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Program Operation Staff Memo

NEW STAFF

Welcome to Catherine Allen:

Catherine Allen is the newest staff member to join the
DCP/IDCCPS ARC. She is an Administrative
Technician working with Vicky Schneider servicing the
ARP Program in DCCPS. Please stop by and say,
‘hello’ if you haven't already.

Procurement Deadlines .

Alice Cashman & Anne Garvey

The FY 20086 DCP/DCCPS ARC Acquisition Deadlines
appear below (and are attached). Please note that
complete packages must be submitted to your ARC by
the posted deadlines.
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TRAVEL

Changes to Foreign Travel Leave Policy by Alice

Cashman

On a pilot basis for the remainder of FY 2006, travelers
can now be authorized up to two days of annual leave
for each of three official international trips within a
given fiscal year. This is a change from the previous
policy allowing staff to take just two days annual leave
per year in conjunction with foreign travel. Please
remember that you are not allowed any leave on
Sponsored Travel.

Changes to the Omega Contract by Antoinette
Wills

HHS has moved forward with establishing a single
Travel Management Center (TMC) contract for ali of
HHS. This effort was based on the President's
Management Agenda and Is in direct alignment with
Federal Travel Regulations. The New Omega TMC
contract is effective May 15, 2006.

Significant changes:

There is such a wealth of information on the new
contract that we've atiached several slides for your
reading pleasure. Please make note of the foliowing
important changes. These are also summarized on a
pamphiet {last page):

The Divison of Travel and Transporiation Services
(DTTS) Role in this transition:
+ Administration of the HHS TMC Contract;
s DTTS will serve as the primary point of contact
for all of staff travel;
« Provide Question & Answer assistance.




TRAVE L {continued)

¢« New Contact Information and Hours for
Reservations (Refer to page 1 of the attachment)
o Please make note of the agent 1D code
that must be used when calling after
hours.
« New NIH Fee Structure (Page 2 of attachment)
+ Ticket Issuance and Receiving Credit for Unused
Tickets (Page 3 of attachment)
»  New Travel Process for Conference Planning
o Conference Planning will not be
available under the new contract.
Howaver, Omega will provide Non-
Government commeon carrier
fransportation via Records of Call
s NIH Travel Profiles (Pages 4-5 of attachment)
o Travelers are encouraged to create a
Travel Profile. Travel Planners can
provide assistance in this matter.
These profiles provide Omega with
traveler preferences for airlines,
airports, meals and most importantly
full contact information. When last
minute airline changes, Omega has a
better chance of informing the travelers
expeditiously when provided with
office, home and an alternate point of
contact’s phone number.

TRAVEL

More Changes with our Travel Management

Center by Anne Garvey

Unless otherwise requested, E-Tickets will be
issued by Omega 2 business days prior fo the
depariure date. If you have travelers who will be
away on business or personal leave and would
like their tickets issued earlier, please note this
on the fax or email that you send to Omega.

Paper tickets for Domestic Trave! will be mailed 7
business days prior to the departure date. A
malling fee of 54.50 by USPS and $8.50 by
FedEx apply in addition to usual TMC fees,

Paper tickets for International Travel wili be
mailed 14 business days prior to the departure
date. A mailing fee of $4.50 by USPS and $8.50
by FedEx apply in addition to usual TMC fees.

Sponsored Travel
348)

New Electronic Routing Procedures: by Anne
Garvey

(HHS-

When routing Sponsored Travel for approval, please
select Shari Wahlert as the Ethics Reviewer (for both
Domestic and Foreign Travel Authorlzations)
Continue to select Maureen Wilson as the Sponsored
Approver.

Ethics Website: by Eric Graves

Don't forget to make use of the Nk Ethic's Homepage:
http:/fethics.od.nih.gov/ This website contains a
wealth of information, policy updates, and most
importantly, electronic versions of the mandatory forms.

How to make International
Shipments by Eric Graves

There are two ways to send documents to Foreign
countries. If the shipment is nor time sensitive, use
the US Postal Service. If the shipment /s time
sensitive, use the NIH Shipping Office. Complete
form NIH 1884-1, attach this to the front of your
document, and call the NIH Shipping Office at 301]-
496-5921 for pickup. Delivery is within 2 days. You
cant download form NIH 1884-1 at
http:/fferms.cit.nih.gov/ (Hard Copy Attached)
Remember, sending International Shipments via
FedEx is an unauthorized procurement,

Do you have a topic you'd
like discussed at next
month’s ARC Briefing?
Please emai} Eric Graves at
eg79%c@nih. gov

Center

P.0.5.M. 2

PHONE TROUBLE?

Would you like to have training on the Merlin
Phone Systems?: by Eric Graves

Please email me [ eq79ef@nih.gov | if you think
you would henefit from training on the Merlin
Phone System. Topics would inciude Call
Forwarding, setting up Voice Mail Trees,
Conference calls, etc. If there’s enough interest,
we will establish a training session.

The DCP / PCCP Administrative Resource
{(ARC)

http://www.cancer.gov/prevention/arc/
(130 Executive Blvd Suite 3053
Rockville. Marvland 21044

Previous newsletters and ARC
Briefing presentations may be
downloaded on the DCP ARC
Website at:
www.cancer.gov/preveation/arce/




2006 DCP/DCCPS ARC Acquisition Deadlines

Please submit your FY06 requests to the ARC no later than:

Services

____Visa Card Purchases 9/8/2006
Professional Service Orders | 9/8/2008
___Interagency Agreement {DCCPS deadline only) 8/31/2006
Competilive/sole soyrce ar
Category Dollar Vaiue Posting/3 Quotes Deadlines
OPEN MARKET
Commercial Equipment, i - 0 competitlve synopsis with a
Supplies & Services*” $100,000-85 Milion ,.m_ separalely issued sollcitation 05/19/06
o g sole source > $500,000 06/08/06
G campetlgwe cgmbped 0B/30/06
. = synopsis/solicitation
E sole source < 500,000 07/07108
n a1}
Equipment, Supplies & O - o
Services™ §25,000-5100,000  |,_ °°”?F’Et"]'vf Symopsis with a 05/26/06
(Excludes Prinling Sewvices) O separalely issued solicitation
- < sole source 0B/16/06
o competitive comblned
- synopsis/solicitation 07711108
: compelitive combined
) PRINTING SERVICES $25,000-5100,000 synopsis/solicitation 08/02/06
Eq”'pmggrt\',iiggp"es & $10,000-$25,000 If 10 Day Posling Required 08/24/06
o If 3 Quotes Provided 08/25/06
Equipment, Supplies & ¥ with sole source andfor B
Services $2.500-510,000 competlitive quotes 08/29/06
Equipment, Supplies & $2,500 or less 09/01/06

GSA - FEDERAL SUPPLY SCHEDULE

GSA w/SOW = §100,000 PROCESSED BY NCI-OA

Contracts

Equipment & Supplies $2,500 - Max. Order Limit Solicitation & Evaluation Required 071’87!06 i
w/Salient Features Gt T
Services w/SOW $2,500 - Max. QOrder Limit Solicitation & Evalualion Required  * -D?/QTIEJS. L
Equipment & Supplies } . Review & Comparison of 3 or more
wic SOW $2,500 - Max Order Limit vendors 08/01/06
Equipment, Supplies & Other $2,500 or less 08/01/08
Services
Other Gov. Agency - UNIGOR, GPO, SEWP el _
Equipment, Supplies & All 08/24/06
Services
NGI Consolidated Support Al Task Orders 07112/06

NOTES:

Conferences where Light Refreshmenis or Meals will be provided MUST comply with NIH Policy 1160-1

NCI requires NIH 827-1 for off-campus funcllons,

“*ALL Open Market Rgmis >$25,000 - PLEASE DO NOT SOLICIT COMPETITION - MUST BE SYNOPSIZED




Changes in the Contract

Six significant changes

» DTTS Role in this transition
» Administration of the HHS TMC
Contract
> DTTS will serve as the primary point
of contact for all of staff travel
> Provide QA assistance

> New Contact Information for Reservations

Omega Toll Free Number : 1-800-419-2312
Fax Numbers: 1-866-657-0070

Email: nihmd@owt.net

Hours of Operation: M-F 7:30 a.m. to 9:00 p.m.
After hour emergency number: 1-866-651-0076
(Agent ID code: C-5GL-NIHSTAFF)




Changes in the Contract
» New NIH Fee Structure

Agent Assistance (Domestic air/rail) $21.45
Agent Assistance (International air/rail) $26.45
Emergency After-Hours $13.60 (In

addition to the base fees)

Agent Assistance for lodging/rental car $10.00
(Without a transportation request)

Agent Assistance for rail reservation $10.00

{No ticket is release. Only seat reservation is made. Ticket is paid by traveler at the train
station using a government charge card)

Paper delivery fee by U.S. Mail $4.50
Paper delivery fee by Airborne $8.50

Future Option: Self Service On-line Booking
$5.25

Note: Fee structure covers May 15 through November 11, 2006

2



Changes in the Contract

» Ticket
Issuance

» Traditional Methods, i.e., faxed request, emailed,
or call in
> e-tickets will be issued (2) full business days
prior to the start of the trip, unless otherwise
requested.

»Omega will issue and mail paper tickets (7)
full business days prior to the start of trip.

» Paper tickets for International travel will be
issued (14) business days prior to the start of
travel.

» Receiving Credit for Unused Tickets

» e-tickets: Omega will automatically submit a
refund request 30 days after the trip date for any
unused tickets but we encourage travelers to
contact Omega immediately for the refund.

» Paper tickets: Mail ticket back to National
Call Center, Attn: Refund Dept., 325 White
Street, Jacksonville, NC 28546. 3



Omega World Travel

NIH Travel
Profiles

» We encourage all travelers to create
a travel profile

Why?

> Travel profiles provide Omega with
the traveler’s preferences for airlines,
airports, meals and most importantly full
contact information.

» With last minute airline changes,
Omega has a better chance of informing
travelers expeditiously when provided
with office, home and an alternate point
of contact’s phone number.



Omega World Travel

How to Creale a
Travel Profile
Effective May 15, 2006

> Simply log onto www.hhstravel.com

> Click on NIH — The NIH Travel Website
will appear

» Click on Staff Travel

» Click on the blue button to login

> Click on new users for registration

» Once you entered your travel
preferences, remember to “Update
Record”

Reminder to all Travelers

Once a travelers profile has been updated,
it will take 24 hours before a travel agent
has access to view any changes made.

5
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Bethesda, Maryland 20892
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COMMERCIAL INVOICE

RECEIVER'S COMPLETE ADDRESS AND PHONE NUMBER

NUMBER OF PACKAGES AND DETAILED LISTING OF CONTENTS

(If biologics or chemicals, elc , note if infectious or harmiul to humans, dry ice, mililiters, kilograms, etc., If not, state as such )

COUNTRY OF ORIGIN: USA

COUNTRY OF ULTIMATE DESTINATION:

REASON FOR EXPORT: Medical Research Related Purposes

TOTAL COMMERCIAL VALUE:

l/we hereby certify that the information on this invoice is true and correct and that the contents of
this shipment are as stated above. l/we do hereby authorize the selected carrier to execute any
additional documents necessary for the export of goods described herein on my/our behalf.

Typed Name of Sender Tifle of Sender
Signature Date
NIH 1884-1 (12/89) White copy

Each copy must be signed with an original signature,



