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

Sent:
Friday, September 19, 2008 2:30 PM

To:
List ICTRAVELPOC-L

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

Subject:
OFM Transmittal No. 344 - FY 2008 Year-End Closing Activities

All,

Below is a summary of the email message distributed to you by the NIH Management Center on September 16, 2008 on the above subject.  In that message, you were instructed to go to a web site to extract a copy of the HHS-1 Form in a case of emergency travel.  However, it was subsequently learned that the Form was not available on the listed web site.  Therefore, to assist you in this regard and to obtain a copy of the HHS-1 Form, please proceed as follows:

1)       Go to the OFM Travel Policy Home Page at: http://ofm.od.nih.gov/travel/index.htm  

2)       Click on “Other Resources” on the top menu;

3)       Scroll down and Click on “Forms”;

4)       The screen title is “Travel Forms” – Click on either “Travel Forms” or “List of Forms”;

5)       Scroll down until you see “HS1”.PDF.  A printable version of the HHS 1 Form is accessible.

_________________________________________________________________________________________________________

Both the NBS and GovTrip Travel Systems will be unavailable from 12:00 a.m. October 1, 2008 to 6:59 a.m. October 6, 2008.

To facilitate year-end closing activities, please do the following:

·        Enter and approve all early October trips.

·        Voucher trip expenses in a timely fashion;

·        Check the “Final Voucher” box on vouchers when no other voucher will be done;

·        Select Project (CAN) carefully and make any needed change as soon as you notice an error;

·        Voucher airfare and TMC fees on cancelled trips when tickets have been issued by Omega;

·        If ticket was NOT ISSUED, request cancellation from NIH Help Desk;

·        Be certain which expenses a sponsor is funding and record appropriately on travel documents. 

·        Vouchers should be approved by COB September 29 to ensure payments will be made via the final FY08 Treasury schedules scheduled for September 30.  The first FY09 Treasury schedules will process October 6.

Travel emergencies:  Use standard OFM procedures

Patient Travel:  Use standard downtime procedures.

Please distribute this guidance to IC Travel Planners and Administrative Officials.

Thanks,

Joel

