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From: Holden, Nina (NIH/NCI) [E]

To: NCI DCTD Travel Planners;

Subject: FW: When to Amend a Travel Authorization--
Information from HPOC meeting on February 8, 2011

Date: Thursday, February 10, 2011 4:10:40 PM

Afternoon All.

It’s nice that we can make changes on the voucher and not have to amend for
everything. Below is some guidance on when you have to amend and when the
system will allow you to correct it on the voucher.

Please note that even though the system doesn’t require you to amend the
authorization when the travel dates go over up to 5, the supervisor and AO need to
know in advance anytime the dates change.

Also, please notice that on sponsored trips the traveler has to get the appropriate
approvals in advance to accept additional payments even though the system
doesn’t require it.

Sincerely,

Nina Holden
Administrative Officer
NCI/OD/OM/OA/DCTD
6130 Executive Boulevard
EPN 8112, MSC 7450
Rockville, MD 20892-7450
P: 301-435-4880

F: 301-480-9392

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

Sent: Thursday, February 10, 2011 2:15 PM

To: Bishop, Jamie (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 (NIH/NCI) [E]; Gabossy,
Andrea (NIH/NCI) [E]; Grove, Linda (NIH/NCI) [E]; Guyton, Vanessa (NIH/NCI)

[E]; 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]; Meredith, Kristin (NIH/NCI) [E]; Moon, Annie (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
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(NIH/NCI) [E]; Solomon, Lester-Mark (NIH/NCI) [E]; Stewart, Nichole (NIH/NCI)
[E]; Wilkins, Becky (NIH/NCI) [E]; Williams, Rashida (NIH/NCI) [E]

Subject: When to Amend a Travel Authorization--Information from HPOC meeting
on February 8, 2011

NCI HPOCs: please disseminate this information to your planners and
approvers regarding when to amend an authorization.

When to Amend a Travel Authorization
Changes to travel arrangements that require an amendment
to the authorization:

1) Adding an additional duty station

2) Adding a premium class ticket or cash ticket

3) Adding a rental car
4) Increasing airfare cost by $100 or more

5) Requesting an advance if the original authorization is prepared
without a request for an advance

6) Changing the original date of departure or return when it exceeds
the original approved trip duration by more than 5 days*

7) When the voucher amount is 25% or greater than the amount of
the authorization

*NOTE: we are still receiving confirmation from Fogarty as
to what action to take for foreign trips when the original
departure date or return date is less than 5 days’ difference
from the original approved trip duration.

Changes to travel arrangements that can be updated on the

travel voucher:
1) Acceptance of additional payments from the sponsor when all
after-the-fact payment conditions are met (note: if the IC has not
authorized acceptance of any payment from a non-Federal source
prior to the employee’s travel, the IC may not authorize acceptance
after the fact)






2) Changing mode of transportation

3) Payment of a registration fee

4) Errors in demographic information such as name, address, official
duty station, EIN/SSN, etc.

5) Errors in accounting data such as Project numbers, OC Codes, etc.

If you have any questions, contact me at 301-496-2678.

Thanks,
Deb

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

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





