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

Sent:
Friday, November 14, 2008 8:08 AM

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]; 'mbharlow@aol.com'; Sieber, Anna (NIH/OD) [E]

Subject:
OFM Transmittal No. 351 - Single Trip Requests of $10,000 or More 

Importance:
High

Attachments:
REQUEST FORM $10,000 or MORE (version No. 1) SingleTripCosts.doc

Good morning All,

As you know, for the last five months we have been required to submit all single trip requests of $4,000 or more to the ASAM/OS for approval.  Please be advised that that policy has been amended.  Effective immediately, only single trip requests of $10,000 or more will require approval by the ASAM/OS.  Thus, for all such requests, please use the attached revised form.  You should continue sending new requests to the OFM Travel Mailbox at: OFM Travel (NIH/OD).  Please be certain to follow these guidelines:

In order to be able to expedite your single trip requests of $10,000 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 $10,000 or More” and 6) a properly scanned signature of the IC Recommending Official.  To clarify another related issue – if per chance, the estimated costs for the trip are below $10,000 but subsequently end up vouchering out at $10,000 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.  Finally, if the trip is HHS-348 sponsored, only if the portion of appropriated dollars being applied is $10,000 or more would the request have to go forward to the ASAM/OS for approval.

All single trip requests of below $10,000 will now be authorized by the appropriate IC delegated official.  Such requests that are in the pipeline now will be returned to your IC.

Please make wide distribution of this guidance to those individuals who will be involved in the new process.

Thanks,

Joel
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