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From: Fenwick, Danielle (NIH/NCI) [E]
To: Fenwick, Danielle (NIH/NCI) [E]; 
Subject: FW: IMPORTANT INFORMATION REGARDING TRIP REPORTS IN GOVTRIP--Effective Date 6/21/10
Date: Monday, June 21, 2010 1:41:17 PM
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From: Carney, Deborah (NIH/NCI) [E]  
Sent: Thursday, June 17, 2010 3:56 PM 
To: Battistello, Kathryn (NIH/NCI) [E]; 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]; 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: NCI ARC Managers; NCI ARC Deputy Managers 
Subject: IMPORTANT INFORMATION REGARDING TRIP REPORTS IN GOVTRIP--Effective Date 6/21/10 
Importance: High
 
NCI HPOCS:  please disseminate this extremely important information to your planners and approvers  
regarding the requirement to upload a trip report into a foreign travel voucher.
 
Due to the integration of NFTs into GovTrip beginning Monday, June 21, 2010,  an additional step must be 
performed during the GovTrip voucher process.  Previously, a trip report had been required to be uploaded 
into the OGHA NFT system within 2 weeks of the trip return date.  Because the NFT system will be deactivated, 
and since trip reports are still required by HHS, all trip reports must be uploaded into the RECEIPTS section of 
GovTrip upon the traveler’s return from foreign travel.
 


IMPORTANT!!!!  Your planner WILL NOT be able to route a voucher for certification if 
a trip report hasn’t been uploaded into GovTrip.  In other words, your traveler 
CANNOT BE REIMBURSED if a trip report is not submitted.
 
Please note the following information:


•         A trip report is a brief, written report of the significant aspects and results of the trip, 
including a summary of the extent to which the purpose(s) of the trip was achieved.  The 
traveler should try to answer the question:  “How did the trip meet the mission of NCI/NIH?”
•        The uploaded pdf document must be titled “trip report” after it has been 
uploaded


o   If document is not loaded with the title of “trip report,” the planner will receive a pre-
audit message.  The planner will not be able to send the document forward if he/she 
receives this pre-audit message.
o   Capitalization of the term “trip report” is not sensitive, but the planner must include 
the words “trip report” at the beginning of the pdf document.  Otherwise, GovTrip will not 
recognize the document as a trip report, and the planner will continue to receive the pre-
audit message.


 
EXAMPLE:  Change the title of this document:



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

mailto:/O=NIH/OU=NIHEXCHANGE/cn=NCI/cn=fenwickd









 
 


 
To this:  
 


 
 
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
 
 





