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From: Holden, Nina (NIH/NCI) [E]
To: Lowery, Amber (NIH/NCI) [E]; Diggs, Sharie (NIH/NCI) [E]; Fenwick, Danielle (NIH/NCI) [E]; Graham, Renee


(NIH/NCI) [E]; Wilkins, Becky (NIH/NCI) [E]
Subject: FW: Handouts from HPOC meeting regarding HHS Travel Manual Changes held this week
Date: Friday, March 02, 2012 11:26:37 AM
Attachments: Airline Cost Comparison.xlsx


SponsorAcceptanceletter1.doc
SponsorAcceptanceletter2.doc
Travel planner and AO bullet points regarding HHS manual sponsored travel changes.doc


Thought everyone should have these in anticipation of our meeting.
 
Sincerely,
 
From: Carney, Deborah (NIH/NCI) [E] 
Sent: Friday, March 02, 2012 11:20 AM
To: Bishop, Jamie (NIH/NCI) [E]; Canty-Collins, Roberta (NIH/NCI) [E]; Condon, Aaron (NIH/NCI) [E];
Corey, Christopher (NIH/NCI) [E]; Corum, Ashley (NIH/NCI) [E]; Curington, Christina (NIH/NCI) [E];
Daley, Leonie (NIH/NCI) [E]; Davis, Brett (NIH/NCI) [E]; Dixon, Debra (NIH/NCI) [E]; Evans, Dolores
(NIH/NCI) [E]; Gabossy, Andrea (NIH/NCI) [E]; Grove, Linda (NIH/NCI) [E]; Guyton, Vanessa (NIH/NCI)
[E]; Heckman, Dana (NIH/NCI) [E]; Holden, Nina (NIH/NCI) [E]; Hunter, Sabrina (NIH/NCI) [E];
Kapinos, Kathryn (NIH/NCI) [E]; Knight, Karen (NIH/NCI) [E]; Lowery, Amber (NIH/NCI) [E]; Miller,
Nikeia (NIH/NCI) [E]; Moon, Annie (NIH/NCI) [E]; Muhammad, Maryam (NIH/NCI) [E]; Peigh, Alan
(NIH/NCI) [E]; Perkins, Josephine (NIH/NCI) [E]; Richardson, David (NIH/NCI) [E]; Robinson, Carrie
(NIH/NCI) [E]; Sarkisian, Chamindri (NIH/NCI) [E]; Shipe, Kelly (NIH/NCI) [E]; Singletary, Marketta
(NIH/NCI) [E]; Smith, Mary (NIH/NCI) [E]; Smith, Pritee (NIH/NCI) [E]; Solomon, Lester-Mark (NIH/NCI)
[E]; Stewart, Nichole (NIH/NCI) [E]; Wilkins, Becky (NIH/NCI) [E]
Cc: NCI ARC Deputy Managers; NCI ARC Managers
Subject: Handouts from HPOC meeting regarding HHS Travel Manual Changes held this week
 
NCI HPOCs:  please forward this email to your planners and approvers.
 
I’ve attached the four documents  for your use that we discussed at the HPOC meetings held this
week. 
 
The first attachment is the airport comparison spreadsheet.  Using this particular spreadsheet is
optional.   The cost comparison must be completed, but you do not have to use this specific form
for the comparison.  If you have any questions regarding the form itself, please contact Mary Smith
in the ADAO office at 301-594-0488.
 
The second attachment is Sample Acceptance Letter Option 1, which should be sent to the sponsor
by the planner after the Letter of Invitation has been sent to the traveler. 
 
The third attachment is Sample Acceptance Letter Option 2, which includes the exception clause
verbiage.
 
The fourth attachment lists a few benefits to the sponsored travel changes for the travelers and
administrative staff.
 
Thanks,
Deb
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Sheet1


			Airport Cost Comparison





			Date: 


			Omega Agent Name: 


			Itinerary:


			Traveler Name: 									TA # (if available): 





			Information 			AIRPORTS - CARRIER/MARKET


						BWI                                                             Balt./Wash. International 			DCA                                                  Ronald Reagan National 			IAD                                              Dulles International 			Union Station            Train   (if applicable)





			Carrier Selected:


			Lowest Govt. Fare       (round trip) 


						ROUND TRIP COST


			Carrier Fare (round trip) 			$0.00			$0.00			$0.00			$0.00


			Taxi  


			POV (mileage)     


			Metro


			Shuttle


			Total Cost			$0.00			$0.00			$0.00			$0.00


			Trip selected:





			Please indicate reason if non-contract carrier selected:


			        Contract flight doesn't meet official duty needs


			        Domestic - ticket savings >40%


			        Foreign - ticket savings >15%





			Justification for not selecting lowest cost option (e.g., if non-stop flight chosen):






























































&9 2/28/2012






Sheet2








Sheet3










[image: image1.png]


February 28, 2012


                  Sponsor Organization Name                  



                  Sponsor Contact                                     



                  Address 1                                               



                  Address 2                                               



                  City, State, Country                           


Dear                                                     :



Thank you for your invitation and offer of sponsorship for attendance by Name of Employee;     Name of Conference/Meeting      on      Dates      


The NIH has the authority to accept payment for travel, subsistence, and related travel expenses for its employees under 31 U.S.C. 1353, provided those funds are not derived from HHS funding your organization may receive.  NIH employees may not accept an honorarium, fee for service, or other remuneration for performance of their official duties, nor accept cash directly from a sponsor in accordance with Federal guidelines.



Under new Department of Health and Human Resources (DHHS) policies effective January 2012 *, travel (i.e., common carrier transportation), subsistence (i.e., lodging, meals, and incidentals), and related travel expenses (e.g., taxis, registration fee, etc.) may only be provided on an In-Kind basis.  This means that payment for such services must be accounted for in advance of the trip; and that payment to the NIH in the form of cash, a check, or wire transfer following completion of the trip is now unacceptable 



* In order to allow for a transition period, the above requirement will become effective for all sponsored trips after April 1, 2012. 



In order to complete a travel authorization, United States Federal Government travel regulations require written notice from an organization documenting those travel expenses that will be provided by the sponsor to the National Institutes of Health (NIH).  



Attached is a form letter to be completed, signed by your organization’s authorizing official and returned to the invitee’s office by fax or email.  It is preferable that this information be cut and pasted on your organization’s official letterhead.  The completed form should be returned to IC contact person at (provide email address or fax number).



Please contact the invitee or IC contact person via email (provide email address) if you have any questions.  Thank you.









Sincerely,



Signature line and Title line 



Attachment
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February 28, 2012


                  Sponsor Organization Name                  



                  Sponsor Contact                                     



                  Address 1                                               



                  Address 2                                               



                  City, State, Country                           


Dear                                                     :



Thank you for your invitation and offer of sponsorship for attendance by Name of Employee;     Name of Conference/Meeting      on      Dates      


The NIH has the authority to accept payment for travel, subsistence, and related travel expenses for its employees under 31 U.S.C. 1353, provided those funds are not derived from HHS funding your organization may receive.  NIH employees may not accept an honorarium, fee for service, or other remuneration for performance of their official duties, nor accept cash directly from a sponsor in accordance with Federal guidelines.



Under new Department of Health and Human Resources (DHHS) policies effective January 2012 *, travel (i.e., common carrier transportation), subsistence (i.e., lodging, meals, and incidentals), and related travel expenses (e.g., taxis, registration fee, etc.) may only be provided on an In-Kind basis.  This means that payment for such services must be accounted for in advance of the trip; and that payment to the NIH in the form of cash, a check, or wire transfer following completion of the trip is now unacceptable (See exception clause below).



* In order to allow for a transition period, the above requirement will become effective for all sponsored trips after April 1, 2012. 



EXCEPTION CLAUSE:  If, due to extraordinary circumstances, your organization is unable to meet the above requirement of providing travel expenses In Kind, please respond in writing with the reason(s) as to why such an action is not possible.  Please send your response to [IC Contact] at [email or physical mailing address].



In order to complete a travel authorization, United States Federal Government travel regulations require written notice from an organization documenting those travel expenses that will be provided by the sponsor to the National Institutes of Health (NIH).  



Attached is a form letter to be completed, signed by your organization’s authorizing official and returned to the invitee’s office by fax or email.  It is preferable that this information be cut and pasted on your organization’s official letterhead.  The completed form should be returned to IC contact person at (provide email address or fax number).



Please contact the invitee or IC contact person via email (provide email address) if you have any questions.  Thank you.









Sincerely,



Signature line and Title line 



Attachment




HHS Manual Sponsored Travel Change—Positive Thinking!


· Less “back-and-forth” among planner, traveler, and sponsor regarding exact methods of payment for expenses that weren’t clearly identified in the letter of invitation, which will dramatically decrease the time spent communicating with the sponsor on details.


· More flexibility for the traveler when sponsor purchases the airline tickets in kind (no requirements for contract carrier, Fly America Act, specific airlines for which the traveler doesn’t have frequent flyer miles, etc…) vs purchasing the airline ticket thru Omega. 


· More flexibility with sponsor booking and paying for hotels since making reservations thru Omega will not be a requirement.



· Because travel planner will utilize fewer methods of reimbursement on authorization, processing time will be reduced for administrative review and final approval of authorization.



· Fewer methods of reimbursement being utilized will decrease number of NBS/GovTrip glitches and issues sent to NIH Help Desk due to the complexity of various methods of reimbursement for sponsored travel [generally, processing a regular travel authorization is easier than processing a sponsored travel authorization]


· Frees up resources used for tracking and collecting sponsor funds, both within the ICs and NIH OFM. “Resources” doesn’t just mean “admin staff;” it also means man hours which could be spent performing additional tasks in the lab/program area for the traveler.



· Voucher process is streamlined for traveler because he doesn’t have to wait for reimbursement of sponsored expenses.  In turn, traveler has funds available to pay government travel credit card sooner.  


· Because voucher will be processed and approved more quickly, the traveler will be able to pay off his JP Morgan traveler credit card more quickly, thereby decreasing the number of delinquent travel credit card accounts at NIH. 



· Elimination of reconciliation problems that arise when sponsored expenses on voucher don’t match check provided by sponsor.



· Traveler avoids the “embarrassment” of asking the sponsor “Where is the check?”


· No more confusion regarding a check that a traveler may have previously received addressed to him directly as opposed to DHHS--he won’t have to go thru the administrative task of “signing over” the check and giving it to his planner to process.



· Accepting only sponsored in kind expenses will reduce travel and ethics risk management when sponsored travel authorizations are audited by the IG, HHS OGC, etc…because the authorization and voucher process will be less cumbersome.  A less cumbersome process means that it’s more likely to be done correctly. 



· Accepting only sponsored in kind expenses will reduce/eliminate ethical concerns if sponsor attempts to provide cash directly to traveler while the traveler is still attending the meeting.  


· There are fewer budgetary risks for the program areas--sponsors who offer to pay reimbursable expenses in the letter of invitation do not always reimburse NIH for all expenses.  If the sponsor does not send a check, the traveler must pay for the expenses with his lab/program area CAN and may not have available funds for these unexpected costs.






 
Deborah L. Carney
NCI Travel Specialist
Bldg 31/3B44
phone:  301-496-2678
fax:  301-480-0517
 
 







