NCI Routing and Transmittal Slip
ODA for FTE and Non-FTE Sponsored Travel
	To:
	Name
	Initial
	Date

	1. Originating Office
	
	
	

	2. Traveler
	
	
	

	3. Supervisor
	
	
	

	4. ARC (AO)
	
	
	

	5. NCI Ethics Office
	
	
	

	6. ARC (AO)

Note: Must initial and fwd to ADAO within 48 hrs of package receipt.
	
	
	

	7. ADAO Staff
	
	
	


	Employee/Title:
	

	Sponsor(s):
	

	Dates of Travel:
	

	Location(s):
	

	Travel Auth Number: 
(i.e., 0Q1A2B)
	


Assemble FTE HHS-348 package as follows: (check boxes)

   Assemble Non-FTE travel package as follows: (check boxes)
	
	1. Route Slip
	
	
	1. Route Slip

	  
	2. ODA Memorandum
	
	  
	2. NIH Manual 1500, Appendix A

	
	3. Letter of Invitation
	
	
	3. NIH Manual 1500, Appendix B

	
	4. Agenda
	
	
	4. NIH 2657 (if applicable)

	
	5. WAG (if applicable)
	
	
	5. Letter of Invitation/Background (if applicable)


Comments:
Note - There is a separate routing slip for the travel portion of the sponsored travel package. 
	From:


	Building/Room:
	Telephone:


Last Updated 6/30/10


