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From: Baker, Heather (NIH/NCI) [E]
To: NCI DCTD-ARC; 
Subject: FW: ACTION: GovTrip Communication to NCI Travelers 
Date: Monday, November 30, 2009 9:48:59 AM
Attachments: GovTripcommunicationtoNCItravelers.docx 


TravelVoucherFormversion2.docx 


Please forward to all of your travelers.  It is important information regarding Gov 
Trip.  Thank you and have a great day!!
 


From: Carney, Deborah (NIH/NCI) [E]  
Sent: Monday, November 30, 2009 9:47 AM 
To: Baker, Heather (NIH/NCI) [E]; Battistello, Kathryn (NIH/NCI) [E]; Bishop, 
Jamie (NIH/NCI) [E]; Brooks, Pamela O. (NIH/NCI) [E]; Cashman, Alice (NIH/
NCI) [E]; Condon, Aaron (NIH/NCI) [E]; Corey, Christopher (NIH/NCI) [E]; 
Culley, Nicole (NIH/NCI) [E]; Davis, Brett (NIH/NCI) [E]; Dixon, Debra (NIH/NCI) 
[E]; Green, Angela Childers (NIH/NCI) [E]; Guyton, Vanessa (NCI OM ARC); 
Haller, Denise (NIH/NCI) [E]; Hinkle, Kristin (NIH/NCI) [E]; Knight, Karen (NIH/
NCI) [E]; Muhammad, Maryam (NIH/NCI) [E]; Newball, Kimberlee (NIH/NCI) 
[E]; O'Donnell, Jenna (NIH/NCI) [E]; Robinson, Carrie (NIH/NCI) [E]; Smith, 
Pritee (NIH/NCI) [E]; Stephens, Elizabeth (NIH/NCI) [C]; Strickland, Joy (NIH/
NCI) [E]; Wilcox, Jessica (NIH/NCI) [E]; Williams, Rashida (NIH/NCI) [E] 
Cc: NCI ARC Managers; NCI ARC Deputy Managers; Dickens, Jim (NIH/NCI) [E] 
Subject: ACTION: GovTrip Communication to NCI Travelers  
Importance: High 
 
NCI Travel Contacts:  Please forward this important email to all of your travelers.  
The first attachment is a memorandum that describes specific changes that will 
occur as a result of the GovTrip transition beginning in two weeks, Dec 14th.  These 
changes will directly affect your travelers.
 
The second attachment is a Travel Voucher Form that is recommended for use by 
all travelers, since it delineates which expenses should be reimbursed directly to 
the traveler’s bank account and which should be sent to JP Morgan Chase for 
travel credit card payment.  
 
If you have any questions regarding these attachments or the information included 
in the memo, please contact me at 301-496-2678.
 
Thanks,
Deb
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Implementation of NEW Processes for Travelers 


in the GovTrip Travel System


To:  All NCI Travelers 


From:  NBS Management Center


Subject:  New GovTrip Travel Procedures


As you may know, NCI will be implementing the new GovTrip Travel system starting December 14.  Training for NCI support staff will begin December 14 and will continue through January 15, excluding the weeks of December 21st and 28th.  Each week, those who are trained will be immediately given access to the GovTrip Production System with the ability to enter new travel documents for your pending trips.  


Four new processes will be implemented in the GovTrip Travel System that directly impact NCI travelers.  


The new system offers:


1. The ability for your Travel Planner to reserve trip tickets, hotel reservations and rental cars using the on-line booking tool within the travel authorization.  This reservation process is designed to greatly reduce the Omega fees paid by your IC.  Please work with the planner to facilitate your trip requirements.  This will avoid the possibility of ‘duplicate’ tickets being issued.


1. The ability to directly enter your government or personal charge card data into your Traveler Profile


1. The ability to ‘split’ your voucher expenses indicating the amount that may be deposited directly to the JP Morgan Chase Government Card account or to your local (personal) bank account.


1. The ability to certify your travel documents in both the NBS and GovTrip travel systems via the eVoucher process.


Requirement for Government or Personal Credit Card Numbers/Expiration Dates


With the initiation of GovTrip, there has been a substantial change to the travel fee structure.  To avoid these higher fees, it is important to reserve hotel rooms and rental cars via the on-line booking engine.  This process requires each traveler to have a credit card number inserted into their GovTrip Traveler Profile.  


  


1. For travelers who do not have the Government-issued Travel Card, a personal charge card number and expiration date will need to be manually entered into each traveler’s profile.  To avoid sharing this private information with NIH staff, a tool called eProfile has been designed to allow travelers to personally and securely enter their charge card number and expiration date into their traveler profile.  The eProfile link is accessible on the GovTrip User Community page: https://nbrssprod.cit.nih.gov:8050/NBRSSDocs/Job_Aids/GovTrip/Job_Aid_-_eProfile.pdf .  If you are not a member of the GovTrip User Community page on the my.nih.gov portal page, you can add this community by clicking on “Join Communities” in the “My Communities” section of the portal page and selecting “NBS GovTrip Users” from the list of communities.


1. For travelers who have the Government-issued Travel Card from JP Morgan Chase, the number and current expiration date has already been loaded into your profile.  The eProfile tool; however, may be used to make updates to the Government Travel Card if necessary.  Please see the instructions above in #1 for access to the eProfile link.  


Split Disbursement Capability





1 – Government Travel Card:  For travelers who maintain a JP Morgan Chase Travel Card Account, you may elect to have any travel expense that was charged to the government card “marked” on the voucher as Travel Card and that expense amount will pay directly to your JP Morgan Chase account.  You will still receive a monthly statement from JP Morgan Chase reflecting the direct deposit credits and displaying a zero balance or remaining unpaid charges.





2 – Personal Charge Card:  For travelers who do not have a Government Travel Card or for those that do not wish to have the direct deposits to JP Morgan, you may elect to have your voucher expenses “marked” as Personal and the reimbursement will continue to be deposited to your local ACH bank account.





3 – For your convenience, a Travel Voucher Form is attached to this email that indicates all Payment Methods available in the GovTrip system.  Completing the form at the conclusion of each trip will help the planner to accurately select the appropriate expenses and amounts to be disbursed to each bank.  This form is also available on the GovTrip User Community page under the Forms Section. 


Certifying Travel Documents 





All vouchers as well as the sponsor’s Ethics Checklist and HHS-348 forms will continue to be available for traveler certification via the eVoucher process.  This functionality has not changed.  





However, since both the NBS and GovTrip travel systems will be operating in parallel until all vouchers are processed from the older legacy system, travelers will continue to receive emails from both systems.  The language in each email will differ slightly, but once the link is activated, the certifying process is the same.





1. Job aids for all traveler activities will be posted on the NBS GovTrip User Community Page under the GovTrip Support Resources section.


If you have questions or concerns, please contact the NIH Help Desk by calling 301-496-4357 or submitting a request to http://ithelpdesk.nih.gov/support.







TRAVEL VOUCHER FORM


			[bookmark: Text64]Name:       


			[bookmark: Text67]TA Number:       





			[bookmark: Text65]Destination(s):       


			[bookmark: Text68]Non-Duty/Annual Leave (Specify): |_|Y/|_|N Dates:       





			[bookmark: Text66]Departure Date/Time:       


			[bookmark: Text69]Return Date/Time:       








Expenses:  List all business expenses paid by personal funds and provide necessary receipts – i.e., transportation tickets, lodging, taxis, local transits, registration fees, POV mileage, parking, rental car, tolls, phone calls, internet, baggage, etc.  Attach receipts to this form and return to your Travel Planner. Ground transportation in excess of $75 must have a receipt attached.


			Date(s)


			Expense Category 


Transportation Tickets (air, bus, train)


Lodging, Lodging Tax


Registration Fees (if paid by traveler)


POV Mileage, Parking, Tolls


Taxis, Local Transits, Rental Car


Personal and Business Calls


Internet


Misc (Explain)


			Amount 


			Receipt?   Yes/No


			Were Meals Provided? Yes/No





Specify meal(s):


Breakfast


Lunch


Dinner


			Payment Method – (Please indicate a number)


1     Personal   (Personal Credit Card or Cash)


2    Travel Card   (Gov. issued Travel Card)*                                                                                                       


3    Sponsored Personal   (Sponsor reimbursing)


4    Sponsored Travel Card   (Sponsor reimbursing)


5    Sponsored In-Kind   (Sponsor provided)





*Requires traveler’s initials





			[bookmark: Text10]     


			[bookmark: Text11]     


			[bookmark: Text28]     


			[bookmark: Text37]     


			[bookmark: Text46]     


			[bookmark: Text55]     





			[bookmark: Text12]     


			[bookmark: Text20]     


			[bookmark: Text29]     


			[bookmark: Text38]     


			[bookmark: Text47]     


			[bookmark: Text56]     





			[bookmark: Text13]     


			[bookmark: Text21]     


			[bookmark: Text30]     


			[bookmark: Text39]     


			[bookmark: Text48]     


			[bookmark: Text57]     





			[bookmark: Text14]     


			[bookmark: Text22]     


			[bookmark: Text31]     


			[bookmark: Text40]     


			[bookmark: Text49]     


			[bookmark: Text58]     





			[bookmark: Text15]     


			[bookmark: Text23]     


			[bookmark: Text32]     


			[bookmark: Text41]     


			[bookmark: Text50]     


			[bookmark: Text59]     





			[bookmark: Text16]     


			[bookmark: Text24]     


			[bookmark: Text33]     


			[bookmark: Text42]     


			[bookmark: Text51]     


			[bookmark: Text60]     





			[bookmark: Text17]     


			[bookmark: Text25]     


			[bookmark: Text34]     


			[bookmark: Text43]     


			[bookmark: Text52]     


			[bookmark: Text61]     





			[bookmark: Text18]     


			[bookmark: Text26]     


			[bookmark: Text35]     


			[bookmark: Text44]     


			[bookmark: Text53]     


			[bookmark: Text62]     





			[bookmark: Text19]     


			[bookmark: Text27]     


			[bookmark: Text36]     


			[bookmark: Text45]     


			[bookmark: Text54]     


			[bookmark: Text63]     









*It is not necessary to obtain the traveler’s signature on this form as they will electronically certify their vouchers or in cases of non-affiliates, they will manually certify and return that documentation back to the travel preparer. 


							Revised 7/09






Deborah L. Carney
NCI Travel Specialist
Bldg 31/10A18
phone:  301-496-2678
fax:  301-480-0517
 
 





