Instructions for Integrated Notification of Foreign Travel
The NFT section is located under ADDITIONAL OPTIONS tab of authorization in GovTrip.
Traveler information pre-populates from the Traveler Profile.  Itinerary and cost information pre-populates from the authorization.
Items in red with an asterisk are required fields and must be completed, or the GovTrip system will not allow stamping & routing for approval.

NFT Pre-Approvers review authorization and NFT for accurate and complete information.  Return to planners if information is missing.  Stamp NFT Pre-Approved if information is complete and ready to submit to FIC.

TRAVELER’S INFORMATION
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Please enter the information below for your foreign travel. Indlude hotel and work location contact numbers for each destination.

Traveler's Information:

Phone Nlumber:
Email Address:

* Job Title:
* Employee Status:

* Official US Government Passport?:

‘GERALD Stephen BARON
4083751925
2b1262@nih.gov

Last Updated: 06/22/2010 12:00 PH




*Job Title: Enter the traveler's title, e.g. Assistant Director, Deputy Director, Medical Director, Chief, Assistant to, Medical Epidemiologist, Program Analyst, Researcher, etc.
*Employee Status: Select from drop down list
Other: GS, T42, Fellow (e.g. none of the below)
PHS-CO: Commission Corp

SES: Senior Executive Service, SL, or equivalent

Schedule C: Non-Competitive Appointed positions (e.g. Presidential Appointee)

*Official Government Passport: Select from drop down list

YES: US Citizen and FTE Employee, has official passport

NO: non-US Citizen, may be FTE employee (e.g. T42) but no official passport

If NO, include comment in Emergency Contact Information--e.g. “non-citizen GS employee – not eligible for official passport”
ORGANIZATION/TRIP INFORMATION
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* Country Clearance Prepared’: — Please Select

(<]

+ Multilateral Travel:

fr——
Heeting/Conference Title: A

+ Agency: — Please Select

+ Catriinstofe/Bureau:

‘Additional Organization Description:

Agency Track Code:
“city: HAMILTON
* state:
TANUR: oqusse
Trip Departure Date: 09/06/2010
Trip Return Date: 09/12/2010

Late Justification: Please Select

(include when less than 30 days of ceparture)

Preparer's Name: SYBLELRUDD

Email Address: RUDDS@NIAID.NIH.GOV




*Country Clearance Prepared:  Select YES from drop down list. Fogarty will prepare and submit clearances required

*Multilateral Travel:  Select from drop down list 
YES: If the travel is associated with an activity/event sponsored by a multilateral organization. If yes, select organization from drop down list below, and include meeting/conference title

NO: If travel not associated with activity/event sponsored by a multilateral organization

*Specify if Yes: Select from drop down list (WHO, PAHO, UN, etc).  
Meeting Conference Title: 
For some multilateral travel, travelers receive letters of request to participate in an event sponsored by multilateral organization.  The planner submits the letter of invitation with the travel authorization for review and approval.  Upload the Invitation Letter as a PDF to the Receipts/Documentation tab of the authorization.

*Agency: Select NIH from drop down list

*Ctr/Institute/Office/Bureau: Select NCI from drop down list
Additional Organization Information: enter Division/Branch or Lab 
*Late Justification:  select from drop down list 
Explanation:  clear, concise explanation of late submission (less than 35 days from departure).
DESTINATION INFORMATION

If more than one TDY destination is selected, enter info for each TDY
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Departure Date: 09/12/2010
-

*Int1 Emergency Contact Info:

* Area of Activity:

— Please Select —

Add1 Area of Activity:

— Please Select —

Explanation:





*Purpose:  Select from drop down list

*Int’l Emergency Contact Info:  Spell out acronyms; don’t use abbreviations
In Country Contact:  name, address, and phone number
· If participating in more than one meeting/activity, or if there are multiple contacts, list them all and the dates of the activity.
Lodgings:  hotel name, address, and phone number
· If staying in more than one hotel in same TDY location, list dates at each hotel.  If staying with a relative/friend/colleague, provide name of individual, address, and phone number.
*Area of Activity:  Select from drop down list

Add’l Area of Activity:  Select from drop down list

Explanation:  Purpose of travel may be copied and pasted from Trip Details section—select Control C to copy and Control V to paste.
-
Name, dates, and sponsor of meeting (for meeting travel only) 

-
Title or topic of speech or presentation (if applicable) 

-
Project description and principal contacts of the project (for site visits or collaborative research only) 

-
Do not use abbreviations; spell out acronyms. 
FUNDING INFORMATION
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1 [ Please Select —

2 [—Please Select —

3 [~ Please Select —

Funding Total 0.00
Remaining Funding: 618367

Accounting Code Amount
" 107622.8325949.2152.UnCT0000CS 560400
2 117969.8365261.2152 HNMZCTO000C s5570.67
Total Funding for Trip: se182.67

i Fare: 5280460

Per Diem: 2,050

Other: s1,390.57

Grand Total: se180.67

* Business or Premium Class used? — Please Select
If Yes, Explain: 7





*Funding Source:   select from drop down list (NIH, Foreign, University, etc)
*Amount:  enter amount for each funding source.  
-
If NIH is funding entire trip, enter Total Funding for Trip amount.

-
Funding total will automatically calculate remaining funds to be allocated on NFT when funding source is completed.

*Business or Premium Class Used:  select from drop down list.  
If YES, explain in remarks block below.  
SAVE AS DRAFT: select if further information for authorization or NFT is required 

SAVE AND VERIFY:  select if all NFT information is complete and ready to Sign & Route travel for approval.

UPDATES/CHANGES TO AUTHORIZATION or NFT

· Don’t have to resubmit NFT for cost-only changes
If changing Dates at Destination, or Adding a Destination

· GovTrip will NOT automatically update date changes in NFT form 

· Planner must note date changes in Emergency Contact Info field
Before NFT Pre-Approval:

· Planner make changes to authorization and NFT as necessary

· Don’t re-route unless change is to date/location/on-line booking

After NFT Pre-Approval but Before NFT Final Approval

· Planner make changes to authorization and NFT as necessary

· Note changes made in Remarks on Digital Signature Page

· Re-Route through NFT Pre-Approval to FIC

After NFT Final Approval but Before Final Approval

· Planner make changes to authorization and NFT as necessary

· Note changes in Remarks on Digital Signature Page

· Re-route through NFT Pre-Approval to FIC

Cancelling Authorization/NFT

· Email FIC – FICVPO@mail.nih.gov to alert them that authorization is cancelled

· Follow usual cancellation procedures
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