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From: Digas. Sharie (NIH/NCI) [E

To: NCI DCTD Travel Planners

Cc: NCI DCTD-ARC

Subject: FW: OFM BULLETIN - AEA MEMO FOR SPONSOR IN-KIND LODGING
Date: Friday, March 30, 2012 12:30:00 PM

Importance: High

Please read email below.

From: Carney, Deborah (NIH/NCI) [E]

Importance: High

NCI HPOCs: Please forward this email to your planners, approvers, and travelers regarding
elimination of the AEA memo for sponsor in kind lodging.

Good news!!! Effective immediately, it is no longer a requirement to complete
the AEA memo for sponsor in kind lodging. Instead, you are required to provide the

following statement in the Trip Details Section of the sponsored travel authorization in GovTrip,
filled in with the specifics of each particular request:

“Dr/Traveler X is requesting approval of actual subsistence for sponsor in-
kind lodging valued at $225 which is 180% of the government allowance of
$125. This percentage falls within the 300% threshold allowed by the FTR.
The sponsor has noted that all other non-federal participants will be
provided with the same accommodations.”

If this information will not fit in the Trip Details section, you may include it in the Other
Authorizations section.

You are still required to obtain and provide hotel confirmation documentation from the sponsor,
which indicates the daily rate of the hotel. The sponsor must also provide assurance that all
speakers, chairs, guests, etc..., have been offered the same or similar accommodations, in order to
ensure that our travelers are not receiving any preferential treatment. You can obtain this
statement on the letter of invitation or in a separate email exchange with the sponsor. If you
speak directly with the sponsor’s representative and receive this information over the phone,
please manually note on the letter of invitation the date and time of the phone call, as well the
name of the individual you spoke to.

For all sponsor-reimbursed lodging for which you are requesting waiver approval from NIH, the
AEA memo is still a required form.

If you have any questions, contact me at 301-496-2678.

Thanks,
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Deb

From: Koitz, Barry (NIH/OD) [E]

Sent: Friday, March 30, 2012 9:54 AM

To: List ICTRAVELPOC-L

Subject: OFM BULLETIN - AEA MEMO FOR SPONSOR IN-KIND LODGING

Good morning,

Effective immediately, the requirement for preparing an AEA memo for sponsor in-kind lodging is
no longer required. Thus, travel planners will no longer have to seek lodging quotes from three
other hotels as was required by this memo. While this requirement is relaxed, travel planners and
AOs must assure there is full compliance with Federal Travel Regulations regarding Actual Expense
Allowance including that the sponsor’s offer does not exceed 300% of the federal per diem rate.
Additionally, travel planners/AOs must secure from the sponsor a statement that federal
employees are not receiving any preferential accommodations not also being provided to other
non-federal participants. This assurance can be either on the sponsor’s letter of intent or provided
separately on another sponsor letterhead document.

In place of the AEA memo, travel planners/AOs will instead document their due-diligence in the
Travel Authorization. ICs can choose which section within GovTrip to insert this documentation,
i.e., Trip Details, Other Authorizations, Additional Remarks, etc. Regardless of its placement in
GovTrip, information required includes the nightly lodging cost, its percentage over the
government per diem and what the government lodging rate is for this location. Also included will
be a notation that the sponsor attests that similar accommodations are also being provided to non-
federal participants. The below suggested language is provided:

“Dr/Traveler X is requesting approval of actual subsistence for sponsor in-kind lodging valued at
$225 which is 180% of the government allowance of $125. This percentage falls within the 300%
threshold allowed by the FTR. The sponsor has noted that all other non-federal participants will be
provided with the same accommodations.”

IC Ethics Officials are still required to review and clear each sponsor’s letter of invitation
notwithstanding the discontinuance of the AEA memo for sponsor in-kind lodging.

While offers of in-cash lodging should be the exception with HHS’ new policy towards such offers,
the AEA memo with its requirement of three lodging quotes is required for such occurrences in

addition to submitting a STO waiver request.

Please let me know If you have any questions, but do not reply to all as this e-mail is addressed to
hundreds of users.

Barry Koitz





