Foreign Travel Checklist 

Before submitting the document to the ARC, be sure to…

	
	Submit the Notification of Foreign Travel (NFT) electronically
NFT Website: http://ogha.psc.gov/ogha/

	
	Send the visa application to Fogarty International when necessary—visa requirements vary so be sure to research!
Fogarty International Website: http://www.fic.nih.gov/services.html

	
	Make the flight and hotel reservations through Omega World Travel (If Omega is not used, there must be a valid justification listed in the Comments Field.)
Omega Website: http://www.owt.net/tabs/government/

	
	Factor in VAT tax with 2 percent credit card conversion rate added when choosing a hotel 

	
	Send to the Division Director for approval


When submitting a travel authorization package to the ARC make sure that… 
	
	The completed route slip with necessary initials is in front of the first sheet of the authorization
Link ‘route slip’ to route slip document in toolbox

	
	The appropriate authorizations chosen (such as foreign travel, or foreign flag carrier when suitable, chosen from the Other Authorizations Screen)

	
	“Division Director Approval” is listed in the Comments Field

	
	A confirmation of the lodging rate with taxes is included. Remember to use a conversion that has the  2 percent credit card rate added when the quote is listed in a foreign currency an Actual Expense Allowance (AEA) may be necessary Link to http://www.oanda.com/convert/classic and link from ‘AEA’ to the AEA FAQ

	
	The appropriate authorization memos are included

	
	A copy of the NFT form is included

	
	The entire signed package is given to the ARC at least 35 days in advance


After the ARC approves the travel request…
	
	Send copies of approved authorization to Omega World Travel for issuance of ticket and to Fogarty International for the traveler’s US Government passport.
Link the words Omega World Travel to nihmd@owt.net and Fogarty to Fogarty again

	
	Make a folder for the traveler with approved authorization, tickets, hotel information, and an empty envelop to use for receipts


Following the trip, be sure to…
	
	Prepare the voucher within five days

	
	Convert all foreign currency charges on the dates the traveler was charged (for instance, the hotel room charges should be converted on the day the traveler pays for the hotel and a taxi should be converted for the date it was taken)


Traveler responsibilities
During the process of planning a trip and when traveling to a foreign country on Official Government Duty please…
	
	Check the itinerary and travel authorization for errors prior to the trip

	
	Check tickets for correctness upon receipt 

	
	Keep track of funds—excluding food and incidental charges

	
	Check receipts for correctness

	
	Keep lodging receipts, paper ticket receipts, and receipts for all single expenditures amounting more than $75

	
	Fill out Notification of Foreign Travel electronically after trip
Link Notification of Foreign Travel to http://ogha.psc.gov/ogha/

	
	Review completed travel voucher for correctness and sign electronically or in ink


