Sponsored Travel Documentation

-----Original Message-----

From: 
Wilson, Maureen (NIH/NCI)  

Sent:
Saturday, September 25, 2004 12:53 PM

To:
Yuspa, Stuart (NIH/NCI); Lowy, Douglas (NCI); Alexander, Richard (NIH/NCI); Helman, Lee (NIH/NCI); Wiltrout, Robert (NCI CCR OD); Wiltrout, Robert (NIH/NCI); Barrett, J. Carl (NIH/NCI); Greenwald, Peter (NIH/NCI); Doroshow, James (NIH/NCI); Singer, Dinah (NIH/NCI); Gray, Paulette (NIH/NCI); Croyle, Robert (NIH/NCI); Fraumeni, Joseph F. (NIH/NCI)

Cc:
Elizalde, David (NIH/NCI); Rogerson, Anne (NIH/NCI); Abbie Mimiko; Cheryl Lynn Nelson; Collette Bramwell; Cynthia Morgan; Elaine Hauschildt; Jodie Finneyfrock; Mary Gregg; Shari Wahlert

Subject:
I need your help-NCI needs your help!

Bear with me if this seems heavy handed and these statements don't apply equally to all the addressees on this e-mail.   We have a problem with our travel documentation.

I realize you really shouldn't have to be concerned with travel files--for that matter, neither should I.  However, failing a travel audit could result in NCI or NIH losing its travel delegation and we are headed down that road.  I have seen this happen and we have enough problems without having travel delegation pulled back to NIH or HHS.  Please take me seriously now if you never have before.

I am getting unreadable signatures or only initials  on route slips, anywhere on any page of the travel, only on the travel submission forms--you name it, I have seen it.  An auditor won't know who you are, can't decipher initials, and won't go searching for signatures anywhere other than where they should be.  If they are not in the right places, the document will not be authorized and the travel will be unauthorized as far as an auditor is concerned.   If you sign a document other than on line, we need a full signature accompanied by a legible (Printed, typed, stamped) version of your name, title, and the date you signed.

As the Assistant Director, NCI, with special travel delegation from NIH and not as the Ethics Officer, I review and approve sponsored travel for NCI.  I see only those documents not the larger volume of regular travel.  What I am seeing really gives me concern.  Here's are the specifics:

You are all delegated the authority to approve foreign travel. The delegation goes no further so you can't authorize your deputies to sign in your absence unless they separately are approved in writing for the appropriate travel delegation. With the exception of the deputies in CCR, a redelegation has not been made to my knowledge and staff other than delegated approvers have been authorizing foreign 348 sponsored travel. 

You also are supervisors and can recommend that travel be put in the system, certify as to your opinion an employee doesn't have a conflict of interest with an outside travel sponsor on the certification page of a 348, and you can recommend that a travel go forward as a 348 for my approval or a signature above mine.  
You can't approve a 348 sponsored travel-you don't have that delegation.  
I suddenly am finding, both online and in writing, a number of 348 documents that some of you appear to have approved.  If our folks leave without the right travel clearance, I am prohibited by law from certifying after the fact and can't fix it - this will cost NCI money.  We can't afford that so let's fix this problem.

My preference would be that you all sign foreign travel approval on line, however since that doesn't seem to be working for all of you, I need you to sign in the correct places and ask your staff to tag those for you.   If your staff can't do that for you, it is a performance problem that you have to address with them, not something I can fix from my office.

1. For foreign travel you sign the foreign travel order itself - either on line or in writing in block 9 of the travel order where it says AUTHORIZED BY…..  For a 348 sponsored travel you are the conditional approver on line, for a regular foreign travel you are the approver on line.  Someone should stamp  your name, title, and date it for you.  Signature here doesn't count for recommendation of a sponsored travel. 

2.  On the 348 sponsored travel page you sign in recommendation at #8    .  Someone should stamp  your name, title, and date it for you. Signature here doesn't count for authorization for foreign travel. 

   If you are both the foreign travel approver and are recommending a 348 go forward, you have to sign in both places for the travel documents to be valid.

3.  Please instruct the supervisors in your areas that they also need to recommend a 348 in the right place, block #8 with a signature accompanied by a legible name, title and date.

Anne Rogerson has circulated a desk guide relating to completion of travel multiple times and she will send it to travel contacts again following this e-mail.

As always, thank you for your responsiveness to NCI's needs

Maureen O. Wilson, Ph.D.

Assistant Director

Deputy Ethics Counselor

NCI, NIH, DHHS

31 Center Drive, Bldg. 31, Rm. 3A18

Bethesda, MD 20892-2440

P: 301-496-1148

F: 301-402-1508 

