Travel Delegations Matrix
General Guidance for All Travel Delegations:

!
No Official may authorize or approve his own travel.


!
Copies of any authority redelegated by the ARC Manager must be forwarded to the Deputy Director for Administrative Operations with copies kept in the office of the ARC Manager and Office of Management Analysis.


!
Employees receiving redelegation for the first time must have domestic travel training prior to the redelegation. 


!
Reimbursement for CRTA fellows is not to exceed $3000.


!
This Matrix is for your convenience; managers are still responsible for reviewing and adherence to the entire delegation.
Note:  As a general rule – For delegations with no further redelegation of the authority authorized, a Delegated Official, who will be absent for a period of time, may designate someone in writing to act on their behalf.  This individual would then have the authority, on behalf of the designated official and for the position they are acting in, to sign these documents during the official’s absence. 

	NCI Travel No. Delegation
	New NCI Delegation Authority
	Redelegation Limitations

	1. Actual Expense Allowance ‑ Reimbursement for actual necessary subsistence expenses of official travel when these expenses are unusually high due to special circumstances. (Subsistence) NIH/NCI civilian employees; private persons serving without compensation; part‑time consultants and experts, when actually employees; and Advisory Committee Members.
	Deputy Director, NCI; Executive Officer, NCI; Associate Director for Administrative Operations; Deputy Director for Extramural Science.  

Division Directors; Associate Directors for Program; Laboratory and Branch Chiefs; ARC Managers for respective areas.
	No further redelegation of this authority is authorized.

	2. Per Diem for Long‑Term Temporary Duty in excess of 30‑days but not more than 180‑days.
	Deputy Director, NCI; Executive Officer, NCI; Associate Director for Administrative Operations.

ARC Managers; Deputy ARC Managers for respective ARC areas.
	Redelegation to Administrative Officers, Administrative Lab Managers, Extramural Program Assistants, and Administrative Assistants for respective areas is authorized.

	3. Domestic and Local Travel and Transportation within or between Continental US.
	Deputy Director, NCI; Executive Officer, NCI, Associate Director for Administrative Operations.

ARC Managers; Deputy ARC Managers for respective ARC areas.
	Redelegation to Administrative Officers, Administrative Lab Managers, Extramural Program Assistants, and Administrative Assistants for respective areas is authorized. (Exception ‑ approval for local per diem cannot be redelegated below the ARC manager).

	3A.  Local Travel and Per Diem at the Official Duty Station , and to authorize and approve reimbursement for travel expenses incurred in the vicinity of the duty station while conducting official business.
	Associate Director for Administrative Operations;
ARC Managers
	No further redelegation of this authority is authorized.

	4. Advance of Funds to persons entitled to per diem for subsistence expenses or mileage allowances when not traveling with a government travel credit card. 
	Deputy Director, NCI; Executive Officer, NCI; Associate Director for Administrative Operations. 

ARC Managers; Deputy ARC Managers for respective ARC areas.
	Redelegation to Administrative Officers, Administrative Lab Managers, Extramural Program Assistants; and Administrative Assistants for respective areas is authorized.

	4a. Advance of Funds for Permanent Change of Station for Civilian Employees, Travel of new appointees to 1st duty station, and travel outside US to place of residence for employees leaving government services at the conclusion of overseas duty.
	Deputy Director, NCI; Executive Officer, NCI; Associate Director for Administrative Operations.

ARC Managers for respective ARC areas.
	No further redelegation of this authority is authorized.

	5. Federal Advisory Committee and Non‑Federal Meetings
 1. To authorize & approve the convening of NIH Federal Advisory Committees, conferences, meetings, or similar functions at domestic sites other than NIH facility.

 2. To authorize & approve attendance at domestic non‑governmental meetings.

 3. To authorize & approve attendance at unofficial international meetings held within the US not involving travel.
	1,2,3 ‑ Deputy Director, NCI; Executive Officer, NCI.

1.  Division Directors, NCI

2,3 ‑ Associate Director for Administrative Operations; 

2,3 ‑ ARC Managers; Deputy ARC Managers; Comprehensive Administrators; and Administrative Officers for respective areas.
	No further redelegation of this authority is authorized. Approval of acquisition of non‑NIH or leased space is limited to the Executive Officer, NCI.

	6. Permanent Change of Station. Travel of new appointees to 1st duty station and travel from duty station for civilian employees and staff fellows.
	Deputy Director, NCI; Associate Director for Administrative Operations.
ARC Managers for respective areas.
	No further redelegation of this authority is authorized. CRTA Fellows are limited to a total allowance of $3000.

	6b.  Assignment to First Duty Station-Non-FTE Persons Relocation Travel and Related Services.  To authorize & approve transportation and travel-related services of non-FTE persons, i.e., visiting fellows, IRTAa, CRTAs, and Special Volunteers in connection with their relocation as a new assignee to the first duty station.
	Associate Director for Administrative Operations

ARC Managers for respective areas.
	No further redelegation of this authority is authorized. 

	6c. Permanent Change of Station ‑ PHS Commissioned Officer approval of withdrawal and delivery of household goods from temporary storage.
	Deputy Director, NCI; Executive Officer, NCI.  Associate Director for Administrative Operations.
ARC Managers for respective areas.
	No further redelegation of this authority is authorized. 

	7. Acceptance of Payment in Cash or In Kind. Authorize and approve the acceptance from nonfederal sources of cash or services in kind to defray travel expenses; reimbursement for travel expenses for an employee’s accompanying spouse; reimbursement from a nonfederal source fro travel expenses in excess of those provided under standard FTR or of expenses from a conflicting nonfederal source only when the authorizing official determines that the benefit to the Dept. of attendance at the function outweighs the conflict of interest.
	Deputy Director, NCI; Executive Officer, NCI; Deputy Ethics Counselor; Assistant Agency Ethics Official and Assistant Deputy Ethics Counselor, NCI.
	No further redelegation of this authority is authorized

	7A.  Acceptance of Payment “In Kind” to Cover Travel Expenses of Non-FTE Persons.   Authorize the acceptance from non-federal sources of services “in kind” only to defray travel, subsistence, and related expenses.
	NCI Scientific Directors
	No further redelegation of this authority is authorized.

	8. Travel and Transportation payments in connection with missing injured and deceased employees or dependent(s). Transportation of household goods and personal effects of active service or federal employee who is officially reported injured, dead, missing (for 30‑days or more), or captured by hostile forces.
	Director, NCI; Deputy Director, NCI; Executive Officer, NCI; Associate Director for Administrative Operations.

ARC Managers for respective areas.
	No further redelegation of this authority is authorized. 

	9. Foreign Travel
	Deputy Director, NCI; Executive Officer, NCI.

Division Directors for respective divisions.
CCR Deputy Director, NCI.
	No further redelegation of this authority is authorized, however, in the absence of delegated officials, the delegated official may designate someone in writing to act on their behalf for the position during their absence.

	12. Use of Cash to Purchase Domestic Passenger Transportation in lieu of GTR.
	Director, NCI; Deputy Director, NCI; Executive Officer, NCI.
	No further redelegation of this authority is authorized, however, in the absence of delegated officials, the delegated official may designate someone in writing to act on their behalf for the position during their absence.

	13. Transportation of eligible Patients, Beneficiaries, and Attendants
	Deputy Director, NCI, Executive Officer, NCI; Associate Director for Administrative Operations; Director and Deputy Director for Division of Clinical Sciences.

ARC Managers who service areas with program involving patients.
	Redelegation to Administrative Officers, for areas servicing programs with patients. Transportation for Clinical Center patients will be made through Clinical Center Staff.

	14. Use of Non‑Contract Air Carriers and Foreign Air Carriers
	Deputy Director, NCI; Executive Officer, NCI.  Associate Director for Administrative Operations
ARC Managers for respective areas.
	For use of non-contract air carriers, redelegation to Administrative Officers for respective areas is authorized.  For Use of foreign air carriers, this authority may not be redelegated below the ARC Managers. 


	15. Premium Class Travel ‑ authority to approve any class of accommodation above coach‑class for official travel when economical accommodation is unavailable or unsuited for a particular circumstance or unusual need.
	Director, NCI; Deputy Director, NCI; Executive Officer, NCI; Associate Director for Administrative Operations
	This authority may not be redelegated, however, in the absence of delegated officials, the delegated official may designate someone in writing to act on their behalf for the position during their absence.

	16.  Exemptions to Mandatory Use of Travel Charge Card - authority to grant exemptions for individual persons or payments with respect to mandatory use of the Government contractor-issued travel charge card requirements.
	NCI Director, Deputy Director for NCI and Executive Officer, NCI; 
	This authority may not be redelegated, however, in the absence of delegated officials, the delegated official may designate someone in writing to act on their behalf for the position during their absence.



	17.  Conference Planning Provision - Authority to pay conference lodging allowance for employees attending 1) Government Conferences, 2) Non-Government Conferences; 3) use appropriated funds for the provision of light refreshments; and 4) grant waiver for use of FEMA approved accommodations


	Director, NCI; Deputy Director, NCI;  Executive Officer, NCI; Authority 1, 2  Associate Director for Administrative Operations; ARC Managers; Deputy ARC Managers, Administrative Officers, Administrative Assistants; and Administrative Lab Managers.
	This authority may not be redelegated.


 Rescinded Delegations, Nos. 1a Actual Allowance (Subsistence) for Advisory Committee; 6a First Duty Station ‑ Civilian Employees; 10 Missing Persons; 11 GTRs (excluding PCS); 11a CTRs for PCS.
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