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

To: NCI DCTD Travel Planners;

Subject: FW: Sponsored travel documents from meetings held week of July 12th
Date: Thursday, July 22, 2010 3:17:48 PM

Attachments: NCI ODA for Spons Travel Route Slip.doc

ODA Sponsored Travel Template DRAFT.pdf

ODA Memo Helpful Hints DRAFT.pdf

NCI Spons travel Checklist Ethics.pdf

NCI Ethics Review of ODA for 348.pdf

NCI Sponsored Travel ETHICS DOs and DONTSs.pdf
ODAsamplepackage.pdf

Sponsored Travel Route Slip Draft063010.pdf
Checklist for Sponsored Travel Final V2.pdf
Sponsored Travel Package Job Aidrevised063010.doc
NCI Spons Travel Statistics.pdf

Instructions for Integrated Notification of Foreign Travel.docx
Instructions for Individual Trip Reports.docx

Trip Report fillable form.pdf

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

Sent: Thursday, July 15, 2010 6:56 PM

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]; 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: Meredith, Kristin (NIH/NCI) [C]; Wahlert, Shari (NIH/NCI) [E]; NCI ARC
Managers; NCI ARC Deputy Managers

Subject: Sponsored travel documents from meetings held week of July 12th
Importance: High

NCI HPOCs: Please disseminate these documents to your planners and approvers.
| have attached the following documents which were included in the Sponsored
Travel Package Process meetings held from July 13-15:



mailto:/O=NIH/OU=NIHEXCHANGE/CN=NCI/CN=AR200J

mailto:/O=NIH/OU=NIHEXCHANGE/cn=Recipients/cn=ncidctdtravelplanners



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








Instructions: This form may be used for supervisor and/or DEC approval. Insert appropriate information as
indicated in the [brackets]. Remove all brackets and instructions. Confirm format is correct, e.g., signature
lines are correct; extraneous words removed. Print on letterhead. ***NOTE: If more than one sponsor,
must have one ODA memo per sponsor.

[Date]
TO: Andrea Q. Bernardo, Deputy Ethics Counselor, NCI.
FROM: [Name of Employee Submitting Request]

[Employee’s Title]
Intramural/Extramural/Other (Circle)

SUBJECT: Request for Approval of Official Duty Activity
This is to request that the following activity be approved as an official duty activity. | understand that no

honorarium or other remuneration may be accepted. An HHS-348 sponsored travel request has been
submitted via the appropriate channels.

Organization: [Full name of outside organization]
Organization Address: [Full address]
Nature of Activity: [Describe, i.e., Federal Liaison, member of advisory group, etc. Give full

name of committee or group.]

Dates of Travel: [Month/day/year to month/day/year]

Activity Location: [Location of official duty activity]

Sponsor: [Full name of sponsor, if different than organization]
Sponsor Address: [Full address]

Sponsored Amount? [Dollar amount paid by sponsor in USD]

Travel Auth Number: [i.e., 0Q1A2B]

Benefit to the Government: [***You must include a brief, meaningful description of the benefit to the
Government, not the employee.]

[Type Employee’s Name]
Recommendation of Supervisor:
__ Approve

Disapprove

[Type Supervisor’'s Name] Date
Decision by NCI Deputy Ethics Counselor:
Approved

Disapproved

Andrea Q. Bernardo, DEC, NCI Date

Last Updated 6/18/10









ODA MEMO HELPFUL HINTS

Included in all Official Duty Activity (ODA) memos is a section that asks for a statement
on how the activity benefits the Government.

This statement, while it should be brief, should be meaningful and substantive. A well
written benefit to the government statement:

e Draws upon sources such as the National Cancer Act, Public Health Act, the
mission of NCI, mission of the employee’s office division; and shows a
correlation between these sources and the activity.

¢ Displays a true benefit to the Government.

® Does not state only a benefit to the outside organization.

® Does not focus on what the benefit is to the individual performing the Official
Duty Activity or to the sponsor of the event-and/or travel.

® Does not re-state the nature of activity statement

The following examples of well and poorly written benefit to the Government statements
are drawn from actual Official Duty Activity requests. Identifiable information has either
been edited or left out of each statement.

Well Written Statements

Example 1:

This activity falls within the mandate of the X office, and hence under the duties and
responsibilities of its staff to disseminate research information...regarding the long-term
and late effects of cancer, and interventions/resources to address these, and to work with
non-governmental cancer advocacy and community service programs to promote
attention to...issues...Such a collaboration has the potential to affect the lives of literally
hundreds...across the U.S., including those often harder to reach...

Example 2:

This meeting has important public health considerations, since there are a number of
patients at risk, and it is important to understand the factors leading to this increased
incidence of this rare lymphoma subtype.

Example 3:

In carrying out the National Cancer Program, the National Cancer Act mandates that the
Director “...Utilize personnel of the National Institutes of Health for accelerated
exploration of opportunities in areas of special promise...and mandates that he coordinate
as appropriate, the activities of the institute with similar programs of other public and
private entities.” (Activity was giving a seminar.)







Example 4:

Participation in these meetings will allow for a global exchange of ideas, criteria and
limitations in information that revolve around the importance of individual foods and
health including that related to cancer prevention...The information gained will assist in
discovery, development, and delivery of strategies needed to reduce cancer burden and/or
modify tumor behavior.

Poorly Written Statements

Example 1:

Dr. X is one of the original proponents and organizers (of) this very successful and
important conference. NCI has benefited greatly from Dr. X’s participation at these
meetings...

Example 2:
This is a PO1 grant to facilitate the translation of targeted therapies in lymphoma.

Example 3:
Contribution to the peer review process

Example 4:
To further the dissemination of information and promote the conduct of quality research

Example 5:

Provide training to one of (NCI’s)...specifically their nurses and clinical research
associates...establish professional working relationships with the research community
and represent the.:.in public forum as expert in the field of...

Example 6:

Dr. X is a tenure track candidate and is evaluated based on his science, but also on his
professional recognition within the scientific community. Participation in peer review
activities and international recognition are a requirement of tenure track evaluation. By
participation on this committee, Dr. X will meet this objective and will...offer him and
the NCI the opportunity in providing and obtaining information on important advances in
cancer research.









Checklist for ODA for Sponsored Travel Requests - FTEs ONLY

ROUTE SLIP

Yes N/A Comments

1 ["To:" field completed with appropriate names/titles

Employee/Sponsor(s)/Date(s)/Location(s)/Travel Auth #

3 |Allinitials/signatures present

ODA (If more than one sponsor, must have one ODA memo per sponsor)

Yes N/A Comments

Employee Name and Title

Indicate whether employee is Intramural, Extramural or Other

Organization Name - Who is hosting event?

Organization Address

Nature of Activity

Dates of Travel

Activity Location

Sponsor - Who is paying for traveler's expenses?

Ol |IN|[Oo|U]|H|[WIN|E

Sponsor Address

[
o

Is Technology Transfer (TTC) agreement necessary?

Travel Authorization Number

=
[EEY

[
N

Description of benefit to GOVERNMENT

[
w

Employee's signature

[
>

Supervisor's signature

LETTER OF INVITATION

Yes N/A Comments

Title(s) of talk(s)

Date(s)/Location(s)

Meeting/Conference Name(s)

Nw|n|-

No Federal Funds Statement

No Honorarium Offered

5 |Registration Fee

a If yes, include dollar value and what reg fee covers.

b If no, state "No Registration Fee" in the Trip Details.

6 |Breakdown of what the sponsor(s) is paying for:

a In-kind

b Reimbursable

7 |Sponsor Information - Who is actually paying?

AGENDA (Check website if no agenda provided by sponsor)

Yes N/A Comments

1 |Employee's name and title of talk listed on agenda

2 [Listing of meals provided during meeting/conference

WAG (http://ethics.od.nih.gov/forms/NIH-2803-WAG.pdf)

Please submit a WAG request as necessary.

WAG - Widely Attended Gathering - a meeting, conference, or other event which is attended by either a large number of people
from throughout an industry or profession, or by those representing a wide range of interests. The ethics issue involved concerns
those instances when an employee is invited to a Widely Attended Gathering (WAG) and offered free attendance. An offer of free
attendance is considered a gift. The WAG exception to the gift prohibition permits free attendance at certain widely attended
gatherings. Obtaining permission to accept these gifts protects the employee from possible accusations of accepting inappropriate
gifts.










NCI Ethics Review of ODA for Sponsored Travel

Traveler: Sponsor:
Location of Travel: Start Date:
Ethics Reviewer: Date Rec’d by Ethics:
Initial Review Date: Date Fwd to AO/ADAO:
Agenda Reviewed? Yes/No
(Check for NCI employee’s talk, meals associated

with event, social events, etc.)

Is this a one-day event? Yes/No

Is the traveler speaking at event? Yes/No
Registration fee associated? Yes/No
Gifts offered? Yes/No
(i.e., waived registration, social events, etc.)

Is the sponsor an SAQ? Yes/No

Is TTC agreement req’d? Yes/No
(i.e., CDA)

Is there an Outside Activities Conflict? Yes/No
(Check 520 history)

Is there a financial conflict of interest? Yes/No
(Check 450/278/717 history)

Recusal? Yes/No
CRADA or Protocol? Yes/No
Grants? Yes/No
Contracts? Yes/No
Award Associated? Yes/No
Background Information on Sponsor? Yes/No
Other Comments:

WAG Necessary? Yes/No
If YES, please describe below: (Include date(s), name of event(s), and whether meal(s) are included)










NCI Sponsored Travel DO’s and DON’Ts

DO’s

DO have an invitation letter, email or other form of written communication from the sponsor that:
= details, to the greatest extent possible, the identity of the sponsor (the ultimate source of
funding for the travel);
= states that no US federal funds will be used to pay for travel expenses;
= |ists the expenses that the sponsor agrees to pay; and
= indicates whether payment will be in-kind or in-cash reimbursement to the NCI.
DO obtain ethics approval via an ODA that includes the benefit to the government prior to the trip,
even if you are substituting for someone who previously obtained ethics approval.
DO have travel authorization entered in GovTrip immediately upon receipt of invitation letter.
DO include waived registration fee(s) and/or free meals in your sponsored travel request.
DO obtain authorization prior to the trip if the sponsor offers to pay for travel and related expenses for
your spouse.
DO complete and sign the HHS-348 Sponsored Travel Ethics Checklist.
DO make sure sponsored travel amount is greater than $500.
= Note — waived registration may be accepted if the sponsor is a 501(c)(3) organization (under 5
USC §4111). You must report this ‘gift’ of waived registration on your financial disclosure
report.

DON'Ts

DON'T go to airport without an approved travel authorization and tickets issued.

DON’T accept invitation, or permit your name to be listed as a speaker, unless you have received ethics
clearance for sponsored travel.

DON'T accept cash, checks, debit cards, money orders, or electronic fund transfers to your personal
bank account from the sponsor to pay for travel and related expenses.

DON'T solicit payment of travel and related expenses from sponsoring organizations.

DON’T accept any sort of honorarium from the sponsor.

DON’T accept reimbursement from the sponsor that exceeds the actual costs incurred for travel and
related expenses.

DON'T use annual leave in conjunction with a HHS-348 sponsored trip without an approved
international travel waiver.

DON'T request sponsored travel when the meeting or function takes place in the local travel area.
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" NCI Routing and Transmittal Slip

ODA for FTE and Non-FTE Sponsored Travel

| Toe Name , , - Initial Date
1. Originating Office Travel Planner's Name, Location, Phone Number

|2 ;I'raveler NCI Traveler’s Name, Location, Phone Number
3. Supervisor ) Supervisor's Name, Location, Phone Number
4. ARC (AO) AQ’s Name, Location, Phone Number

5. NCI Ethics Satellite Office

ATTN: Shari W?hlert 31/3B44

6. ARC (AO)
Note: Must initial and fivd to ADAQ
within 48 hrs of package receipt.

ADAO Staff 3 1/ 3B44

7. ADAO Staff <
' )

Employee/Title: Dr. NiH Employee,

Sponsor(s): irch (AACR)

‘Dates of Travel:

Location(s):

Travel Auth Number:

0016%
(i.e., 0Q1A2B) ‘

Assemble FTE HHS-343

B
N
(o}
o
>
<
0

“

3 ,
| 4. Agenda
5. WAG (if applicable)

Note: There is a separate for the travel

séemble Non-FTE travel backage as follows: (check boxes)
| 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) : :

portion of the sponsored travel package. Please go to

mynci.cancer.gov for detailed instructions on how to prepare travel packages.

Comments:

| From: Building/Room:

' Telephone:








January 1, 2010

TO: ~ Andrea Q. Bernardo, Deputy Ethics Counselor, NCI.
FROM: Dr. NIH Employee
: Employee Title
Intramural

e

SUBJECT: Request for Approval of Official Duty Activity

Jity. 1 understand that no
el request has been

Th|s is to request that the following activity be approved as an official d
honorarium or other remuneration may be accepted. An HHS-348 sp'
submrtted via the approprrate channels.

- Organization: American Association for Cang|
Organization Address: 615 Chestnut St. 17" Floor.
Nature of Activity: Speak at the AACR C _v
: 2010. Title of talk is “Chenijcal iol0gics 5 i ger Research”

Dates of Travel: March 21 — 24, 2010
- Activity Location: l Amsterdam, &

Sponsor:
Sponsor Address:

Sponsored Amount(?
Travel Auth Number:

d Translational Cancer Medicine 2010 will
d technologies being used in the laboratory,

Benefit to the Governmen]

ce brings toget er the leadership of the highly mtegrated cancer
promote a multrdlscrplmary hub of screntlfrc excellence,

nter’s combmed efforts to improve the health of patients and
s in every communlty across the United States

AACR is the oldest and largest scientific organization in the world
sed on every aspect of high-quality, innovative cancer research. The
ograms and services of the AACR foster the exchange of knowledge and
ew ideas among scientists dedicated to cancer research

This scientific meetmg wrll benefit the NCl significantly and wrll enhance
_various collaborations on intellectual and scientific endeavors between the
- NCI and the American Association for Cancer Research. -

Dr. NIH Employee ;








(S

. , N . . o
» Recommendation of Supervisor:

,Apprrove

_ Disapprove

Dr. NIH Erhployee’s Supervisor - Date
Decision by NCI Deputy Ethics Counselor:

Approved

Disapproved

Andrea Q. Bernardo, DEC, NCI
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Program

Program as of June 22, 2010.

SUNDAY, JULY 11

Session 1: Novel Strategies for Target Identification and Validation
Chairperson: George D. Demetrl, Dana-Farber Cancer Institute, Boston, MA
3:15 p.m.-5:15 p.m.

Systematic functional genomics and cancer target identification and validation
Willlam C. Hahn, Dana-Farber Cancer Institute, Boston, MA

Novel strategies for drug development in oncology
D. Gary Gllliland, Merck & Co:, Inc., North Wales, PA

Drugging oncogenlic transcrlptlon factors
Gregory L. Verdine, Harvard Unliversity, Cambridge, MA

Keynote Address
5:15 'p.m.-6:0‘0 p.m.

Understanding and managing early-stage cancers
Ronald A. DePlnho, Dana-Farber Cancer Institute, Boston, MA

ingl. in ’Uﬁ?g/\shaﬁ’m fee [544 a,#achgo/ cTﬁ‘fMJﬁM>

MONDAY, JULY 12

Session 2: Developing Rational Strategies for Combination Therapy
Chalrperson: Jeffrey Settleman, Genentech, Inc., South San Franc15co, CA
8:00 a.m.-10:00 a.m, ’

Modeling drug sensitivity and resistance in human tumor—derlved cell lines
“Jeffrey Settleman

Predictors of RAS/RAF dependence
David B. Sollt, Memorlal Sloan Ketterlng Cancer Center, New York, NY

! Rational integration of HDAC Inhibitors into cancer therapy
Pamela N Munster, Unlversity of Californla, San Franclsco, CA

Targeting redundancy in RAS-PI3K signaling in NSCLC
Hayley M. McDald, Albert Elnstein College of Medicine, -Bronx, NY

Session 3: Implementing Genomics/Génetics in Day-to~-Day Clinical Practice
| Chairperson: Joseph R. Nevins, Duke University Medical Center, Durham, NC - ’

http://wWw.aacr.org/home/scientists/meetings--workshops/translational-cancer-medicine—ZO... 7/7/2010
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10:30 a.m.~12:30 p.m.

Varlables for individualizing systemlc therapy in patients with lung cancer
- Gerold Bepler, Karmanos Cancer Instltute, Detrolt, MI

Utllization of genomic signatures to gulde therapeutic declsions
Joseph R. Nevlns .

Personalized cancer diagnostics
Christopher L. Corless, Oregon Health & Sclence Unlverslty, Portland, OR

Genetic testing for breast and ovarian cancer: From risk assessment to therapeutic targeting
Susan M, Domchek, Abramson Cancer Center of Unlversity of Pennsylvania, Philadelphia; PA

Mentoring Lunches for Early-Career Investigators
12: 30pm-2 OOpm

S i
Session 4: Novel Trial Design and Companion Diagnostics
Chalrperson: Roy S. Herbst, UT M. D. Anderson Cancer Center, Houston, TX y
2:00 p.m.-4:00 p.m.

Gene-based trial matching
Timothy J. Yeatman, H. Lee Moffitt Cancer Center and Research Institute, Tampa, FL

Toward personalized therapy for advanced non-small cell lung cancer: The M. D. Anderson
BATTLE Programs )
Roy S. Herbst

The biomarker roadmap: How to integrate biomarker and compound discovery for early clinical
decision making : -
Pearl S, Huang, Merck & Co., Inc., North Wales, PA

Design of phase III clinical trials for predictive oncology
Richard M, Simon, NCI-DCTD, Bethesda, MD :

Oral Presentations from Proffered Abstracts
4: 00 p.m.-5:00 p.m.

Genomlc discovery of CD44-SLC1A2 gene fusions in gastric cancer
Jiong Tao, Natlonal University of Singapore, Singapore

Therapeutic intervention targeting a Hedgehog-dependent barrier to drug delivery In
pancreatic cancer
Kenneth P. Olive, Columbla University, New York, NY

Preclinical and molecular profiling data suggest LumB breast cancer.as a pgtential indication
for co-targeting IGF1R and mTOR with MK-0646 and MK-8669
Theresa Zhang, Merck & Co., Inc., Boston, MA

Integrative analysis of genomic and pharmacologlc data from the Cancer Cell Line

Encyclopedia
Nlcolas Stransky, The Broad Instltute, Cambndge, MA

Poster Session A
5:00 p:m.-7:00 p.m.

TUESDAY, JULY 13

Session .'.i New Models for Cancer and Cancer Biology
Chalrperson: M. Celeste Simon, Abramson Cancer Center of Unlversrty of Pennsylvania, Philadelphia, PA
8:00 a.m.-10:00 a.m.

Spontaneous cancer in dogs: Opportunlties for precllnical investigation of novel therapeutlcs
Cheryl A. Loridon, Ohio State University, Columbus, OH .

http://www.aacr.org/home/scientists/meetings—-workshops/translational-cancer—_medicine-ZO... 7/7/201_0
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; .
Evolutionary_ games In cancer therapy :
Radbert A. Gatenby, H. Lee Moffitt Cancer Center and Research Institute, Tampa, FL

Modeling cancer medicine
David A. Tuveson, Cancer Research UK, Cambridge, United Kingdom

HIFs, hypoxia, and tumor progression
M. Celeste Simon

Session 6: New Indications for Old Drugs )
Chalrperson: Joe W. Gray, Lawrence Berkeley Natlonal Laboratory, Berkeley, CA
10:30 a.m.~12:30 p.m. ’ :

The evolution of folate anélcjgs: Drugs targeted to folate transporters, drugs targeted to novel
enzyme sites, effects on signaling pathways ) ’
L. David Goldman, Albert Elnstein Cancer Center, Bronx, NY

Altered nutrient requirements in cells with activated mTOR cdmplex 1
John Blenis, Harvard Medfcal School, Boston, MA -

Genomic approaches to drug discovery ,
“Kimberly Stegmaier, Dana-Farber Cancer Instltute, Boston, MA

Molecular determinants of response in breast cancer using an in vitro system
Joe W. Gray . )

Mentoring Lunches for Early-Career Invéstigators
12:30 p.m.-2:00 p.m.

Segsion 7: Integration of CancerOmics Data
Chairperson: Lynda Chin, Dana-Farber Cancer Institute, Boston, MA
2:;00 p.m.-4:00 p.m. ) :

Mechanisms of résistance to targeted therapeutics in melanoma
Levl A, Garraway, Dana-Farber Cancer Institute, Boston, MA

Functidnalizing the cancer genome
Lynda Chin

.The Cancer Genome Atlas; An integrated genoriiic analysis Identifies clinically relevant

subtypes of glioblastoma
David N. Hayes, UNC Lineberger Comprehensive Cancer Center, Chapel Hiil, NC

Developing an appl-o'ach to personalized cancer care: The vision, the challenges, and the

obllgations ;
Wllllgm S. Dalton, H. Lee Moffitt Cancer Center and Research Institute, Tampa, FL

/‘i’oster Session B
4:00 p.m.-6:00 p.m.

: : 1
'WEDNESDAY,; JULY 14

Session 8: Invasion and Circulating Tumor Cells
Chairperson: William S. Dalton, H. Lee Moffitt Cancer Center and Research Institute, Tampa, FL
8:00 a.m.-9:30 a.m. )

Identification of subpopulations of circuléting 'tumor cells by single cell molecular analyses
Stefarile S. Jeffrey, Stanford Unlversity Schooi of Medicine, Stanford, CA

Pancreatic cancer stern cells and metastasis
Willtam H. Matsul, Johns Hopkins Sc¢hool of Medicine, Baltimore, MD

Molecular characterization of circulating tumor cells
Shyamala Maheswaran, Massachusetts General Hospltal, Charlestown, MA

-

http://www.aacr.org/home/scientists/meetings--Workshops/translational-cancer-medicine-ZO... 7/7/2010
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Oral Presentations from Profferéd Abstracts
9:30 a.m.-10:00 a.m.

Integrating tumor and microenvironment
Andrew J. Gentles, Stanford Unlversity, Stanford, CA

Resistance to EGFR lnhibltion'vla the emergenée of EGFRvIIX-independent thmor growth-
promoting mechanisms In glioblastoma o
Jill E. Wykosky, Ludwig Institute for Cancer Research, La Jolla, CA

Prediction of survival in diffuse large B-cell lymphoma based on the expression of two genes

Session 9: Elucidating Drug Resisiance in Cancer Drug Development-
Chalrperson: Susan Band Horwltz, Albert Elnstein College of Medicine, Bronx, NY
10:30 a.m.-12:30 p.m.

- Is Taxol resistance related to tubulin isotypes?
Susan Band Horwltz .

Emerg‘enée of polyclonal resistance in GIST under selection pressure of kinase inhibitors: -
Therapeutic challenges to meet with new technology
George D. Demetrl, Dana-Farber Cancer Institute, Boston, MA

Insights into the blology of EGFR T790M-mediated resistance to EGFR TKIs in lung cancer
William Pao, Vanderblit University, Nashvllle, TN

-Departure

Page 4 of 4
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GENERAL INFORMATION o

Registration

- Any individual wishing to attend the conference must register either online at

© WiWw.aacr.org or by returning by mail or fax the registration form found on the
canference registration webpage, Places at the conference are on a first-come, first-
served basis, according to date of regisiration, The Early Registration Rates are
available until Friday, April 30, 2010. ) N
Registration forms will not be processed without full payment; capies of checks,
government, or other payment orders cannot be accepted. Current AACR members will
receive a reduced registration rate; however, members must include their member ID
number on the registration form or log into thelr AACR member account online to
obtain the AACR member rate. -

Registration Rates
Attendee registration i

0 all lecture sessions, poster sessions, coffee
continental breakfasts on July 12,13, and 14,

All fees are listed in US Dolfars ({JSD).

Early Registration  Advance Registration Registration

' Until April 30 May 1-May 28 After May 28
AACR Members
Active and Affiliate §575 $635 $695
Associate and Emeritus $355 $385 $445
Nonmembers .
Industry $925 $985 $1045
Academic, government, .

and not-for-profit :

institutions $725 $785 $845
Pre-/Postdoctoral Student $415 $455 $555
Spouse/Guest
{no admittance to lecture sessions)
Adults $150 ) $150 $150

-

You must be an AACR member, paid through 2010, prior to registering in order to
receive the reduced member rate for this conference. Additional information on AACR
membership categories, as well-as.application forms and submission instructions, are -

available on the AACR website at www.aacr,org, The spouse/guest fee is only for meals

and social activities listed above. It does NOT admit individuals to lecture sessions.

To register onfine or to download the registration form, please visit
www.aacr.org/meetingcalendar and follow the link for the Translational Cancer
Medicine 2010 (USA) conference;

Refund Policy

Requests forrefunds must be made i writing and recelved by the AACR Meetings
Department by June 11, 2010, Refund requests may be sent by fax to {215).351-9165 or
by e-mail to meetings@aacr.org, There will be a $75 administrative fee for processing
cancellations received by June 11. After June 11, no refunds can be made,

Mentoring Lunche§ for Early-Career Investigators )

There will be lunches on July 12 and 13 where early-career investigators can sign up to
have lunch with conference speakers and other experts, If you would like more
Information on ori/‘qant to participate in one of these sesslons, please e-mail -
programs@aacr.org. Places are available on a first-come, first-servéd bass,

Accommodations _ : 7
“The conference will be held at the Hyatt Regency Embarcadero in San Francisco, CA,
located on the Embarcadero waterfront near the Financial District, A reduced conference
rate of $209 per night {plus tax), single or double occupancy, is available to conference
attendees until June 11,2010, on a first-come, first-served-basis, Reservations may he
made online through AACR or by calling (415) 788-1234 and identifying yourself as an
AACR Translational Cancer Medicirie 2010 (USA) conference attendee. Reservations

made after the deadline will be accepted based upon hotel room and rate availability at
that time. For more information about the hotel and how to:book your room online
please visit www.aacr.org/meetingcalendar and follow the link for the Translational :

Cancer Medicine 2010 {USA) conference,

Travel to San Francisco

The dlosest major alrports to the conference site are San Francisco Interational (SFO)
Airport and Oakland International (OAK) airport. The AACR has named Gant Travel
Management its official travel coordinator for this conference. Gant is open from 7:30
a.m. to 6:00 p.m. U.S, Central Time, Monday through Friday. To receive exclusive -
conference tiscounts, please contact Gant, toll-free: (800) 621-1 083, outside of the U.S.
and Canada: (630) 227-3873, E-mail: aacr@ganttravel.com, For more details, including

* ground transportation, please visit wwwiaacr.org/meetingcalendar and follow the link

for the Translational Cancer Medicine 2010 (USA) conference..

Abstract Submission :

Each registrant may submit one abstract of his or her work for presentation during the
conference. It is expected that the abstract will include original data not previously
published in a peer-review journal or the proceedings of a national meeting. Only those
abstracts that have been reviewed and selected by the Conference Chairpersons

may be presented. \ '

Individusals interested in stbmitting an abstract for presentation during the conference
may do so through the AACR online abstract submission service at WWW.aacr.org.

-Abstract submissions will only be accepted through the online abstract submission

service; paper ahstracts will not be accepted. Complete abstract submission detalls are
available online. The abstract submission deadline is May.14, 2010. For mare
information on abstract submission; please visit www.aacr.org/meetingcalendar and
follow the link for the Translational Cancer Medicine 2016 (USA) conference.

Financial Suppott for Attendance
Scholar-in-Training Awards are available to offset a portion of the registration, travel,
and subsistence expenses incurred in attending this conference. For more information on
financial support and application deadlines, please visit wiww.adcr.org/meetingcalendar
and follow the link for the Translational Cancer Medicine 2010 (USA) conference. Please
note that AACR members receive priority for several of the awards. For more information
about AACR membership, see the section below or visit www.aacrorg.

Assistance for Registrants with Disabilities -

The AACR's conferences are accessible to all investigators. Registrants with special
requirements for transportation, hotel accommodations, or other facilities connected
with the conference should inform the AACR by checking the appropriate box on the
registration form or by contacting the AACR Meetings Department before June 11, 2010
at (215) 440-9300 or meetings@aacrorg.

AACR Membership \ :
AACR membership is available to individuals who are interested in joining AACR and

. registering for this conference at the discounted member rates AACR Membership offers

an array of benefits some of which include: reduced price subscriptions to AACR's six
scientific journals; abstract sponsorship privileges for AACR Annual Meetings;
netwarking and scientific exchange with leading researchers; and more. AACR is also
eager to support the exchange of knowledge and research with investigators who are
located in countries with emerging economies. (Significantly reduced membership dues
are avallable for these investigators.) Individuals interested in joining AACR are

- encouraged to visit our wehsite at www.aacr.org to download the AACR Membership

Application Form, Applications for membership should be submitted at least two weeks
prior to the start of the conference. Questicns may be sent to membership@aacr.org,

Support Opportunities -
Support and generous recagnition opportunities are available for this meeting. Benefits

_ include table top exhibits, complimentary registrations, networking opportunities, and

more. AACR welcomes interest from corporatioris, foundations, and other organizations,
For further information regarding these support opportunities, please contact lain

“Mitchell in the AACR Development Department at (215) 440-9300 or

iain.mitchell@aacr.org. :

* For program detalls and updates, please visit www.aacr.org/meetingcalendar and follow the link for the Translational Cancer Medicine 2010 (USA) conference.
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NCI Routing and Transmittal Slip CER
Sponsored Travel 348 Package I \ T]TU TF

DATE:

TO: INITIAL DATE

1 | Originating Office

2 | Traveler

3 | Supervisor

4 | ARC (AO)

5 | ADAO

6 | NCI Ethics Office

Include Name, Building, Room Number, &
RETURN TO: Phone Number INITIAL DATE

7 | ARC (AO)

NOTE: There is a separate routing slip for the Ethics portion of the travel package.

Sponsored Travel Package Checklist

1 Route Slip 5 AEA Memo (If Applicable)

2 Signed Travel Authorization 6 Letter of Invitation & Background Information (i.e., No
and HHS 348 Federal Funds)
Additional 348s for Multiple e .

3 Sponsors (If Applicable) 7 Justification — Spousal Travel (If Applicable)

4 Traveler Certification Checklist 8 Confirmation that Sponsored Travel is over $500

Employee Name:

Sponsored Travel Authorization #: Sponsored Date of Travel:

Comments:

FROM: (Name, Building, Room Number, & Phone Number)

Form Updated 6-24-2010

Clear Form Email Form








			DATE: 


			Originating Office: 


			INITIALOriginating Office: 


			DATEOriginating Office: 


			Traveler: 


			INITIALTraveler: 


			DATETraveler: 


			Supervisor: 


			INITIALSupervisor: 


			DATESupervisor: 


			ARC AO: 


			INITIALARC AO: 


			DATEARC AO: 


			ADAO: 


			INITIALADAO: 


			DATEADAO: 


			NCI Ethics Office: 


			INITIALNCI Ethics Office: 


			DATENCI Ethics Office: 


			Include Name Building Room Number  Phone NumberARC AO: 


			INITIALARC AO_2: 


			DATEARC AO_2: 


			Employee Name: 


			Sponsored Travel Authorization: 


			Sponsored Date of Travel: 


			Comments: 


			From: 


			1: Off


			2: Off


			3: Off


			4: Off


			5: Off


			6: Off


			7: Off


			8: Off


			Clear Form: 


			Email Form: 










I.

CER
Checklist for Sponsored Travel - FTEs Only INSTITUTE

Travel Authorization

YES

N/A

Comments

ITINERARY

Purpose

a)

Domestic Sponsored

b)

Foreign Sponsored

Trip Details Section

a)

Meeting Name (or lecture title)

b)

Title of talk

c)

Date(s) and location(s)

Departure and Return Information

a)

Begin and End travel dates (check flights--make sure

dates match)

Per Diem Location - make sure arrival and departure dates
are correct

TICKET INFORMATION

Add the amount(s) of the ticket(s)

Change the method of reimbursement to what the sponsor
stated in the letter

a)

b)

In-Kind

Sponsored CBA (sponsor pays Omega)

Sponsored Personal
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d)

CBA

EXPENSES

If needed, add the TMC fee

If needed, add in the registration fee

Add any other expenses as needed

*Ax4**BE SURE TO CHANGE THE METHOD OF REIMBURSMENT TO THE CORRECT ONE******

LODGING

Check each date - make sure all amounts are correct

If payment method needs to change - click on "Edit"

If needed, click on "Conference Allowance"

a)

Change the lodging amount to what it actually is
without going over 125%

If actuals are needed, then click on the "Actuals" box

Change the lodging amount to what it actually is

a)
without going over 300%
If you are using actuals, an AEA memo is needed
b) | (which must include justification and three hotel
quotes)
If the REGISTRATION FEE WAIVED and meals are included
a) | "X" out the meals

If there is NO REGISTRATION FEE but meals are PROVIDED
(i.e., IN KIND)

a)

b)

Select "Actuals" in the M&IE section and put the dollar
value of the meal being provided

The remaining amount will go in Expenses as a Misc.
Expense

Make sure to change the METHOD OF
REIMBURSMENT
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OTHER AUTHORIZATIONS

Select "SPONSORED"

If foreign, Select "FOREIGN"

Select all others that apply (rental car, non-contract flight,
etc.)

ALLOCATIONS

Allocate accordingly--ensure that you have at least one direct
CAN and one reimbursable CAN

Object Class (OC**) Code?

*****Be sure to put all expenses under the right CAN and if more than one sponsor make sure you allocate by

sponsor*****

SPONSOR

Find the correct sponsor

Click on the correct address for the sponsor - make sure it is
the right address

ADDITIONAL COMMENTS IN TRIP DETAILS SECTION

"There is no registration fee"

"The registration fee was waived for the amount of

a) | which includes meals"

"The registration fee was paid by the branch credit card"

"The sponsor will be providing IN-KIND

"The sponsor will be reimbursing NIH for

"NIH will be providing for

Copy any AEA and/or rental memos in this section or attach
them to the authorization.
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YES N/A Comments

BLOCK #2

Make sure the whole address is printed for the sponsor

a) | If not, use a pen and write it in

BLOCK #5

Check all amounts--make sure they are correct

BLOCK #7

Write out all NIH-paid expenses

BLOCK #8

Ensure Supervisor Signature is Present
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References

* Widely Attended Gatherings (WAG) - a meeting, conference, or other event which is attended by either a large
number of people from throughout an industry or profession, or by those representing a wide range of interests. The
ethics issue involved concerns those instances when an employee is invited to a Widely Attended Gathering (WAG) and
offered free attendance. An offer of free attendance is considered a gift. The WAG exception to the gift prohibition
permits free attendance at certain widely attended gatherings. Obtaining permission to accept these gifts protects the
employee from possible accusations of accepting inappropriate gifts.

** Object Class (OC) Codes:

21.21 Domestic/21.23 Foreign—Program Meeting Travel—Travel to attend a meeting, conference, seminar,

symposium, etc. for the purpose of discussing day-to-day operational support of program activities, inclusive of staff
meetings, status report reviews, or to discuss topics of general interests directly related to the programmatic interests of
the NIH and the primary field of research/science in which the individual is involved. Includes making a speech or
presentation, delivering a paper, travel associated with the formation and guidance of review groups, the oversight and
management of grant portfolios, presenting a poster, supporting a booth or exhibit, recruiting scientists/researchers,
engaging in minority outreach, etc. Activities that fall under this soc descriptor include among other things: workshops,
collaborative research, study sections, board reviews, clinical procedures in epidemiologic field work, and other similar
events.

21.51 Domestic/21.52 Foreign—Scientific Meeting Travel—To attend a meeting, conference, seminar, symposium, etc.
for the purpose of engaging in scientific interaction, observation, keynoting, education, serving on panels, etc. that is
directly related to the laboratory, clinical, or population-based research/science in which the individual is involved.
Includes making a speech or presentation, delivering a paper, engaging in a give-and-take, or otherwise taking part in
formal discussions. Scientific meeting travel is typically travel to any professional scientific event that generally
nationally or internationally publicized and advertised, is held annually and is hosted or sponsored by a society,
organization, association, consortium, council, college, etc.

21.11 Domestic/21.12 Foreign—Site Visit—To visit a particular site in order to personally perform operational or
managerial activities, e.g., assist contractor and grantees during pre-award negotiations, program monitoring and post-
award evaluations; review activities concerning establishment of entitlement, benefits and claims of beneficiaries and
recipients; conduct hearings on dissemination of policy guidelines; carry out an audit, investigation or inspection to
include regulatory reviews of internal and external activities and to examine operations which can lead to criminal
prosecution, conduct negotiations to include judicial and administrative procedures and other proceedings and
negotiations to avoid or settle litigation; provide program and administrative instructions; and provide technical
assistance.
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Sponsored Travel Package Job Aid



Revised July 2010



NOTE:  The Ethics ODA Package consists of:  Official Duty Activity (ODA) memorandum, letter of invitation, and agenda.



The Sponsored Travel Package consists of:  letter of invitation, travel authorization, and accompanying travel documentation.



General Information



 


· Travelers may only request approval for sponsored funds that were offered; solicitation of funds from sponsors is a violation of federal regulations.



· All SPONSORED FOREIGN TRAVEL PACKAGES (ODA package and sponsored travel package) are due to their respective ARCs no later than 6 weeks prior to departure date.  There are no exceptions to this policy.  Packages submitted to the ARC within less than 6 weeks of departure date will not be forwarded.  The AO should cancel the authorization in GovTrip, and the planner must create a regular foreign travel authorization if the traveler will still perform travel using appropriated funds.



· All ODA packages for FOREIGN sponsored travel are due to the NCI Ethics Office no later than 5 weeks prior to departure date, and all travel packages  for FOREIGN sponsored travel are due to the Assistant Director of Administrative Operations (ADAO) Office no later than 5 weeks prior to departure date.  There are no exceptions to this policy.  If the NCI Ethics Office receives the ODA package within less than 5 weeks of the trip departure date, it will be returned to the ARC.  If the ADAO Office receives the travel package within less than 5 weeks of the departure date, it will be returned to the ARC.  The AO should cancel the authorization in GovTrip, and the planner must create a regular foreign travel authorization if the traveler will still perform travel using appropriated funds.



· All SPONSORED DOMESTIC TRAVEL PACKAGES are due to the ARC no later than 4 weeks prior to departure date. There are no exceptions to this policy.  Domestic travel packages submitted to the ARC within less than 4 weeks of the departure date will not be forwarded.  See above for additional instructions. 


· All ODA packages for DOMESTIC sponsored travel are due to the NCI Ethics Office no later than 3 weeks prior to departure date, and all travel packages for DOMESTIC sponsored travel are due to the ADAO Office no later than 3 weeks prior to departure date.  There are no exceptions to this policy.  See above for additional instructions. 



· Notify NCI Ethics Office whenever traveler is invited to attend any dinners or other social events in conjunction with the travel - a Widely Attended Gathering (WAG) (NIH Form 2803) may be required for traveler attendance.



· Non-FTEs (e.g., CRTAs. Visiting Fellows, etc.) cannot use the HHS-348 mechanism for sponsored travel; see NIH Manual Chapter 1500, Appendices 10 A & B.



· Non-FTE travel must be sponsored in kind, not reimbursable.



· Annual leave may NOT be used in conjunction with any foreign sponsored travel unless an international travel waiver form has been forwarded to NIH for review and approval; annual leave is not permitted with domestic sponsored travel.



Package Preparation Responsibilities



· Traveler provides letter of invitation immediately upon receiving it to the travel planner so that the ODA and sponsored travel packages can be prepared.



· Planner researches conference/meeting to determine specifics, including checking website for further information (see ‘cheat sheet’).


· Planner enters travel authorization into GovTrip and ensures that all required documentation is included in sponsored travel package (see ‘cheat sheet’).



· Planner creates ODA memo and compiles ODA package for submission.



· Traveler reviews and signs ODA memo.



· Traveler’s supervisor signs ODA memo and Block #8 of HHS-348 form. 



· If foreign travel, Division Director signs the hard copy travel order in Block #9.


· AO reviews ODA package by ensuring:  signatures have been obtained, ODA memo is complete, and package contains all documentation; if verified, AO forwards ODA package to Ethics within 5-or 3-week deadline.



· AO reviews sponsored travel package by ensuring: signatures have been obtained, CANs are correct, travel authorization meets regulatory travel policy and guidance, and package contains all documentation; if verified, AO forwards travel package to ADAO within 5-or 3-week deadline.



· NCI Ethics Office authorizes the acceptability of non-federal funds, reviews ODA memo for potential conflicts of interest, and approves/disapproves ODA memo.



· ADAO ensures that: ODA memo has been approved, travel package adheres to regulations, and all travel-related issues (e.g., leave, AEA, premium class travel, etc..) have been resolved; if so, ADAO forwards package to Ethics for final approval.



· Deputy Ethics Counselor (DEC), NCI is responsible for final approval.



· Travel Planner ensures that approved travel authorization is faxed or emailed to Omega for issuance of airline ticket, if applicable.



· Traveler and Travel Planner share the responsibility of ensuring that the sponsor provides the correct reimbursement check to NCI and that voucher is completed.



Sponsored Travel Package ‘Cheat Sheet’



Revised July 2010



The Travel Planner must perform the listed items below to ensure complete and correct sponsored travel package assemblage.   The Reviewer and AO must review the listed items below to ensure complete and correct sponsored travel package assemblage.



Letter(s) of Invitation



· Sponsor is the entity that is paying for the travel; it is not necessarily the organization listed on the letterhead.



· “No federal funds are being used” statement must be included.



· EXACT expenses being covered by sponsor must be included - a blanket statement such as: “We will cover all travel” is too vague and requires clarification.



· If offered, honorarium must be declined by traveler and noted on letter.



· Offer of premium class travel must be declined unless traveler has medical waiver approval, travel duration exceeds 14 hours, or international travel waiver form has been forwarded to NIH for review and approval.



· If the letter does not meet ALL these requirements, travel planner should call the contact person listed on the invitation to confirm or clarify this information.



Research



· Go to meeting website and check for registration fee.  



· Read agenda/program to see if any social events may require Widely Attended Gathering (WAG) form, NIH 2803.  Include a copy of agenda in ODA package.



ODA Memo



· Title of talk must be specified in Nature of Activity section.



· If there are multiple sponsors for a trip, a separate ODA memo must be completed for each sponsor.



· Ensure total sponsor funding amount is greater than $500.



· Benefit to government statement must indicate how this activity will further NCI mission.



HHS-348 Form



· Sponsor’s name and address must show in Block #2.



· Complete Block #7; detail NCI expenses.



· Signature of traveler’s supervisor must be in Block #8, as well as typed name and title of person signing, or person delegated authority to sign.




Traveler Certification Checklist



· Generated in GovTrip when traveler certifies.


· Ensure that traveler completes Block #4 with the following required verbiage:  “It is customary for non-conflicting sponsors to offer support for travel of mutual benefit to the sponsor and NIH.”



· No need for traveler or supervisor signature.



Travel Authorization



· Indicate what traveler is doing while in travel status at each destination; title of talk must be included in Trip Details section in GovTrip.


· Indicate if registration fee covers lodging/meals in Trip Details field, Section 8.



· Add statement “NCI is paying for [note specific date(s)] of this travel” in Trip Details field, Section 8.



· If registration fee is paid for by lab credit card, put a remark to that effect in Section 8.



· If foreign travel, Division Director’s signature should be present in Section 9.


· If registration fee is in-kind or waived, the fee must be included as an expense under Section 13 and should show up on the 348 under Block #5, ‘other.’



Notification of Foreign Travel (NFT)



· Information on the NFT such as description of travel, identity of sponsor, funding costs, and dates of travel must match the travel order.



AEA Memo



· ADAO needs hard copy of AEA memo included in travel package; memo must also be typed in Section 8 of the travel authorization.



Route Slips (ODA and sponsored travel packages)


· Include names, titles, building and room number for each staff member involved with packages.


· Initial each line as travel authorization is routed.



· ‘From’ section should indicate AO’s name, building, room, and phone number. 



Completed Travel Package



· Includes the documentation outlined above.



· DO include additional information about the meeting or event, e.g., program information, brochure, or website documentation that supports travel authorization.



· Only original travel package is required; no copies.



Revised (Adjusted) Travel Authorization


· Revisions that increase NCI expenses require new signatures on the revised travel authorization and accompanying 348.  New signatures are also required for:  revised sponsor name, additional sponsor(s), and date/location changes.


· Revisions that increase/decrease the sponsor’s expenses or decrease NCI expenses do not require new signatures.



Amended Travel Order


· Amendments to approved travel orders routed to the Ethics Office must document the purpose of the amendment in the Remarks field 



Justification for Spousal Travel



· Include when appropriate; this requires a separate sponsored travel authorization and is generally used only when offered as part of a bona fide award (see #2 on Traveler Certification Checklist).








NCI Sponsored Travel Statistics

Date

Technical Issues:

Total Number of HHS 348s with Travel Dates in Month 2010

Total Number of HHS 348s with Technical Issues

1 |[Ethics & ADAO rec'd <3 wks before DOMESTIC start date # %
2 |Ethics & ADAO rec'd <5 wks before FOREIGN start date # %
3 |Sponsor funding amount was <$500 # %
4 [Route slip missing from ODA/travel packages # %
5 |Route slip missing AQ's initials # %
6 |ODA memo missing traveler's/supervisor's signature # %
7 |Section #7 of HHS-348 form (NCI Funds) incomplete # %
8 [Section #8 of HHS-348 form missing supv signature # %
9 [Section #9 of TA missing div. director signature # %
10 |[Ethics Checklist issue (#4 missing std. statement) # %
11 |[Ethics issues (WAG or CRADA information incomplete) # %
12 |ODA and/or travel package not submitted # %
13 [Insufficient supporting documentation (i.e., agenda) # %
14 |"No Federal Funds" statement missing # %
15 |Per diem/M&IE calculation incorrect # %
16 |Incorrect payment method # %
17 |Registration fee information missing # %
18 [Routing path in GovTrip incorrect # %
19 (Incorrect OC code # %
20 |Sponsor identified incorrectly # %
21 |Allocation between sponsors incorrect # %
22 [Invitation issue (missing/insufficient information) # %
23 |AEA memo/rental car justification missing or incorrect # %
24 |Dates of travel incorrect # %
25 |Travel Authority incorrect # %
26 [Missing expenses # %
27 |Other # %
CCR # %

DCEG # %

DCTD # %

DCP # %

DCCPS # %

oD # %

Number of Issues/Corrections on HHS-348s:

No Issues or corrections necessary

One issue

Two issues

Three issues

More than three issues

HF(HF (|










Instructions for Integrated Notification of Foreign Travel


The NFT section is located under ADDITIONAL OPTIONS tab of authorization in GovTrip.


Traveler information pre-populates from the Traveler Profile.  Itinerary and cost information pre-populates from the authorization.


Items in red with an asterisk are required fields and must be completed, or the GovTrip system will not allow stamping & routing for approval.


NFT Pre-Approvers review authorization and NFT for accurate and complete information.  Return to planners if information is missing.  Stamp NFT Pre-Approved if information is complete and ready to submit to FIC.


TRAVELER’S INFORMATION


[image: ]


*Job Title: Enter the traveler's title, e.g. Assistant Director, Deputy Director, Medical Director, Chief, Assistant to, Medical Epidemiologist, Program Analyst, Researcher, etc.





*Employee Status: Select from drop down list


Other: GS, T42, Fellow (e.g. none of the below)


PHS-CO: Commission Corp


SES: Senior Executive Service, SL, or equivalent


Schedule C: Non-Competitive Appointed positions (e.g. Presidential Appointee)





*Official Government Passport: Select from drop down list


YES: US Citizen and FTE Employee, has official passport


NO: non-US Citizen, may be FTE employee (e.g. T42) but no official passport





If NO, include comment in Emergency Contact Information--e.g. “non-citizen GS employee – not eligible for official passport”





ORGANIZATION/TRIP INFORMATION
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*Country Clearance Prepared:  Select YES from drop down list. Fogarty will prepare and submit clearances required





*Multilateral Travel:  Select from drop down list 


YES: If the travel is associated with an activity/event sponsored by a multilateral organization. If yes, select organization from drop down list below, and include meeting/conference title


NO: If travel not associated with activity/event sponsored by a multilateral organization





*Specify if Yes: Select from drop down list (WHO, PAHO, UN, etc).  





Meeting Conference Title: 


For some multilateral travel, travelers receive letters of request to participate in an event sponsored by multilateral organization.  The planner submits the letter of invitation with the travel authorization for review and approval.  Upload the Invitation Letter as a PDF to the Receipts/Documentation tab of the authorization.





*Agency: Select NIH from drop down list





*Ctr/Institute/Office/Bureau: Select NCI from drop down list





Additional Organization Information: enter Division/Branch or Lab 





*Late Justification:  select from drop down list 





Explanation:  clear, concise explanation of late submission (less than 35 days from departure).





DESTINATION INFORMATION





If more than one TDY destination is selected, enter info for each TDY
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*Purpose:  Select from drop down list





*Int’l Emergency Contact Info:  Spell out acronyms; don’t use abbreviations





In Country Contact:  name, address, and phone number


· If participating in more than one meeting/activity, or if there are multiple contacts, list them all and the dates of the activity.





Lodgings:  hotel name, address, and phone number


· If staying in more than one hotel in same TDY location, list dates at each hotel.  If staying with a relative/friend/colleague, provide name of individual, address, and phone number.





*Area of Activity:  Select from drop down list





Add’l Area of Activity:  Select from drop down list





Explanation:  Purpose of travel may be copied and pasted from Trip Details section—select Control C to copy and Control V to paste.


-	Name, dates, and sponsor of meeting (for meeting travel only) 


-	Title or topic of speech or presentation (if applicable) 


-	Project description and principal contacts of the project (for site visits or collaborative research only) 


-	Do not use abbreviations; spell out acronyms. 





FUNDING INFORMATION





[image: ]





*Funding Source:   select from drop down list (NIH, Foreign, University, etc)





*Amount:  enter amount for each funding source.  


-	If NIH is funding entire trip, enter Total Funding for Trip amount.


-	Funding total will automatically calculate remaining funds to be allocated on NFT when funding source is completed.





*Business or Premium Class Used:  select from drop down list.  


If YES, explain in remarks block below.  





SAVE AS DRAFT: select if further information for authorization or NFT is required 





SAVE AND VERIFY:  select if all NFT information is complete and ready to Sign & Route travel for approval.











UPDATES/CHANGES TO AUTHORIZATION or NFT








· Don’t have to resubmit NFT for cost-only changes





If changing Dates at Destination, or Adding a Destination





· GovTrip will NOT automatically update date changes in NFT form 


· Planner must note date changes in Emergency Contact Info field





Before NFT Pre-Approval:





· Planner make changes to authorization and NFT as necessary


· Don’t re-route unless change is to date/location/on-line booking





After NFT Pre-Approval but Before NFT Final Approval





· Planner make changes to authorization and NFT as necessary


· Note changes made in Remarks on Digital Signature Page


· Re-Route through NFT Pre-Approval to FIC





After NFT Final Approval but Before Final Approval





· Planner make changes to authorization and NFT as necessary


· Note changes in Remarks on Digital Signature Page


· Re-route through NFT Pre-Approval to FIC





Cancelling Authorization/NFT





· Email FIC – FICVPO@mail.nih.gov to alert them that authorization is cancelled


· Follow usual cancellation procedures


			5
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Notification of Foreign Travel

Please enter the information below for your foreign travel. Indlude hotel and work location contact numbers for each destination.

Traveler's Information:

Phone Nlumber:
Email Address:

* Job Title:
* Employee Status:

* Official US Government Passport?:

‘GERALD Stephen BARON
4083751925
2b1262@nih.gov

Last Updated: 06/22/2010 12:00 PH
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‘Organization/Trip Information:

* Country Clearance Prepared’: — Please Select

(<]

+ Multilateral Travel:

fr——
Heeting/Conference Title: A

+ Agency: — Please Select

+ Catriinstofe/Bureau:

‘Additional Organization Description:

Agency Track Code:
“city: HAMILTON
* state:
TANUR: oqusse
Trip Departure Date: 09/06/2010
Trip Return Date: 09/12/2010

Late Justification: Please Select

(include when less than 30 days of ceparture)

Preparer's Name: SYBLELRUDD

Email Address: RUDDS@NIAID.NIH.GOV
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Departure Date: 09/12/2010
-

*Int1 Emergency Contact Info:

* Area of Activity:

— Please Select —

Add1 Area of Activity:

— Please Select —

Explanation:











Foreign Travel Individual Trip Report Instructions


DHHS Travel Policy requires that Individual Trip Reports be submitted within 2 weeks of returning from International Travel. (HHS Travel Manual - 5/08 - section 6.2.8.2)


A trip report is a brief written report of the significant aspects and results of his or her trip, including a summary of the extent to which the purpose(s) of the trip was achieved.  There is no mandated format for trip reports; however, below is information that will assist travelers in writing trip reports:   


Traveler Name, Travel Dates: self-explanatory


Destination: City/Country in which activity/meeting/conference was held


Name of Activity/Meeting/Conference: please spell out acronyms and don’t use abbreviations


Purpose of Attending: 


· What was your role at the meeting? 


· What area of research or interest was covered at the meeting?


Example:   To serve as site visit reviewer for the Ovations-United Health Care RFA to create Centers of Excellence in the Prevention and Treatment of Chronic Diseases in the Developing World. This program is sponsored by Ovations-United Health Care and NCI.


Significant Outcomes:


· What are the results of the collaboration/meeting?


· Were new research areas identified? Why or why not?


· Were collaborations established/renewed? Why or why not?


· What made the trip worthwhile?


Example: There were two reviewers for each meeting (Richard Smith, Ovations-United Health Care and Jane Scott, NCI). Each visit lasted two full days. We visited facilities and resources central to the conduct of each proposed Center, including China CDC, Peking University Health Science Center, and primary care clinics in Shanghai. As a result of the site visit evaluation, one site will be recommended for funding and one will not.  Given the enormity of these health care problems, and that only one China site will be funded, the site visit was very important. The site visit permitted the opportunity to meet the Principal Investigators, their colleagues, the management team and to see the physical space/resources where the proposed work will be done. Accurate evaluation of each proposed program, the team, and resources would have been impossible without site visits.


Submitting Trip Reports 





Traveler prepares trip report, and emails electronic file or prints and gives hard copy to planner.


Travel planner uploads electronic file or hard copy into GovTrip voucher.  Planner must update Notes field and re-name the document “trip report.  NOTE:  GovTrip will not allow planner to route voucher for approval without trip report uploaded (and with correct title of document).
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International Travel
NFT Trip Report

Traveler Name: Travel Dates:

Destination 1:

Name of Meeting or Conference:

Purpose of Attending:

Significant Outcomes:

Purpose of Trip Achieved: YES NO

Destination 2:

Name of Meeting or Conference:

Purpose of Attending:

Significant Outcomes:

Purpose of Trip Achieved: YES NO

Reset Form







			Traveler Name: 


			Travel Dates: 


			Destination 1: 


			Name of Meeting or Conference: 


			Purpose of Attending: 


			Significant Outcomes: 


			Purpose of Trip Achieved: Off


			Destination 2: 


			Name of Meeting or Conference_2: 


			Purpose of Attending_2: 


			Significant Outcomes_2: 


			Purpose of Trip Achieved_2: Off


			Reset Form: 










1) Route slip for ODA sponsored travel package (mandatory form)
2) ODA template for planners

3) ODA helpful hints for planners

4) ODA checklist for FTEs

5) NCI Ethics Review checklist for ODAs

6) Sponsored travel Do’s and Don’ts

7) ODA package sample

8) Sponsored travel package route slip (mandatory form—DRAFT

watermark will be taken off and a new version will be sent next week—
use this form in the meantime)
9) Sponsored travel package checklist
10) Sponsored travel package job aid and cheat sheet
11) Error notice statistics
12) NFT Instructions
12) Trip Report instructions
13) Trip Report fillable pdf form (will be sent out in the future w/up to 6
destinations)

Thanks to all of you who attended the sponsored travel meetings that we held this
week—I’m looking forward to working with all of you in the future and making
sponsored travel a better and more efficient process!

Deb

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

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





