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DATE:  July 10, 1997

ISSUING OFFICE:  OAM, EO
FOREIGN TRAVEL


TOPIC:

Foreign Traveltc \l2 "Foreign Travel
PURPOSE:

To provide information on the approval process for all ORS foreign travel requests.

REFERENCE:
(
NIH Manual, Chapter 1500, NIH Travel Handbook
(
NIH Manual, Chapter 1130, Travel No. 9, (Foreign Travel(  
POLICY:

All requests for foreign travel must be reviewed by the respective Division Director and the Executive Officer and approved by the Associate Director for Research Services (ADRS).

PROCEDURES:


A.
Employees must prepare a request memo (attachment 1) and attach a (Notification of Foreign Travel,( (attachment 2) and any annoucements or invitations related to the travel.  This package is then submitted to the employee(s immediate supervisor requesting foreign travel approval at least five weeks prior to the expected departure date.  This advance notice is required in order to meet established NIH deadlines.  The request memo should detail all pertinent information related to the travel. The (Notification of Foreign Travel( should include the date, traveler information, itinerary, amount and source of funding, and the pupose of the travel.  

B.
The employee(s immediate supervisor should initial the memo and submit it to the appropriate clearance officials as identified by the Division.  The final approval at the Division level is the Division Director who initials the memo and forwards it to the Executive Officer.

C.
The Executive Officer will review all foreign travel request packages and, upon approval,  initial them and forward to the ADRS for review and approval.

D.
In accordance with NIH Manual, Chapter 1130, Travel No. 9, the ADRS approves all foreign travel requests for ORS personnel including:  l) temporary duty travel of employees and Commissioned Officers; 2) travel of consultants, advisory council members, advisory committee members, private persons, etc.; 3) evacuation travel; 4) home leave travel; and 5) travel of dependents returning to the U.S. for educational purposes. 


E.
This authority is subject to the limitations included in  NIH Manual, Chapter 1130, Travel 
No. 9. 

QUESTIONS:  Contact your respective Administrative Officer.

All previous ORS policies inconsistent with the provisions of this ORS policy are superseded.


Attachment 1

TO:

Stephen A. Ficca

Associate Director for Research Services

Through:  Executive Officer, ORS      

     Director, DES     
     Chief, FPPB, DES     
FROM:
Fire Protection Engineer, FPPB, DES

SUBJECT:
Notification of Foreign Travel

The Fall Meeting of the National Fire Protection Association (NFPA), which usually convenes in the United States, will be held in Montreal, PQ, Canada, September 14-19.  Since current policies consider this to be foreign travel, this memorandum is to inform you of this event and provide a record for administrative proposes.

I have been a member of this association since 1970 and NIH has been an Organizational Member since 1984.  I am a member of several committees which write fire protection standards that are used by NIH.  One of these committees has prepared a revision to Alternative Approaches to Life Safety (NFPA 101M) and this standard is proposed for adoption by the association membership in Montreal.  Attendance at these meetings provides the primary means of keeping up-to-date on the changing field of fire protection.  The participation in these committee activities is part of my position description and is covered as part of my Employee Performance Plan.

Joseph M. Hart, P.E.

Attachments:

Notification of Foreign Travel Memorandum

Copy of NFPA Announcement

Approval:
                                                                      

                   
Stephen A. Ficca, ADRS



      Date

Disapproval:
                                                                      

                   
Stephen A. Ficca, ADRS



      Date


Attachment 2


NOTIFICATION OF FOREIGN TRAVEL

Date:
July 3, 1997

Traveler: (Name, Title, ICD, Telephone Number)SES or Equivalent      Non-SES   X  
Joseph M. Hart, P.E.

Fire Protection Engineer

Division of Engineering Services

Office of Research Services

301-496-XXXX

Itinerary: (Account for all time from departure date to return)
09/14/97
Depart Bethesda, MD

09/14/97
Arrive Montreal, PQ, Canada

09/19/97
Depart Montreal, PQ, Canada

09/19/97
Arrive Bethesda, MD

Amount and Source of Funding:

NIH:  Per Diem = $746.00; Airfare = $350.00; Other Transportation = $125.00

Purpose: (Describe purpose of travel to each city/state.  For meeting travel, give name and sponsor of meeting.  For site visits or collaborative research, describe projects and provide names of principal contacts.)

To attend the Fall Meeting of the National Fire Protection Association in Montreal, PQ, Canada on September 14 - 17, 1997.  Serving as a committee member for an NFPA Standard proposed for adoption by the membership.  This standard, 101M, is widely used by DHHS.  Attendee is also officially delegated to represent the Director, Division of Engineering Services, with the association.

Prepared by:                                                           
Telephone:                  
Clearance Initials: ICD(Optional)             FIC            OPHS/OIHR          OS          SES (only)



