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There are two important updates regarding foreign travel that will go into effect 
on Monday June 21st.
            
#1


•         Notification of Foreign Travel (NFT)
o   Required for country clearance, Visas etc.
o   Change: Now integrated as part of the GovTrip TDY authorization
o   Fogarty (FIC) is now in the routing scheme for TDY approval
o   Travel Planner (support staff) will prepare the necessary 
documentation
o   Impact: To avoid delays please have firm plans (and 
sponsor negotiations completed, if applicable) in place 
before requesting travel authorizations be prepared.  
Frequent reservation changes and adding of other 
expense data will cause unnecessary re-routing 
resulting in FIC handling documents multiple times 
without any significant changes that affect the NFT. 
o   Fact sheet attached.


 
#2 


•         Trip Reports (Foreign Travel only)
o   Required by HHS
o   Trip Report: Brief written summary of TDY purpose and 
accomplishments.
o   Travel Planner will upload the report into the travel file.
o   The GovTrip system prevents the Travel Planner 
from completing your reimbursement voucher until the 
travel report has been uploaded.
o   ARC has made a template for your use to simplify the process (fill in 
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To:  NIH Traveler Community


Subject:  Important Changes to the Notification of International Travel (NFT) Process


On Monday, June 21, the Notification of International Travel (NFT) will be integrated within the GovTrip Foreign Travel Authorization document.  This means that both documents will be completed, routed and approved as a single, integral process.  It has been determined by the Department and OGHA that NFTs will be approved within each OpDiv and no longer handled separately by their offices.  Therefore, the NIH Notifications of Foreign Travel will be routed to the Fogarty International Center (FIC) for ‘Final Approval’.  


How does this affect NIH travelers?


Without exception, NIH travelers will need to be cognizant of their pending foreign trips and have firm plans (and sponsor negotiations, if applicable) in place before requesting travel authorizations be prepared.  Frequent reservation changes and adding of other expense data will cause unnecessary re-routing resulting in FIC handling documents multiple times without any significant changes that affect the NFT.  


Other information you should know:


How will FIC approval be obtained?


Travel planners will route the foreign authorization (with the included NFT) to selected individuals in their current routing list.  Each IC routing list will contain two new roles inserted between the AO review and AO conditional approver and the EO reviewer and EO approver.  Following is a typical routing pattern:


IC AO Reviewer  >  IC AO Approver  > NFT Pre-approval  > FIC Approver > IC EO Reviewer(s)  >  IC EO Approver.  


Why is FIC approving the NFT before the IC EO approves the trip?


FIC must have sufficient time to process country clearances, passports and Visas, prepare embassy cables and release security information to the traveler.  These mandatory tasks can take as many as three or more weeks to complete before the traveler departs.  


Why is there an NFT pre-approval?


Because foreign trip reservations often have restrictions or other time-sensitive requirements, the Pre-approved stamp applied immediately after the Conditional Approval will allow transportation tickets to be issued without the constraint of  waiting for FIC processing as well as IC ethics and other final review and approval processes.  


This is a significant change for the NIH Travel community and will take the combined efforts of all involved to ensure the process works effectively and efficiently.  


Thank you.


























the blanks and e-mail to your travel planner). Travel Planner will provide 
it to you; you are not required to use this template, just provided to you 
as an aid.  The template memo will be available on the ARC website. 
See second attachment for an example.


 
Regards,
 
Joe
 
ARC Manager, DCTD
301-594-5965
 





