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NCI ADAO Routing and Transmittal Slip
HHS-348 Sponsored Travel 
	To:
	Name & Location
	Initial
	Date

	1. Originating Office
	
	
	

	2. Traveler
	
	
	

	3. Supervisor
	
	
	

	4. ARC (AO)
	
	
	

	5. ADAO
	
	
	

	6. NCI Ethics Office
	
	
	

	7. RETURN TO:
    ARC (AO)
	
	
	


	Traveler Name & Title:
	

	Sponsor(s):
	

	Dates of Travel:
	

	Location(s):
	

	GovTrip TA: 
	


	Required Documentation

	 FORMCHECKBOX 

	Complete travel authorization (includes HHS-348 form and Ethics Checklist)

	 FORMCHECKBOX 

	Notification of Foreign Travel (NFT) (foreign travel only)

	 FORMCHECKBOX 

	Letter of invitation

	 FORMCHECKBOX 

	Agenda

	 FORMCHECKBOX 

	Actual Expense Allowance (AEA) memo (if applicable)

	 FORMCHECKBOX 

	Hotel confirmation details

	 FORMCHECKBOX 

	Flight itinerary

	 FORMCHECKBOX 

	Background information (registration fee information, POV mileage map, etc.)


NOTE: There is a separate route slip for the Ethics ODA portion of HHS-348 sponsored travel requests.

	From:


	Building/Room:
	Phone:
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