Required Use of Gov’t Travel Mgmt. Center for Sponsored Travel
March 15, 2004
From:  Anne Rogerson
NCI Travel Coordinator
Office of Administrative Operations, OM
Building 31/Room 11A35
Phone: 301-496-5802
Fax: 301-496-6005
E-mail: rogersoa@mail.nih.gov 
Even when the travel is sponsored, travelers may not purchase their own tickets unless the exception below is applicable.  
FTR 301-73.102 provides that NIH travelers must use the travel management system in place at NIH, i.e., a TMC (Omega), to arrange for common carrier transportation, lodging, and rental car services.  This should occur for all "In Cash" sponsored travel transactions.  For "In Kind" sponsored travel transactions, a traveler may obtain services via the Sponsoring Organization but those services must be in compliance with the regulations provided in 41 CFR 304-1 and the policies and procedures contained in the travel regulations.

EXCEPTION:  The only exception is when an organization, association, society, etc., in connection with the traveler's attendance at an event, has negotiated airline tickets with another travel agency and the traveler is instructed to contact either the entity or the travel agency to obtain the ticket.  If this is the case, a note should be made on the travel order to explain why the ticket is coded as Sponsored Reimbursable.

