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From: Lowery, Amber (NIH/NCI) [E]

To: NCI DCTD Travel Planners;
Subject: FW: NFT Update information from HPOC meeting on 7/14
Date: Wednesday, July 21, 2010 3:03:18 PM

From: Carney, Deborah (NIH/NCI) [E]

Sent: Wednesday, July 21, 2010 9:46 AM

To: Bishop, Jamie (NIH/NCI) [E]; Brooks, Pamela O. (NIH/NCI) [E]; Canty-Collins,
Roberta (NIH/NCI) [E]; Condon, Aaron (NIH/NCI) [E]; Corey, Christopher (NIH/
NCI) [E]; Corum, Ashley (NIH/NCI) [E]; Culley, Nicole (NIH/NCI) [E]; Curington,
Christina (NIH/NCI) [E]; Daley, Leonie (NIH/NCI) [E]; Davis, Brett (NIH/NCI) [E];
Dixon, Debra (NCI OM ARC); Guyton, Vanessa (NCI OM ARC); Haggerty, Kelly (NIH/
NCI) [E]; Haller, Denise (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]; Meredith, Kristin
(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]; Smith, Pritee (NIH/NCI) [E]; Stewart, Nichole (NIH/NCI) [E];
Wilkins, Becky (NIH/NCI) [E]; Williams, Rashida (NIH/NCI) [E]

Cc: NCI ARC Managers; NCI ARC Deputy Managers

Subject: NFT Update information from HPOC meeting on 7/14

Importance: High

NCI HPOCs: please disseminate this information to your planners and approvers
regarding NFTs in GovTrip.

The following information below was discussed during the last GovTrip HPOC
meeting on July 14, 2010:

 NFTs are no longer required for multilateral organizational
meetings (such as UN, World Bank) held in the US.

* In order for the dates on the NFT to populate correctly, the
Arrival Date field in the itinerary needs to reflect when the traveler
will arrive in the foreign city (i.e., generally the next day if the trip is to
Europe, Asia, or Australia)—*this is a change from previous
information provided by the NBS team:
§ An informational message will appear in the Trip
Summary indicating that items are not associated with a
TDY location
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* You may continue when this message appears
8§ This will cause the first day to reflect as ‘In Transit’ on
the per diem screen

* You may need to verify that per diemis

calculating correctly, especially on trips with more

than one per diem location

*  Fogarty is receiving many documents with the Explanation field
left blank
§ While this is not a required field in GovTrip, itis a
required field for Fogarty. NOTE: You will also receive an
Explanation field for layovers. Put “layover” in the
Explanation field—don’t leave it blank.
» The Planner is responsible for providing the
required information.
* The Reviewer, AO and NFT Pre-approver should
all be reviewing the NFT for completeness. NOTE:
Fogarty will be tracking metrics of the number of
returned NFTs per IC. They will also be keeping
track of the time frame between the AO’s NFT Pre-
Approved stamp and the trip departure date. Asa
reminder, it is imperative that Fogarty receives the
NFT for review at least 35 days in advance of the
trip departure date. Many of the foreign travel
authorizations that I’ve seen in the past month
have not been submitted within this timeframe.

» Size limit for the Funding Description field in the Funding section
of NFT is 80 characters. If the 80 character limit is exceeded, no
changes made to the NFT will be saved. NOTE: No NFT information
at all will be saved if you exceed the 80 character limit in the Funding
Description section. If you’ve selected NIH in the dropdown, you
don’t need any explanation at all; Fogarty doesn’t need the CAN # or
funding breakdown of expenses in this field. If the funding is non-NIH,
all you need in this field is the SPONSOR’S NAME.

If you have any questions, contact me at 301-496-2678.





Deb

Deborah L. Carney
NCI Travel Specialist
Bldg 31/3B44

phone: 301-496-2678
fax: 301-480-0517





