TRAVEL/TRAINING CONTRACTOR GUIDANCE 
Requirements for travel/training/conferences that contractors must meet:

1) be training that is unique to NIH requirements

2) be training that the contractor requires to meet the fulfill the tasks for the position (i.e., you cannot send admin staff to Microsoft Word, Excel, etc., training as they should already have these skills when they are hired)

3) be training that is unique to the position (i.e., technology that changes so fast that the employee must be kept abreast of the new procedures.)

To establish an annual travel/training account provided and annual estimate on the task order or modify the task order via e-mail to FedSource.  
Following are procedures for travel/training for contractors:

1) All arrangements are made by the contractor to include airline reservations, hotel reservations, registration, etc.  

2) An advance of travel pay may be requested at least 3 weeks prior to the travel dates.

3) Reimbursement for the travel is made by the contract agency who will provide an expense report to the contractor along with instructions for completion.  Receipts are required for airline tickets, lodging, rental cars, registration fees, etc.  Reimbursement for travel is based on the Government Federal Travel Regulations and provides the Government per diem rate for meals.  Per diem rates may be found at www.gsa.gov.

	Contractor Information

	Contractor Name:
	     

	Job Title:
	     

	Lab/Branch:
	     

	NIMH referral:
	                                                                                                                Lab CAN:

	Course Information

	Course/Conference Title:
	     

	Dates:
	From:                                            To:      

	Total Cost:
(incl registration, travel, hotel, per diem, etc.)
	     

	Training Location:
	     

	Justification

	· This course will enhance further scientific research and allow for completion of current research protocols.
            (Explain in detail below)
· This course will enable contractor to become more productive by obtaining specified knowledge that will apply to various NIH projects.
             (Explain in detail below)
· Other

	Lab Approval

	 Signature
	Date
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