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From: Heckman, Dana (NIH/NCI) [E]
To: NCI DCTD Travel Planners; 
Subject: FW: Tri-fold instructions for approval and creation of GovTrip documents 
Date: Friday, January 22, 2010 8:43:47 AM


 
 


From: Carney, Deborah (NIH/NCI) [E]  
Sent: Thursday, January 21, 2010 1:15 PM 
To: Baker, Heather (NIH/NCI) [E]; Battistello, Kathryn (NIH/NCI) [E]; Bishop, 
Jamie (NIH/NCI) [E]; Brooks, Pamela O. (NIH/NCI) [E]; Cashman, Alice (NIH/
NCI) [E]; Condon, Aaron (NIH/NCI) [E]; Corey, Christopher (NIH/NCI) [E]; 
Culley, Nicole (NIH/NCI) [E]; Davis, Brett (NIH/NCI) [E]; Dixon, Debra (NIH/NCI) 
[E]; Green, Angela Childers (NIH/NCI) [E]; Guyton, Vanessa (NCI OM ARC); 
Haller, Denise (NIH/NCI) [E]; Hinkle, Kristin (NIH/NCI) [E]; Knight, Karen (NIH/
NCI) [E]; Muhammad, Maryam (NIH/NCI) [E]; Newball, Kimberlee (NIH/NCI) 
[E]; O'Donnell, Jenna (NIH/NCI) [E]; Robinson, Carrie (NIH/NCI) [E]; Smith, 
Pritee (NIH/NCI) [E]; Stephens, Elizabeth (NIH/NCI) [C]; Strickland, Joy (NIH/
NCI) [E]; Wilcox, Jessica (NIH/NCI) [E]; Williams, Rashida (NIH/NCI) [E] 
Cc: NCI ARC Deputy Managers; NCI ARC Managers 
Subject: Tri-fold instructions for approval and creation of GovTrip documents  
Importance: High 
 
NCI Travel Contacts:  please disseminate this information to your planners and 
approvers.
 
All travel approvers should have attended the 3-or-4 day GovTrip training class, but 
if you want to provide a handy reminder to them that succinctly describes the 
approval process, you can forward this link to them, or you can print out this tri-
fold document and hand it to them:
 
https://nbrssprod.cit.nih.gov:8050/NBRSSDocs/Job_Aids/GovTrip/
trifold_approving_official_instr.pdf 
 
 
There is also a tri-fold document for travel planners which describes how to create/
adjust/amend a travel authorization:  
https://nbrssprod.cit.nih.gov:8050/NBRSSDocs/Job_Aids/GovTrip/
trifold_authorization_nih.pdf 
 
Deborah L. Carney
NCI Travel Specialist
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