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OALM Traveler Responsibilities
*Domestic Travel Regulations*
1. In order to go on official government travel, representing OALM and NIH the traveler has to engage in a discussion with his/her divisional supervisor/manager for approval. 
2. Once approval has been granted from the manager, travel will initiate a travel request form. (Please see appendix A). The traveler will fill out each component of the form, in its entirety, before it is submitted to his/her manager for approval. 
3. Once traveler manger/supervisor has approved the travel, the traveler will then submit the completed travel package (will all additional supporting documentation, which support the purpose of the trip/conference) to the approving Budget Official.  Documentation is, but not limited to, conference/training agenda, conference/training information, registration form, justifications, etc. 
4. Once the travel packet is completed, including all mandatory signatures, the traveler will then submit the travel package to their division travel planner. The travel package MUST be submitted to the planner TWO WEEKS before the scheduled domestic trip departure date, this will allow the planner a sufficient amount of time to input the trip into the GovTrip Travel System. 
5. If the traveler is going on a foreign travel then the traveler will complete steps 1-3. The traveler MUST submit their completed travel package to their division travel planner 9 WEEKS before the scheduled International trip departure date. 

