From:
Papier, Joel (NIH/OD) [E]

Sent:
Monday, June 02, 2008 2:59 PM

To:
List ICTRAVELPOC-L

Cc:
Stith, Kenneth (NIH/OD) [E]; Miers, Kristy (NIH/OD) [E]; Haskell, Maryanne (NIH/OD) [E]; Howard, Florence (NIH/OD) [E]; Rogerson, Anne (NIH/NIAID) [C]; 'mbharlow@aol.com'; Chiacchierini, Kathy (NIH/NBS) [C]; Martin, Jennifer (NIH/OD) [E]; Sieber, Anna (NIH/OD) [E]; NIH Executive Officers

Subject:
OFM Transmittal No. 329 - Single Trips of "$4,000 or More"

Importance:
High

Attachments:
REQUEST FORM $4,000 or MORE (version No. 4) SingleTripCosts.doc

Good afternoon All,

As you may know, the DHHS Travel Manual Web Site is still under construction.  So, in our attempts to distribute the 2008 Version of the DHHS Travel Manual to you in the form of an ADOBE file, systemically, we were unable to do so due to the volume of the document.  We hope to be able to rectify this problem and circulate the Manual as soon as possible.  In the interim, we would like to pass along to you one of the key policy changes.  

In the revised 2008 version of the HHS Travel Manual, all single trips w/ total estimated travel costs of $4,000 or more will now require final approval by the Assistant Secretary for Administration and Management (ASAM)/OS.  As such, this office is establishing the following NIH procedures:

1)       The attached Request Form is to be scanned and emailed to Joel Papier and Kristy Miers w/ a copy to Maryanne Haskell and Ken Stith not later than 40 days prior to the trip start date.  This includes domestic, non-foreign, and foreign trips where appropriated dollars are being applied.  It also includes HHS-348 sponsored trips if the NIH share of the costs is $4,000 or more. 

NOTE: While this approval process is occurring, your IC should be preparing the Travel Authorization (TA) in the automated travel system.  But please keep in mind that the TA should not be final approved in the system until final approval of the Request Form has been obtained from the ASAM/OS.

2)       Total estimated travel costs include, common carrier transportation, per diem, and miscellaneous costs, e.g., rental car, taxi, etc.  They DO NOT include registration fees, abstract fees, or other similar costs.

(NOTE: Under the “Trip Itinerary” on the Request Form, please be certain to include all official business dates and locations associated w/ a multi-segmented trip.  In this regard, an authorized per diem rate for each applicable geographic location is to be listed under (b) “Per diem costs”.  EXAMPLE: If the itinerary is from DC to NY to Vancouver, Canada to DC from June 11 through June 17, under (b) “Per diem costs”, calculated costs would be as follows:

June 11 - (NY) - $244 + $48 (¾ M&IE) = $292

June 12 - (NY) $244 + $64 = $308

June 13 - (NY) $244 + $64 = $308

June 14 - (CAN) $195 + $123 = $318

June 15 - (CAN) $195 + $123 = $318

June 16 - (CAN) $195 + $123 = $318

June 17 - (CAN) $92.25 (3/4 M&IE) -- No lodging.

On the Request Form, you would enter under (b): 

NY - $908

CANADA - $1046.25

TOTAL Estimated Per Diem Costs - $1954.25

3)       Following initial review by this office, the Request Form will be forwarded to the NIH Corporate Travel Management Committee for review and final recommendation by the Senior Travel Official (STO), NIH.

4)       Once the STO provides final recommendation, OFM will send electronic notification to the HHS Travel Mailbox (us.travelreview@hhs.gov <mailto:us.travelreview@hhs.gov>  ) w/ a copy to the IC POC.

NOTE: The 30-day interval is a recommended benchmark for ensuring that especially for foreign trips, proper cable clearance can take place.  Every effort should be made to adhere to this requirement but submitting the request e.g., 20 days prior to the trip start date will not automatically result in a denial of the request.

5)       The ASAM/OS will send electronic notification of its decision to the IC POC email address w/ a copy to OFM.

6)       For auditing purposes, the IC will be responsible for maintaining an official travel file of all such ASAM/OS approvals/disapprovals.

7)       This policy guidance will become effective for all trips w/ a start date beginning on or after August 1, 2008 unless you have already prepared a Travel Authorization in the automated system.  In that case, you will not be required to obtain ASAM approval. 

Should you have any questions about this new policy and procedural guidance, you can contact Joel Papier on 301-496-4379 or Ken Stith on 301-402-8831.

Thanks,

Joel
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