NIH Mandatory Timeline for Foreign Meeting Travel
OFM has developed a schedule that must be met for all international scientific and non-scientific meetings/conferences that appear on the FY2005 LAE List for NIH Domestic and Foreign Travel (attached).  This process does not apply to conferences held in domestic or non-foreign sites.  Ultimately, this information along w/ corresponding policy guidance will be published on line in NIH Manual Chapter 1500-16 "Scientific and Non-Scientific Conference Attendance Travel" (pending release).

MOST IMPORTANT:  For these international meetings/conferences that appear on the LAE list, if the NFT is not entered and forwarded to Fogarty (FIC) 35 days prior to departure, the traveler will not be permitted to attend the meeting.  It is critical that your travelers are aware of this requirement exceptions to attend after the 35 days will be rare.

NIH Scientific/Non-Scientific Conference International Travel Vetting Process

*       90-days prior to beginning of Fiscal Year:

1) NIH/OFM forwards the NIH International Travel Plan to OGHA  (international meetings/conferences are identified for the new fiscal year and the number of attendees will be provided to OFM by each IC).

*       45-days prior to the trip start date:

1) The FIC will provide OFM with a snapshot of the NFT requests that have been entered in the on-line system for a given meeting/conference.  FIC will forward to OGHA all NFTs as they are entered into the system.

2) OFM sends a reminder notice to the community that a) addresses the need to electronically submit the NFT request to the FIC 35 days prior to the trip start date in order to meet the HHS 30-day deadline; and b) mentions the originally projected attendance numbers.

*       35-days prior to the trip start date:

1)  ICs should have entered all NFTs into the on-line system and forwarded them to FIC by this time.

2) The FIC will provide the OFM with an updated snapshot of the NFT requests.

3) Should the snapshot indicate 75 or more in attendance for a particular event, OFM will issue a request to the ICs for travel information and cost data for each individual.

*       27-days prior to the trip start date:

1) OFM transmits final travel information and cost data for this list of 75 or more to the Corporate Travel Management Committee (CTMC) for review and possible adjustments.

2) Final travel information and cost data and NFT's must be entered on-line by the 27 day interval.

3) At this point, FIC will not accept any additional electronic NFT requests for the meeting.

*       24-days prior to the trip start date:

1) The CTMC completes its final review and takes appropriate action.  This could include consideration of any "stragglers" during the 3-day window in which the CTMC was conducting its review ("Straggler" notification must include proper justification for late submission and is to be sent to OFM).

2) Potentially, OFM would have to collect travel information and cost data on approved "stragglers".

3) The CTMC notifies OFM to forward the final travel attendance and cost data to the OGHA and the action is effected.

4) OFM distributes the list of final attendees and informs the community that no additional requests are to be entered in the on-line system.

5) FIC forwards a request for country cable clearance to OGHA and ultimately, Department of State.

*       17-days prior to the trip start date:

1) The NIH anticipates that the OGHA would be able to respond within a 7-day window with concerns, if any, on attendance to the event.

*       Unplanned Trips:

1) In the event that scientific or non-scientific opportunities arise that warrant unplanned NIH staff participation, NFTs would serve as an early warning system.  The FIC will keep the OFM apprised of any scenarios in which 15 or more requests are entered on-line for an international trip that does not appear on our International Travel Plan (LAE list).  OFM will contact the community to determine if the number of travelers would be expected to exceed 20 and thus would need to be included in the plan.

2) The IC community must also be attuned to Travel Authorizations and corresponding NFT requests being prepared in line with an international trip that does not appear on our International Travel Plan and report such trips to OFM.

*       Cancelled Plans:

1) Travelers who cancel plans to attend a meeting after submitting an NFT request must alert FIC and OFM as soon as possible.  Travel planners should alert me and I will forward the information on to FIC and OFM.
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