Instructions for Approval of Requests for Premium Class with Medical Justification

Forms/Guidance
To obtain approval for use of premium class based on medical condition, complete the NIH Form Appendix 7 of NIH Manual 1500-http://forms.nih.gov/adobe/travel/premapp7.PDF 
NOTE: Authorization for the use of both first-class and premium-class other than first-class airline accommodations due to medical reasons shall be made in advance of the actual travel unless extenuating circumstances or emergency situations make advance authorization impossible. Employees with permanent disabilities as assessed by the OD/Office of Medical Service (OMS) may be authorized use of premium-class airline accommodations not to exceed a three year interval. Employees with disabilities that are assessed by OMS as serious, but where the medical records do not substantiate a permanent condition, may be authorized use of premium-class accommodations not to exceed a one year interval. Employees with a temporary disability as assessed by OMS may be authorized use of premium-class accommodations not to exceed a six-month interval. After these respective time frames have elapsed, a request must be resubmitted for approval. This re-submission is necessary to ensure that there continues to be a need for the approval and to keep authorization records current. Authorizations that have exceeded the expiration date should not be considered valid and must be reissued.

Timeline

  In line w/ domestic trips, hospital/medical records and the corresponding request document (Appendix 7) are to be forwarded to the OMS at least 20 calendar days prior to the trip start date. Similarly, requests in line w/ foreign trips are to be forwarded to the OMS at least 45 calendar days prior to the trip start date.   Thus, should the OMS receive the requisite documentation for either a domestic or foreign trip, such that the request does not receive final approval by the DDM in a timely manner, you may jeopardize the employee's ability to obtain an upgraded seat via the Travel Management Center.

Procedure

Instruct the individuals to obtain their medical records which form the basis for requesting premium class/first class accommodations.  Complete the form and send to the Deputy Director for Management for signature.  If the request is a reapplication, attach a copy of their currently approved Appendix 7 form.  The approved form will be reviewed and returned to the sender.  At that point you or the individual can submit the form and medical records to OMS.

Record keeping

Omega will maintain a list of travelers approved for premium class/first class accommodations due to medical reasons.  If a traveler is not on that list prior to their first trip in the new calendar year, they will be unable to obtain premium class/first class tickets.
Delegation of Authority
Premium class accommodation due to medical reasons must be approved by the NIH Deputy Director.   You can read the delegation of the authority at 
http://www.delegations.nih.gov/DOADetails.aspx?id=1599
Resources-

http://ofm.od.nih.gov/travel/transmittals/ofm_transmittals.htm
