Late HHS-348 Sponsored Travel Justification
NCI HHS-348 sponsored travel requests must be submitted to the ADAO a minimum of three weeks in advance of travel for domestic trips, and at least five weeks in advance of travel for foreign trips in accordance with policy set forth by the NCI Director. Exceptions to this policy may only be allowed under exceptional circumstances with approval from the Executive Officer. Please complete this form and send to 31/3B44 in order to request an exception to the sponsored travel deadlines. 
	Traveler Name and Title
	

	Requesting Exception to 
[bookmark: Check1]   |_| Domestic 3-Week Deadline   |_| Foreign 5-Week Deadline
	Travel Auth #

	Invitation Receipt Date
	Trip Start Date

	Location(s)
	

	Sponsor(s)
	



Please provide justification in the space below (describe exceptional circumstances):
	



	Signature of Employee
	Date



Signatures of Recommending Officials 
	Supervisor	 
	Date
	   |_| Recommend Approval           |_| Recommend Disapproval

	ARC Director
	Date
	   |_| Recommend Approval           |_| Recommend Disapproval

	Division Director
	Date
	   |_| Recommend Approval           |_| Recommend Disapproval

	NCI Deputy Ethics Counselor
	Date
	   |_| Recommend Approval           |_| Recommend Disapproval



	Decision by NCI Executive Officer: 
	   |_| Approved 
	|_| Disapproved 



  Signature: _______________________________________                 Date: _________________
                    John Czajkowski, Executive Officer, NCI 
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