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

Sent:
Monday, August 11, 2008 12:19 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]; NIH Executive Officers; Sieber, Anna (NIH/OD) [E]; 'Mbharlow@aol.com'; Dixon, Debra (NIH/NCI) [E]; Guyton, Vanessa (NIH/NCI) [E]

Subject:
OFM Transmittal No. 338 - FY 2009 Largely Attended Events (LAE) Listing and FY 2009 International Travel Plan

Importance:
High

Attachments:
FY2009_LAE_listing(by date) (3).xls

All,

In conjunction w/ the 2007 policy guidelines from the Assistant Secretary for Administration and Management/OS regarding attendance at conferences; and the annual request from the Office of Global Health Affairs for an International Travel Plan, this office is providing the following information and instructions.

Attached is the Largely Attended Events Listing for FY 2009.  You will note that all of the conferences taking place at international sites have the “location” column highlighted in a “blue” font. The listing includes: 1) the major scientific and administrative conferences that have been identified over the years as entailing large attendance numbers, trans-NIH; and 2) the annual Gordon and Keystone conferences that are taking place at international sites.  We have also inserted a column entitled “FY 2009 Projected Attendance”.  

INSTRUCTIONS:

On the spreadsheet, for all of those events that have the location highlighted in a “blue” font, i.e., international travel, we request that you provide us w/ ONLY the projected attendance numbers and insert that number in the column entitled “FY 2009 Projected Attendance”.  Again, you should include estimates for Feds and Non-Feds accordingly. 

NOTE: During the course of the fiscal year, we will continue to track attendance at international conferences through the NFT system.  Should we receive any special requests for information from the Department, those requests will be forwarded to you on a case-by-case basis.

We acknowledge that you recently sent projected attendance numbers to Maryanne for those international events taking place between October 1, 2008 and March 31, 2009.  In this regard, please submit the same numbers again, or if applicable, send us updated projections.

The projected attendance numbers that you provide us will serve as the basis for our FY 2009 International Travel Plan.  Specifically, the plan is to reflect each international conference/meeting where we anticipate attendance of 20 or more persons, Trans-NIH.  This entails providing OGHA w/ a best-guess estimate so they can have some idea of what to expect in terms of international travel in line w/ major conferences in the upcoming fiscal year.  

The consolidated attendance information that we are collecting will also assist the NIH Corporate Travel Management Committee in its efforts to review and assess travel costs associated w/ NIH participation at these events.  Please make every effort to thoroughly canvass your respective travel communities when determining the projected attendance numbers.  There are Congressional Representatives who continue to scrutinize travel and as such, we would not want to get caught in an embarrassing situation, e.g., we project 30 attendees and end up w/ 70 NFT requests, and then we possibly end up losing money in early paid registration fees, due to the Department getting pressure to impose limits on overall attendance.

The completed spreadsheet for your IC is to be emailed to Maryanne Haskell w/ a copy to Joel Papier and Kristy Miers.  Be sure to include your IC name.  If you are not planning to send anyone to any of these international events, a negative response from your IC is required. Please do not send the information in piecemeal.  We are looking for one consolidated IC response.  The information is due to this office by not later than Friday, August 29, 2008.

In addition, in examining the entire LAE listing, should you at any time during the fiscal year become aware of a major conference that is taking place at a domestic/non-foreign site or international site that is not on this listing and could result in large attendance numbers, trans-NIH, please let Kristy, Maryanne, and me know immediately.  And, let us know if any of the location/date information displayed on the attached file is inaccurate.  Finally, you will note that some of the dates and locations remain blank. This is because, in our examination of the respective web sites, we were unable to find any conference/meeting information for the upcoming fiscal year.  If you happen to know the location/dates of any of these events, please pass that information along to us in the most expeditious manner.  Otherwise, we will continue to monitor the web sites for FY 2009 information.

Please continue to adhere to the NIH Scientific/Non-Scientific Conference Attendance International Travel Vetting Process that was issued to you by this office in the form of OFM Transmittal No. 171.

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.  Maryanne can be contacted on 301-435-7995.  Kristy can be contacted on 301-443-6473.

Your cooperation on this matter is most appreciated.

Joel
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