ND All-Hands Travel Updates
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All travel funded and non-funded requires an approved Travel Authorization (TA). Contact your Admin for any travel you plan to take.

Foreign virtual conferences/workshops still require DOE approval prior to submitting a TA.

Hotels: the Travel Office can reserve your hotel room if requested (enter name of preferred hotel on TA form). Once you check-in at the front desk, present a personal credit card for all expenses.  If you use a booking site (hotels.com, booking.com, expedia.com, etc.), you will NOT be reimbursed for any booking/extra fees.  Before you leave/check out from the hotel, be sure to request an itemized receipt. Receipts without a breakdown of costs are not accepted.

Domestic Lodging:
Lodging taxes are not included in the Domestic lodging rate.  Therefore, use the before tax cost of lodging when comparing to the maximum allowed rate. Domestic rates can be found on the link below:

https://www.gsa.gov/travel/plan-book/per-diem-rates

Foreign Lodging:
Lodging taxes are included in the foreign lodging rate.  Therefore, use the lodging cost including taxes when comparing to the maximum allowed rate. Foreign rates can be found on the link below:

https://aoprals.state.gov/web920/per_diem.asp 

Lodging Justification:  When the average lodging rates are expected to exceed rates determined by the FTR, management approval is required before costs are incurred. The lodging justification must contain a detailed explanation of why the exception should be granted and must be approved by the division/section prior to travel.

Limos: West Suburban Limo charges can be direct billed to the lab, including tip. Direct bills require a travel code, if you are not sure where to find this ask your Admin. Be sure to get the pink copy of the receipt (even if it is direct billed). 

Meals: You will receive a daily per diem. No food/beverage receipts are ever needed.
· If any meals are included in a registration fee, list which ones. These will be deducted from the per diem for that day. 
· Receptions do not count as a dinner. 
· Coffee breaks do not count as a meal. 
· If a breakfast is included in the room rate, it will not be deducted.

Tips/Gratuities: Fermilab reimburses up to 15% for gratuity for transportation. Anything over 15% will not be reimbursed.  If you want to be reimbursed for a gratuity given on an Uber/r Lyft/etc., it must show on the receipt. 

Registration Fees: DO NOT pay for any registration fee until you receive an email from the Travel Office that says you can commit funds. You will not be reimbursed for a payment made before receiving approval. 

Rental cars: If a rental car is requested, a reasonable justification why you want it is required. You must explain why public transportation cannot be used. 

Tolls for rental cars: car renters be advised you should opt into the E-Toll Convenience Fee Program at the time of signing for car. Do not accept the “unlimited” toll charge option. Check before signing a contract. Renters should pay for the tolls and submit receipts for reimbursement.

Refueling rental cars: Do NOT return the car without fueling it. If you do, you will need to provide a justification why you didn’t. Only under extenuating circumstances, should a traveler elect to have the rental place charge for refueling. If the justification is denied, it will be deducted from the reimbursement.

· Refueling option for rental cars –Travelers are not to be reimbursed for purchasing pre-paid refueling options for rental cars. Travelers should refuel the rental vehicle prior to returning it to the rental agency, avoiding excess gasoline charges. Details explaining the circumstances must be emailed to the travel office at travel@fnal.gov to be considered for reimbursement.
· Travelers renting cars in foreign destinations who find it absolutely necessary to rent a GPS unit may seek reimbursement by providing proper justification for the use of GPS.
· The traveler is required to accept the car insurance provided by the rental agency while traveling in Asia, Africa and the Middle East.
· Costs incurred for personal use of the rented automobile will be charged to the employee.

Insurance for rental cars: Travelers should NEVER accept additional insurance on rental cars (exception: Asia, Middle East, and Africa where it’s required). These charges will not be reimbursed.

For more information and policies on Travel, visit Travel at Work  https://travel.fnal.gov/
It is the traveler’s responsibility to submit ALL receipts that he/she are seeking reimbursement for. Travelers should scan all receipts and send to their Admin via email (paper copies are no longer accepted). The Admin does not have the authority to make calls on your behalf for hotel and rental car receipts. 

The lab’s travel polices are to be followed regardless of potential cost savings.

