Research Related Travel

NOTE: Advanced Travel Authorizations must be fully approved prior to travel to be
reimbursed on sponsored projects. No exceptions.

Pl/traveler intends to travel 0 If Pl has active US Dept of Energy or NIH funding,
on/charged to Sponsored Research

a separate COIl Travel Disclosure must be submitted
upon return within the ODU Research Portal at

/\ https://hera.odurf.odu.edu/RFPortal/

Domestic Travel

Foreign Travel

I

All Pls/travelers must complete
the ODU travel registry at
https://travelregistry.odu.edu/login

Pl/traveler completes Sponsored Programs ATA Request
Form; traveler and direct supervisor signatures required.
https://researchfoundation.odu.edu/wp-
content/uploads/2024/02/ATARequestForm.pdf

@ ATA’s must have Pl signatures; delegate
signatures will not be accepted.

If Legacy ODU or One School of
Public Health Faculty

v

Pl sends ATA document (PDF)
request to their assigned SPA
Post- Award GCA or

rfawards@odu.edu

If VHS School of Medicine or If travel is on/charged to Research
Health Professions Faculty Foundation Research Discretionary Account
i Pl sends ATA document
Pl sends ATA document (PDF) (PDF) request to SPA
request to their assigned VHS Finance Research
SPA Post- Award GCA or Administrator at
RFHSCawards@odu.edu schampli@odu.edu

A 4

» GCA assigns ATA # <

/\

Domestic Travel

}

Foreign Travel

|

GCA confirms export control

Pl/traveler receives approved ATA
and is ready to travel

checklist on file, routes to the AVP
for Research Security & Export

-

Control (RSEC) for review/approval

Pl/traveler submits travel
reimbursement form upon return
from travel with all receipts attached
to rfreimburse@odu.edu

-

AVP for RSEC reviews and
approves/denies ATA

v

RF accounting reviews travel and
drops in GCA accounts payable folder

!

GCA reviews and approves travel for

processing

l 9 RF Executive Director will
If discuss any concerns with GCA,
approved | ATA form returned to GCA for SPA Director, AVP for RSEC,
ODU RF Executive Director VPR and/or ODU Risk
review and approve or deny ATA Management.
If If not approved due to the
e GCA will provide Pl/traveler with denied determined level Institutional
any travel awareness information that risk by all who have been
was received from SRRS. AVP for RSEC and RF consulted, AVP for RSEC and RF
Executive Director Executive Director will reach

Pl/Traveler receives reimbursement

out to the Pl directly to discuss.

communicate to Pl
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