Instructions for Approval of  Requests for Premium Class with Medical Justification
Forms/Guidance
To obtain approval for use of premium class based on medical need, complete Appendix 7 of NIH Manual 1500, which may be found here:    http://forms.nih.gov/adobe/travel/premapp7.PDF.  

Timeline

  In line w/ domestic trips, hospital/medical records and the corresponding request document (Appendix 7) are to be forwarded to the OMS at least 20 calendar days prior to the trip start date. Similarly, requests in line w/ foreign trips are to be forwarded to the OMS at least 45 calendar days prior to the trip start date.   Thus, should the OMS receive the requisite documentation for either a domestic or foreign trip, such that the request does not receive final approval by the DDM in a timely manner, you may jeopardize the employee's ability to obtain an upgraded seat via the Travel Management Center.

Procedure

Instruct the individuals to obtain their medical records which form the basis for requesting premium class/first class accommodations.  Complete the form and send to the Associate Director for Administrative Operations for signature.  If the request is a reapplication, attach a copy of their currently approved Appendix 7 form.  The approved form will be reviewed and returned to the sender.  At that point you or the individual can submit the form and medical records to OMS.

Record keeping

Omega will maintain a list of travelers approved for premium class/first class accommodations due to medical reasons.  If a traveler is not on that list prior to their first trip in the new calendar year, they will be unable to obtain premium class/first class tickets.
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