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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 348 packages (foreign and domestic) are due to their respective ARC no later than 4 weeks prior to departure date.  CAVEAT:  The DCTD ARC requires all sponsored packages be submitted 6 weeks prior to the departure date in order to meet the Ethics submission requirement.  Packages submitted to the ARC with less than 4 weeks’ lead time (see caveat) will not be forwarded to the NCI Ethics Office, and the authorization must be changed from sponsored travel to regular travel, paid for with appropriated funds.
· All 348 packages (foreign and domestic) are due to the NCI Ethics Office no later than 3 weeks prior to departure date.  There are no exceptions to this policy. 

· If the NCI Ethics Office receives the 348 package within 3 weeks of the trip departure date, it will be returned to the ARC, and the travel authorization will be changed to regular travel, paid for with appropriated funds.
· 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 any domestic sponsored travel.
Package Preparation Responsibilities
· Traveler provides invitation documentation immediately upon receiving it to the travel planner so that the 348 package can be prepared at the same time that the Notification of Foreign Travel (NFT) (if foreign) is entered into the system.
· Travel Planner researches conference/meeting to determine specifics, including checking website for further information (see attached ‘cheat sheet’).
· Travel Planner enters travel order into NBS and ensures that all the required documentation is included in the Sponsored Travel Package (see attached ‘cheat sheet’).
· Traveler’s Supervisor signs the HHS-348 form in Block #8.
· Division Director signs the hard copy travel order in Block #9 (Recommendation) or electronically in NBS for foreign travel.
· Administrative Officer reviews travel package by checking CANs, ensuring signatures have been obtained, ensuring that travel authorization meets regulatory travel policy and guidance, and verifying that package is complete and is forwarded to NCI Ethics Office within 3 week deadline.
· NCI Travel Coordinator ensures travel package adheres to regulations and responds to all travel-related issues (e.g., leave, AEA, premium class travel, etc.).
· NCI Ethics Office authorizes the acceptability of non-federal funds and reviews travel order for potential conflicts of interest.
· Assistant Director, NCI and other final signature authorities for sponsored travel are responsible for final travel clearance.
· 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.
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The Travel Planner must perform/review the following 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, “We will cover all travel” is too vague and requires clarification

· Offer of 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.
HHS-348 Form
· Sponsor’s name and address must show in Block #2.
· Type title of talk first in Block #4 so that it is included.
· Complete Block #7; either ‘no’ if NCI is not paying, or 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 by NBS when traveler certifies; do not use outdated form in NIH Manual 1961; contact NCI Ethics Office if traveler is unable to certify.
· No need for traveler or supervisor signature; signed only by NCI Ethics Office.
Travel Order 

Indicate what traveler is doing while in travel status at each destination; title of talk must be included in ‘Purpose Description’ under Itinerary screen in NBS.
· Indicate if registration fee covers lodging/meals in Remarks field, Section 8.
· If NCI is funding any portion of this trip, add statement “NCI is paying for [note specific date(s)] of this travel” in Remarks field, Section 8.
· If registration fee is paid for by lab credit card, put a remark to that effect in Section 8.
· Division Director’s signature in Section 9 for foreign travel or electronically in NBS.
· 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.’
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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

NCI Ethics Office needs hard copy of ARC Manager-approved memo included in package; memo must also be typed in Section 8 of the travel order.
Route Slip
· Include names, titles, building and room number for each staff member involved with travel package.
· Initial each line as travel order is routed.
· ‘From’ section should indicate Administrative Officer’s name, building, room, and phone number, not the preparer’s name.
Completed Travel Package
· Includes the documentation outlined above.
· Do not include internal working papers, travel request form, unrelated e-mails, flight itineraries, hotel reservation forms, registration forms, per diem computations.
· DO include additional information about the meeting or event, e.g., agenda, brochure, or website information that supports travel order.
· Only original travel package is required; no copies.
Revised (Adjusted) Travel Order
· Revisions that increase NCI expenses require new signatures on the revised travel order and accompanying 348.
· 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 348 and is generally used only when offered as part of a bona fide award (see #2 on Traveler Certification Checklist)
