Instructions for Notification of Foreign Travel (NFT) Form
Confirm Trip and Upload Trip Report
Confirmation of NFT
NFT Preparers must confirm trips once their travelers have returned from travel. Once a traveler has returned, the NFT form that you prepared automatically moves to the Confirm Trip and Upload Report Bin and requires confirmation of the trip data.  This Bin is the last bin on the screen and that is where the NFT is updated (if necessary) and trip data such as dates, destinations, costs, sponsors, etc., is confirmed or corrected.  

To confirm a trip:

Go to http://ogha.psc.gov/ogha/.  Click on NFT Progress Login.  

Your username is your email address and the password is PREPARER.  Once you're logged in, go to the bottom bin called Confirm Trip and Upload Report Bin.  If there are trips for you to confirm -- click on CONFIRM TRIP/SAVE REPORT next to the traveler's name.  

Review information for the trip.  If correct, click on the CONFIRM NFT button.  If you need to make changes, make them and then click on CONFIRM NFT.  

If the trip did not take place, click on the VIEW button next to the traveler's name.  At the bottom of the form, click on the CANCEL TRIP button.  The NFT will be deleted from the system.

Submission of Trip Report 

Chapter 6-00, International Travel, states that "HHS travelers on official international travel are required to forward a copy of their trip reports to the OGHA through the NFT (Notification of Foreign Travel) System within two (2) weeks following their return to the United States."  It further states, each traveler is required "to prepare a brief written report of the significant aspects and results of his or her trip, including a summary of the extent to which the purpose(s) of the trip was achieved."  Prior to June 10, NIH had been exempted from submitting trip reports. 

Prior to going into the NFT Website, prepare the trip report in Microsoft Word and save it as a .PDF file.  Be sure to remember in which directory and folder you have saved the report.

After confirming the NFT following the instructions above and you hit the CONFIRM NFT button, you will be put into the trip report screen.  

To file a trip report:

Check the box next to the traveler's name.  

In the REPORT DESCRIPTION text box, type "n/a" or (see attached report.(
Click on the BROWSE button and find the .PDF file for the trip report you prepared and previously saved in one of your folders.  Double click on the file name.  It should now be listed in the text box next to the browse button.  

Finally, click on the SUBMIT button.  After the NFT is confirmed and the trip report is submitted, the NFT will disappear from the Confirm Trip and Upload Report Bin.

