Official Travel File Documentation Requirements
March 4, 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 
NIH conducts a quarterly audit of travel card transactions and related travel program requirements.  In conjunction with these requirements and in the case of any other type of audit request, e.g., Congressional, HHS, etc., in support of each travel card transaction, the following documentation must be kept in each NCI program’s official travel files:

1)  Travel Authorization (TA) - The entire TA w/ all appropriate electronic signatures on the "Document History" screen.

2) Travel Voucher (TV) - The entire TV w/ all appropriate electronic signatures on the "Document History" screen.

3) Sponsored TA - In addition to the TA itself, you are to maintain, 1) the invitation letter; 2) Certification Checklist; 3) HHS-348

4) Sponsored TV - The entire TV w/ all appropriate electronic signatures on the "Document History" screen.

5) Other Accompanying Documentation:

        A. Actual Expense Allowance (either a separate memorandum or statement in Block No. 8   "Remarks" column of the TA or Block No. 13

"Comments" of the TV, if        post-approved)

        B. Conference Lodging Allowance (statement in Block No. 8 "Remarks" column of the TA)

        C. Use of Non-Contract Carrier (statement in Block No. 8 "Remarks" column of the TA or Block 13 "Comments" of the TV, if post-approved)

        D. Attendance at Non-Government Sponsored Meeting in Local Area (copy of HHS-99)

        E. Use of Foreign Flag Air Carrier (copy of NIH 2684)

        F. Use of Premium Class Common Carrier Accommodations (copy of Appendix 7 (medical reasons); or copy of Appendix 8 (non-medical reasons)

        NOTE: If Appendix 8 is completed for "Cost" reasons, include a copy of the HHS Cost Analysis Form

        G. Use of Cash in Excess of $100 (statement in Block No. 8 "Remarks" column of the TA or Block No. 13 "Comments" of the TV, if post-approved)

        H. Any other required documentation in line w/ our Travel Delegations of Authority, NIH Manual 1130 (statement in Block 8 "Remarks" column of the TA)

In all of the cases cited in No. 5 above, please remember to annotate Block 8 "Remarks" column by inserting an explanation/commentary that expands upon the pre-set statements.

6)  Required Receipts:

        A. Airfare

        B. Hotel

        C. Registration Fee

        D. Laundry/Dry Cleaning

        E. Any single expense over $75

        F. Other receipts required by HHS and/or NIH policy.

NOTE: 1) In the event, the IC Organization Administrator has adjusted the routing of a document for signature which normally would go to, e.g., an IC Division Director via the automated process, a hard copy w/ an original signature by the Division Director is to be retained in the files.  Example: For a foreign TA that is being routed to the IC Executive Officer for approval, a hard copy of the TA signed by the IC Division Director is acceptable for auditing purposes.  2) Electronic signatures on TVs must be obtained to the greatest extent possible.  In a situation where the non-NIH traveler resides in a domestic location, an original signed copy of the TV must be obtained.  In a situation where the non-NIH traveler resides in a foreign country, a faxed copy of the signed TV will suffice.

