Instructions for Notification of Foreign Travel (NFT) Form
Logon Procedures
The DHHS Notification of Foreign Travel (NFT) database is a web-based system used HHS-wide.  NFTs are required for travel to all foreign countries including Canada and Mexico.  NFTs are not required for Hawaii, Alaska and the US possessions such as Guam, Puerto Rico, Virgin Islands, etc.

NFTs must be entered at least 35 days prior to the traveler(s departure date.

To log on to the system go to http://ogha.psc.gov/ogha/.  It is recommended that you bookmark this web site.  The system only works with Internet Explorer.  No user IDs or passwords are needed to enter an NFT.

To enter an NFT, click on (NFT Form( from the main menu.  

To view NFTs or drafts previously entered by the Preparer, click on the (NFT Progress Login( from the main menu. 

Username = Preparer(s complete e-mail address (example: rogersoa@mail.nih.gov)

Password = PREPARER (must use all CAPS)

The progress of the NFT can be tracked through the (NFT Progress Login.(  Each Preparer has several bins - Disapproved/Cancelled Bin, Approved Bin, Awaiting Approval Bin, Notification Bin, Draft Bin, and  Confirm Trip and Upload Report Bin. 

Definition of Approval Levels

CIO = NCI Approving Official (Anne Rogerson)

Agency = Fogarty

OIA = Office of International Affairs, DHHS

Questions can be directed to Anne Rogerson at 301-496-5802 or the NFT Help Desk at 301-443-1177.
Instructions for Notification of Foreign Travel (NFT) Form
Data Entry
Travelers' Information Section 

Up to 6 travelers may use the same NFT, if the travelers have identical information for organization, dates of travel, destination(s), and reason(s) for travel. 

Last Name: Enter the last name of the traveler. 

First Name: Enter the first name of the traveler. 

Middle Initial: Enter the middle initial of the traveler (optional field). 

Degree: Enter the abbreviation for the highest degree of the traveler. 

Title: Enter the traveler's title, e.g. Assistant Director, Deputy Director, Medical Officer, Investigator, Biologist, Program Analyst, Senior Scientist, Visiting Fellow, Veterinarian, etc. 

SES, ASG, or Schedule C: Is the traveler Senior Executive Service (SES), Assistant Surgeon General (ASG), Schedule C, or equivalent?  Select either Yes or No.

Phone Number: Enter the traveler's office phone number. 

Email: Enter the traveler's e-mail address.  E-mail addresses can be found at the following website:  http://directory.nih.gov/.  

Organization/Trip Information Section 
Has the Country Clearance Cable been Prepared?  Select (Yes(.

HHS/OS Advance Clearance required: Select (No(. 

Agency: A drop down list is provided.  Select (NIH(. 

Center/Institute/Office/Bureau:  A drop down list corresponding to the Agency selected (NIH) is provided.  Select (NCI(.

Division: Leave this block blank.

Additional Organizational Description: Enter additional information about the traveler(s)' organizational affiliation, e.g., the traveler's division, branch, laboratory, section (optional field).

Agency Tracking Code: Leave this block blank.

City: Enter the traveler(s office duty station, e.g., Bethesda, Rockville, Frederick. 

State: A drop down list is provided.  Select (MD(.  If you type an (M( in the block, it will bring up MA, then you can select the next state, MD. 

Preparer's Name: Enter the NFT Preparer(s name.

Preparer's Telephone Number: Enter the NFT Preparer(s phone number.

Preparer's Email Address: Enter the NFT Preparer(s e-mail address.

Trip Departure Date: This is the date of departure from the U.S. office city/location.  Please use drop down lists to specify month, day, and year.  

Trip Return Date: This is the date the traveler is expected to return to the U.S. office city/location.  This does not mean date of return to the office.  Please use drop down lists to specify month, day, and year.  

Late Justification: Provide an explanation when the NFT is being submitted less than 35 days prior to the departure date.  

Destination Information Section
International Emergency Contact Information: For each destination, state how the traveler can be contacted.  Provide the meeting name.  Include host and hotel contact information (name, address, phone number).  Please be as complete as possible.  Most important is the hotel, so if arrangements haven't been made when you submit the NFT, please include a note in this block indicating such.  As soon as the hotel arrangements are known, send Anne Rogerson the information through e-mail so she can inform Fogarty.

There are six travel destination rows available. For each destination, the city, country, arrival date, and departure date must be completed.  Note that most international travel involves only one destination, with only one row of destination information to be completed. However, this form accommodates multiple destinations (different cities) on the same trip. Note that cities where flight connections are made are NOT to be included as a destination, unless an overnight layover will occur in that city. 

City: Enter the name of the city traveled to, e.g., Rome, Paris, London, etc. 

Country: There is a drop down list for your convenience. By entering the first letter of the country, you will get closer to the name of the country than having to scroll through the whole list.

Per Diem Rate: Leave this block blank. 

Arrival Date: Enter the date that the traveler arrives in the destination city.  For example, if the Trip Departure Date from the US is October 1 and the traveler doesn(t arrive in London, England until October 2, then enter October 2 in this block.  Please use drop down lists to specify month, day, and year. 

Departure Date: Enter the date that the traveler departs the destination city either to return to the US or to travel to another destination city.  Please use drop down lists to specify month, day, and year. 

Reason for Travel Section
All time during the overall trip must be accounted for (i.e., as either official duty or leave time including personal weekends).  Annual leave between the trip's date of departure and return must be accounted for.  If the leave occurs at the destination of the official business, include the number of days in the Explanation box (see below).  If the leave occurs at a different destination, it must be accounted for as a separate destination and purpose.

There are six sections available to describe reasons for travel, corresponding to the six available travel destinations on a particular trip.  For each destination that you have listed above, complete the following information: 

Purpose: A drop down list is provided.  Annual leave and layover can also be selected as a purpose. 

Area of Activity and Additional Area of Activity: For each destination, two area of activity fields are available. In general, these reflect the specific topical area that the traveler will address during the trip, e.g., cancer/malignancies, genetics, immunology, HIV/AIDS, etc.  Enter the primary area of activity that applies to the trip.  An extensive drop down list is provided.  An additional area of activity may be used to further categorize the reason for the trip, but is not necessary. For most NCI travel, you will cite (cancer/malignancies( as the area of activity.  By typing a (C( in that block, it will bring up (cancer/malignancies(. 

If the traveler goes to a different destination where a flight connection is to be made and only involves a layover, indicate layover as the area of activity.  If the city is where annual leave is being taken and is a different city than was visited for official business, indicate annual leave as the area of activity.

Explanation: A text box area is provided to describe in greater detail the reason for travel to each destination.  For travel to meetings, give the name and sponsor of the meeting and if a presentation is being made, include the title of the presentation.  For travel to site visits or for collaborative research, describe the projects and provide names of the principal contacts.  Please do not use any abbreviations.  If annual leave, including personal weekends, is being taken at the destination, note the period of leave in the Explanation block.

Funding Information Section
Up to three separate sources of funding are available for each trip. Most international travel involves just one source of funding.  However, at times, trips may be supported by funds from two or more different sources. For each source of funding, please complete the following: 

Funding Source: Enter the source of funds for the entire trip, not for each destination. A drop down list is provided.  The first funding source should be identified as NIH.  If there are additional funding sources, select the appropriate source, for example Foreign, Industry, PVO/NGO (Private Organization/Non Government Organization), University, WHO-Regional Office, etc. 

Detailed Funding Information: This block should not be completed when the source of funding is NIH.  For other sources, this block allows you to specify the name of the actual organization providing the sponsored funding. 

Amount: Enter the amount of funds from each funding source, not for each destination.  Round all costs to the nearest dollar.

Total Funding for Trip: This is a calculated field. No entry is required. 

Cost Information Section
There are six sections available for each traveler, not destination.  Round all costs to the nearest dollar.  For each traveler, please complete the following: 

Air Fare: Enter the total air fare. 

Per Diem: Calculate the total per diem for the entire trip (include all destinations in your calculation).

Other: Enter the total of any miscellaneous costs in this field such as ground transportation, registration. 

Grand Total: This is a calculated field.  No entry is required.  NOTE:  The Grand Total block should match the Total Funding for Trip block. 

Business Class: Select (Yes( or (No( to indicate whether business class will be used for any travel reported via this NFT.  If the answer is (Yes(, explain in the space provided. 

Submit Form 
Press the (SUBMIT NFT( button to submit your NFT to the IC Approving Official (Anne Rogerson) or choose (SAVE AS DRAFT( to save the NFT if you are waiting for information to complete the NFT.

If you are working on a saved draft, you first have to UPDATE the NFT and make the changes.  Then go back into the NFT through the VIEW mode to submit the NFT to the IC Approving Official.

Print Form 
The PRINT button provides a printable advance copy of the NFT form.  Once you print the document, be sure to return to the NFT form by hitting the BACK key on the web browser, otherwise you will lose the NFT document.

Changes or Cancellations
Send any changes or cancellations for NFTs through e-mail to Anne Rogerson.

