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This form captures IC-specific business information your Travel Planners will need to know when accessing and working with the NBS Travel System.  You may update this questionnaire with additional information as it becomes available for your IC.

	Topic
	IC-Specific Information

	When accessing the NIH Portal, my IC's users will select the following domain:
	

	My IC is/is not using the NBS Travel Request Form to submit a travel request
	

	How will the Travel Planner submit Non NIH-Affiliated Traveler information to the Organization Administrator so a Travel Profile will be created in the NBS Travel System?
	

	How will Non NIH-Affiliated Travelers submit their trip information to the Travel Planner so the travel order can be created?
	

	Will the IC be capturing Emergency Contact information on the Traveler Profile?
	

	My IC's Organization Administrators are:


	

	My IC’s Routing List includes the following different levels (e.g., Foreign Travel Approver, Sponsored Travel Approver, Cash Ticket Approver, etc.):
	

	My IC's Account Requestor, who is responsible for setting up all new user accounts, is:
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