You will note that the LAE listing includes those conferences/meetings that are scheduled to take place in domestic/non-foreign locations, as well as those that are scheduled to take place at international sites, which are also displayed on the International Travel Plan.  In this regard, Lori will be requesting attendance information for each of the domestic/non-foreign events as they come to fruition.  The information will be requested by event number and we request that you always reflect this number in your responses.  For the international events however, generally speaking, Lori will not request attendance information. Instead, we will work in concert w/ the FIC staff to monitor and track attendance numbers via the Notification of Foreign Travel automated system.  Through that process, should we have an event where our attendance numbers warrant review and assessment by the Corporate Travel Management Committee, only then would Lori send out a request for attendance information.  As it stands now, the Plan indicates only a handful of events that might require that sort of review.  In addition, you will note that several of the international events are not scheduled to take place this year.  In this case, we've continued to list the event but we do not anticipate the need for any information this fiscal year.  You will also note that for some of the events, we have stated "unavailable".  This is due to our being unable to find any updated web site information.  As we progress through the fiscal year, we will make every effort to update the locations and dates, as they become available.  

Should you become aware of an international event that is not on our Plan, and you suspect that a large number of individuals from your IC and/or Trans-NIH may be attending, please let us know as soon as possible.  Or, should you become informed that the locations and/or dates for any of the listed events are incorrect, please let us know that, as well.  

Please note, as a result of Hurricane Katrina, Lori has amended some of the events that were initially scheduled to take place in New Orleans, LA.  In this regard, should you become aware of any additional changes, please let Lori and me know immediately.

Please distribute this guidance to those persons who will directly be involved in gathering and tracking LAE attendance information.

Thanks,
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