Attachment 1

Basic Research Program

NCI-FREDERICK INVITED GUEST/SPEAKER

	NAME:       
	SOCIAL SECURITY #:       


	
	Is Invited Guest a US Citizen?      FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

	ADDRESS:       
	DATE(S) OF VISIT:       

	     
	PHONE:                        FAX:       

	     
	Email ADDRESS:       

	SEMINAR TITLE:       


	
	ESTIMATED EXPENSES
	ACTUAL EXPENSES

	PER DIEM

Maximum $110 for the Frederick area ($75/lodging, $35/meals) or $204 for the DC area ($153/lodging, $51/meals).  Hotel receipts are required.  Reimbursement will not be made for room service, valet service, telephone service & other extra charges.
	     
	

	HONORARIUM (limit $200)
	     
	

	AIRFARE Jet air coach or economy fare (American carrier)
	     
	

	GROUND TRANSPORTATION
Transportation to/from terminal or to/from hotel and meeting location via taxi, rental car (with prior approval), person vehicle ($.375/mi) and parking fees are reimbursable, receipts are required.
	     
	

	OTHER (Explain):       

	     
	

	TOTAL
	     
	


	TRAVEL ARRANGEMENTS/RESERVATIONS REQUIRED:
	 FORMCHECKBOX 
 YES (SEE ATTACHED FORM)

 FORMCHECKBOX 
 NO


	NCI-FREDERICK POINT OF CONTACT (REQUESTOR):       

	CENTER NUMBER:       


APPROVED:  ___________________________________               ______________________________________

                          LAB CHIEF/PI                           DATE                      ADMINISTRATIVE OFFICER           DATE

	PREPARED BY:       
	EXT:       


(Submit form with estimated expenses to the Administrative Officer for approval and then to IRSP office for processing, retain one copy, and submit actual expenses, with receipts, at the time of completion – reimbursement check will be forwarded to individual who prepared the form or the IRSP office will mail it for you).

