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From: Lowery, Amber (NIH/NCI) [E]
To: NCI DCTD Travel Planners; 
Subject: FW: Sponsored Travel Issues identified during Oct 5 HPOC meeting
Date: Wednesday, October 13, 2010 4:23:07 PM


 
 


From: Carney, Deborah (NIH/NCI) [E]  
Sent: Wednesday, October 13, 2010 1:55 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]; Stewart, Nichole (NIH/NCI) [E]; Wilkins, Becky (NIH/NCI) [E]; Williams, Rashida (NIH/NCI) [E] 
Cc: NCI ARC Managers; NCI ARC Deputy Managers; Wahlert, Shari (NIH/NCI) [E] 
Subject: Sponsored Travel Issues identified during Oct 5 HPOC meeting 
Importance: High
 
NCI HPOCs:  please disseminate this information to your planners and approvers regarding sponsored travel issues 
identified during the Oct 5 HPOC meeting:
 
ISSUE:  Sponsor Record Merges


■      Several sponsored trips have received the following reject message after the voucher was approved: 


■     This message is a result of a process run by OFM (every 3-6 months) where one sponsor address record is 
merged with another record for the same sponsor in an attempt to maintain a clean database.  When the 
voucher is approved and moves into the financial system for validation, the sponsor address record no 
longer exists and the voucher cannot be processed. 


●      Users have been required to enter new authorizations and vouchers in order to process 
reimbursements. 


 
MITIGATION:


■      A validation was added that will verify that the sponsor address in the document still matches in NBS when 
the document is stamped “Signed” (certified by the traveler), prior to entry into the financial system.  This 
allows the existing document to be corrected.  THE TRAVELER CANNOT GO PAST THE REJECT NOTICE AND 
CONTINUE TO STAMP DOCUMENT. 


■      An alert and job aid were sent to all travel users on September 28.   Please make wide distribution of the 
job aid to travelers. 


 
ISSUE:  Crediting Sponsor Reimbursement Checks


§  Recently, there have been an increased number of sponsor reimbursement checks submitted to OFM 
without receivables set-up in the finance system to match.  Vouchers for these expenses were incorrectly 
prepared and processed as all in kind, not sponsored reimbursable.


     
MITIGATION:


■      Read the Letter of Invitation carefully to determine if the expenses are in kind or reimbursable.  If you 
cannot determine the method of reimbursement from the verbiage in the letter of invitation, contact the 
sponsor and ask for additional information. 


■      Be sure the planner knows the difference between these two methods of sponsorship. 
■      When the traveler submits expenses, be sure he/she has indicated if the sponsor provided the service or if 
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the traveler paid initially, but the sponsor will send reimbursement. 
■      Approvers need to review the allocations carefully on-line - do not rely on the print copy for reviewing.  


 


NOTE:  In some cases, the method of reimbursement is also incorrect on VOUCHER 
printouts.  All AOs need to review vouchers carefully in GovTrip to make sure that each 
expense shows the correct method of reimbursement.
 
ISSUE:  Problem with Allocation by Category Amount  


■      Allocating using the ‘By Category Amount’ method is not currently working. 
●      Using this allocation method will result in the allocations resetting to one Line of Accounting after 


the document is routed to the next level. 
■      Issue has been reported to NG for resolution. 


 
MITIGATION: 


■       To avoid these issues, allocate using the ‘By Expense Per Day’ method.  
NOTE:  You cannot use the “By Expense Per Day” allocation method if two sponsors want to split the cost of one 
airline ticket.  In order to show this, separate the cost of each ticket into two lines in the Other Transportation 
section of GovTrip and identify different dates for each leg.
 
ISSUE:  Constructed Vouchers on Sponsored Travel Documents


■      If a sponsored voucher contains a constructed voucher, the traveler cannot certify the voucher using 
eVoucher. 


■      Issue is being researched by NBS. 
 
MITIGATION: 


§  DO NOT PERFORM A CONSTRUCTED VOUCHER FOR SPONSORED TRAVELS AT 
THIS TIME.


■      If sponsor is reimbursing mileage, add a comment that it is advantageous to the Government and show a 
manual cost comparison of the mileage vs airfare.    


 
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
 
 





