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From: Holden, Nina (NIH/NCI) [E]
To: NCI DCTD Travel Planners; 
Subject: FW: Non-NIH Affiliate Reminders--


information from GovTrip HPOC meeting on Feb 8
Date: Thursday, February 10, 2011 3:41:08 PM


Good Afternoon.  Below is some information regarding Non-NIH Affiliate Travelers.
 
Please be proactive in getting the correct, complete information from the travelers 
and submitting the forms to the HPOCs and OFM so there is enough time to enter 
them in the system or update their profiles.
 
If you have any questions please let me know.
 
Sincerely,
 
Nina Holden
Administrative Officer
NCI/OD/OM/OA/DCTD
6130 Executive Boulevard
EPN 8112, MSC 7450
Rockville, MD 20892-7450
P: 301-435-4880
F: 301-480-9392
 


From: Carney, Deborah (NIH/NCI) [E]  
Sent: Thursday, February 10, 2011 2:19 PM 
To: Bishop, Jamie (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 (NIH/NCI) [E]; Gabossy, 
Andrea (NIH/NCI) [E]; Grove, Linda (NIH/NCI) [E]; Guyton, Vanessa (NIH/NCI) 
[E]; 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]; Moon, Annie (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]; Solomon, Lester-Mark (NIH/NCI) [E]; Stewart, Nichole (NIH/NCI) 
[E]; Wilkins, Becky (NIH/NCI) [E]; Williams, Rashida (NIH/NCI) [E] 
Subject: Non-NIH Affiliate Reminders--information from GovTrip HPOC meeting on 
Feb 8
 
NCI HPOCs:  please disseminate this information to your planners and 
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approvers regarding non-NIH affiliate travelers
 
NON-NIH AFFILIATE REMINDERS


•         When submitting a new Non-NIH Affiliate record, make sure 
the effective date of the profile is dated prior to the trip start 
date.


o   If the traveler record is not active in the financial system, the 


authorization will reject.
•         If a check payment is desired for a foreign non-NIH affiliate, 
an American address (example:  9000 Rockville Pike, Bethesda, 
MD) cannot be used in the profile.


o   The system only recognizes foreign addresses for check 


payments for non-affiliates.
•         To have a check issued, the foreign address needs to appear 
in the Mailing Section and Residence Section of the traveler 
profile.


o   Update can be made when the document is first created or by 


submitting a request to the Service Desk. 
•         To correct the name of a non-affiliate traveler, you must 
update the non-affiliate form in Oracle.


o   This ensures that the name is the same both in GovTrip and the 


financial system and prevents the change from being over-written 
by subsequent profile updates.  


 
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
 
 





