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

Sent:
Tuesday, September 09, 2008 12:26 PM

To:
List ICTRAVELPOC-L

Cc:
NIH Executive Officers; Stith, Kenneth (NIH/OD) [E]; Miers, Kristy (NIH/OD) [E]; Howard, Florence (NIH/OD) [E]; Haskell, MaryAnne (NIH/OD) [E]; 'Mbharlow@aol.com'; Rogerson, Anne (NIH/NIAID) [C]; Sieber, Anna (NIH/OD) [E]

Subject:
OFM Transmittal No. 342 - Single Trip Requests of $4,000 or More

Importance:
High

Attachments:
REQUEST FORM $4,000 or MORE (version No. 5) SingleTripCosts.doc

All,

This serves as a follow up to OFM Transmittals No. 329 and 329A and the August 13, 2008 email to the Executive Officers.

In order that we will be able to better track and monitor all such requests, the OFM has established its own travel mailbox.  Effective immediately, please begin sending the Request Form and any accompanying documentation to: OFM Travel (NIH/OD).   In this regard, you no longer have to email directly or copy Joel Papier, Kristy Miers, Ken Stith or Maryanne Haskell when you send the Request Form and other documentation.  Please use the attached updated version of the Request Form.

To reiterate previous guidance, in order to be able to expedite your single trip requests of $4,000 or more, you must include: 1) a copy of the flight itinerary; 2) a statement about the status of the NFT Request; 3) a concise justification inclusive of language that addresses any authorization for use of premium class accommodations or Actual Expense Allowance; 4) per diem for each geographic location in a multiple-legged trip; 5) the name of the traveler on the subject line along w/ the wording “Single Trip Requests of $4,000 or More” and 6) a properly scanned signature of the IC Recommending Official.  To clarify another related issue – if the estimated costs for the trip are below $4,000 but subsequently end up vouchering out at $4,000 or more, no ASAM approval is necessary.  However, should those actual costs be considerably over the original estimate, it is recommended that your EO be notified of the increases to ensure that we are not attempting to circumvent the need to obtain advanced approval from the ASAM/OS.  

Please make wide distribution of this guidance to those individuals who have been designated to serve as the IC POC.

Thanks,

Joel 
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