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REIMBURSEMENT FOR TRAVEL IN CASH OR IN KIND

TOPIC:

Reimbursement for Travel In Cash or In Kindtc \l2 "Reimbursement for Travel In Cash or In Kind



PURPOSE:

To ensure that all ORS Divisions and the Offices of the Associate Director for Research Services are following the same procedures for requesting reimbursement of travel in cash or in kind.


REFERENCE:
(
NIH Manual Chapter 1961-9, (Reimbursement for Travel in Cash or in Kind(
(
Memo dated August 18, 1995, from Dr. Leamon Lee entitled (Reimbursement for Travel in Cash or in Kind (Sponsored Travel)(
(
Memo dated October 4, 1995, from ORS Executive Officer entitled (Reimbursement for Travel in Cash or in Kind(
POLICY:
HHS Travel Manual Chapter 1-70 defines Department policy for acceptance of cash or services in kind from non-Federal sources to defray travel or related expenses of employees of the Department.  There are two methods under which such cash or in kind reimbursement may be made.  The ORS policy shows the order of precedence for acceptance of reimbursement:

1.
Reimbursement in kind to the traveler.

2.
Reimbursement will normally be in cash to the appropriation from which the traveler is paid.

PROCEDURES:
A.
The successful application of the foregoing policy is dependent upon the correct and timely completion of a package which includes a Form HHS-348, Request and Approval for Acceptance of Payment of Travel Expenses in Cash or in Kind (sample attached); NIH Certification Checklist (illustration attached); Travel Order, Form HHS-1; letter of invitation; and any other required justifications.  (NOTE: The two HHS forms are available from NIH Supply and the checklist may be copied.)

B.
The original package should be prepared and routed through the Branch Chief, Division Administrative Officer, and Division Director for concurrence before sending to the ORS Executive Officer.  The entire completed and approved package must be received in the ORS Executive Office at least four weeks prior to commencement of travel.  The Executive Officer will review and forward the original package and three copies to the Associate Director for Research Services (ADRS) for approval.  Upon approval, the ADRS will forward the package (original and two copies) to the Associate Director for Administration, NIH (Building 1, Room 102) at least 15 calendar days prior to commencement of the proposed trip.
C.
When completing the HHS-348, Block 3 should clearly provide the organizational location of the traveler (to the Branch level) and an indication of whether the travel is extramural, intramural, or administrative.  Block 9 should be prepared for the signature of the Associate Director for Administration, NIH.

D.
The traveler and his/her supervisor must sign the certification checklist.

E.
The accompanying Travel Order, Form HHS-1, must provide an estimate for those expenses incurred by the employee subject to reimbursement by the sponsor and those expenses proposed for reimbursement to the employee by the Government.

F.
If the traveler intends to combine official business with personal travel, the travel order should clearly indicate the days on annual leave.

G.
The documentation of sponsored travel requests should be assembled as follows:

1.
Original Form HHS-348, with certification statement signed by the traveler and supervisor, and any required special justifications.

2.
Letter of invitation.

3.
The travel order.  (NOTE: A copy of associated travel order should be forwarded to the Accounting Section, Operations Accounting Branch (Building 31, Room B1B55) upon receipt of the approval of the Form HHS-348.

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

