Job Aid

Preparing a Request for Sponsored Travel (HHS 348)
Responsibilities
· The Traveler is responsible for providing information in a timely manner to his/her Travel Planner so that a complete Sponsored Travel Package can be assembled and submitted to the NCI Ethic’s Office 4 weeks prior to the departure date for both domestic and foreign travel.  This is a change from the two week lead time.  As most invitations (both domestic and foreign) are received several months prior to the event, travelers are requested to provide the invitation to the travel planner upon receipt so that, in the case of foreign travel, the 348 package can be prepared at the same time as the NFT is entered into the system.  This will ensure that the Ethics’ lead time is met and will greatly facilitate the timely review and clearance of the travel.  Note: The travel can always be cancelled if the traveler’s plans change.  The traveler is also responsible for certifying the sponsored travel order which includes the 348 Checklist.  The Checklist blocks are pre-filled; therefore, the traveler must take personal responsibility to review the Checklist and change any of the blocks that are incorrect.

· The Traveler’s Supervisor is responsible for signing the HHS-348 form and 348 Checklist.

· The Travel Planner is responsible for entering the travel order and ensuring that all the required documentation is assembled in the Sponsored Travel Package.  The Travel Planner is also responsible for preparing the travel voucher.

· The Administrative Officer is accountable for review of the Sponsored Travel Package, including review and conditional approval of the travel order, and ensuring that all signatures, titles, and dates have been obtained.  Note: The name of the signee must be printed or typed under the signature.  The Administrative Officer is also responsible for ensuring that the 4 week lead time is met.

· The NCI Travel Coordinator is responsible for determining the completeness of the travel order, that travel regulations have been followed, and responding to all travel-related issues.

· The NCI Ethics Office is responsible for authorizing the acceptability of non-federal funds.  They are not responsible for system entry problems, employee leave issues, AEAs or any other travel-related issues.

· The Assistant Director, NCI and other final signature authorities for sponsored travel are responsible for final travel clearance.  They are not responsible for system entry problems, employee leave issues, AEAs or any other travel-related issues. 

· The Traveler and Travel Planner share the responsibility of ensuring that the sponsor provides the correct reimbursement check to NCI.

General Guidance
· Sponsored travel requests must be submitted to the NCI Ethics Office at least 4 weeks prior to the date of travel or a late memo is required.  (See “Late Memo” below.)

· Do not solicit funding from sponsors.  This is a violation of federal regulations.  Travelers can only request approval for sponsored funds if offered.

· Do not include the following in the Sponsored Travel Package - internal working papers, travel request form, e-mails not dealing with the travel, Omega or other flight itineraries, hotel reservation forms, registration forms, per diem computations.  It is okay to include information about the meeting or event, e.g., agenda, brochure, or website information.

· Do not use multiple staples in the package.  Staple the entire package together once.  Send only the original package to the Ethics Office.  They do not require extra copies.

· If an appropriate individual is delegated to sign for someone else, type or hand print their name and title as well as the name and title of the person they are signing for.  If a supervisor is not available to sign the package, approval can only be delegated to the “acting supervisor” or the next higher level.

Assemble the Sponsored Travel Package as follows:
· Route Slip - In the TO section, include name, titles, building and room number.  Each line should be initialed as it makes its way through the routing.  In the FROM section, indicate the Administrative Officer’s name, building, room, and phone number, not the preparer’s name in order for the 348 package to be returned from the Ethics Office directly to the AO.

· HHS-348 Form - This form is automatically generated from the system when the traveler certifies the travel order.  In Block 8, type or clearly print the supervisor’s name and title and obtain the supervisor’s signature and the date signed.  The AO should return the package to the program for revision if all signatures, titles, and dates are not provided.  Block 9 should be left blank for Dr. Maureen Wilson’s signature.  Block 10 should be left blank and must be signed by the traveler upon completion of the travel.  Exception: The Ethics Office pre-reviews any 348 package that requires Dr. Rabson’s approval as supervisor and will be responsible for obtaining his signature on the program’s behalf in Block 8.

· 348 Checklist - This checklist is automatically generated from the system when the traveler certifies the travel order.  At the very bottom of the page, below the form number, type or clearly print the supervisor’s name and title and have the supervisor sign and date the form.

· Late Memo - If the package does not meet the 4 week lead time, a memo explaining the mitigating circumstances should be included with the 348 package.  Depending on the immediacy of the travel, the Ethics Office should be alerted to the problem to see if it’s feasible whether the 348 can be cleared in time.  If not, the program will have to prepare a regular travel order using program funds.

· Letter of Invitation(s) - The letter of invitation should clearly show who the sponsor is and should include a statement that “No federal funds are being used.”  If the letter does not include such a statement, or it is unclear who the sponsor is, the travel planner should call the contact person listed on the invitation to confirm 1) who is issuing the check and 2) that no US Federal Funds are being used for the travel.  A fax or email confirmation is acceptable if this isn’t stated in the letter of invitation.  In lieu of that, the planner should note on the invitation 1) the name of the person they spoke with and 2) the date of the conversation.  If the letter of invitation offers honorarium, the employee is responsible for putting a note on the invitation that “the honorarium has been declined.”  

· Justification for Spousal Travel - Include when appropriate.  This requires a separate 348 and is generally used only when offered as part of a bonafide award.

· Travel Order  

Description Block - Indicate what the traveler is doing while in travel status at each destination.  If the traveler is making a presentation, giving a speech, presenting an abstract or poster, the title must be included.

Expenses - Registration Fee - If the registration fee is in-kind or waived, the value of the registration fee still must be included as an expense.  In the Comments Block indicate if the registration fee covers lodging and/or meals.  Note: If an employee is attending or speaking and attending only one day of a multi-day meeting and registration does not include travel or lodging, no 348 is required.  A statement indicating that the employee is on official business must accompany the regular travel order.

Foreign Travel Approval - For those Division Directors and Deputy Division Directors who do not approve foreign travel online through the NBS system, the AO must indicate on the travel order in the Comments Block, the name of the foreign travel approver and the date of approval.  Include in the Sponsored Travel Package the document that the foreign travel approver has signed.

Revised (Adjusted) Travel Order - If a revision has been made to an unapproved travel order at the request of the Ethics Office, a copy of the revised travel order must be sent to the Ethics Office along with a note indicating the change made per the Ethics Office request.

Amended Travel Order - If an amendment to an approved travel order is being routed to the Ethics Office, the purpose of the amendment must be stated in the Comments Block.  

Notification of Foreign Travel - Information on the NFT such as description of travel, identity of sponsor, funding costs, and dates should match the travel order.
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