 SEQ CHAPTER \h \r 1
ROUTING AND TRANSMITTAL SLIP
(348/520)


        DATE:       
	TO:
	Initial
	Date

	1. Originating Office    
	
	

	2. NCI ARC AO Review
	
	

	3. NCI Deputy Director/Division Director (for foreign only)
	
	

	4. NCI Ethics
	
	

	5. RETURN TO: Administrative Officer
	
	

	
	
	


SPONSORED TRAVEL PACKAGE CHECKLIST
	Assemble FTE HHS-348 Package                         as follows:
1) Route Slip

2) Signed Hard Copy 348

  (Multiple sponsor)    

3) Traveler Certification Checklist

4) AEA Memo (if applicable)

5) Letter of invitation/Background (no federal funds)

6) Justification – Spousal travel (if applicable)

7) Travel Order (signed if foreign)

8) Notification of Foreign Travel (if applicable)

9)  Confirm that sponsored travel is over $500
	Assemble Non-FTE Travel Package                         as follows:

1) Route Slip

2) NIH Manual 1500, Appendix A
3) NIH Manual 1500, Appendix B
4) NIH 2657 (if applicable)

5) Letter of invitation/Background

      (if applicable)
6)    Confirm that sponsored travel is over $500
	Employee:

          

	
	
	348 – Travel Order Number:



	
	
	348/520 – Date of Travel/Activity



	
	
	348 – Destination/520 – Organization:




Comments:
The supervisor CERTIFIES that this travel supports the NCI mission of health information dissemination and falls within the traveler’s official duties.  










___________________________________











Supervisor’s Signature 

	From:       

	Bldg./Room:

      
	Telephone:    




Revised 12/14/06
