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TRAVEL POLICY FOR SPONSORED PROGRAMS
Definition:

This policy applies to anyone who incurs travel expenses that will be charged to a BMC grant.

Travelers may be reimbursed one of two ways: either via per diem request or via reimbursement for actual receipts submitted.  A traveler may not use both per diem request and actual reimbursements.

Purpose:

To provide assistance to employees throughout the sponsored program related travel process by providing clear and consistent guidelines and policies.  To ensure proper documentation is obtained in accordance with internal and external guidelines, regulations (IRS, granting agencies, etc).  To set standards for employees to make provisions for transportation, accommodations and related expenditures efficiently and in a reasonable and cost-effective manner.
Guiding Regulations:

41 C.F.R. §§ 300 – 304 (Federal Travel Regulations)
Policy:
Boston Medical Center (BMC) will reimburse the appropriate individual for all sponsored program travel expenses where appropriate.  For all sponsored program travel, the Principal Investigator (PI) and the Grants Administration Office must approve the expense reimbursement.  The Associate Director of Grants Administration must approve all PI travel reimbursements.

Meeting Registration Reimbursement:
A. Meeting registration can be reimbursed for the actual cost after meeting has taken place.  The following three forms must be submitted to Grants Administration for approval:

a. Copy of meeting flyer

b. E-Requisition

c. Proof of Payment

B. If you do not attend the meeting you must reimburse the sponsored program account.
C. If you want to be reimbursed prior to the meeting taking place, you may get reimbursed from a non sponsored account.  After the meeting takes place, please provide the documentation listed in Section A (a-c) above, along with a cost transfer form.  Grants Administration will prepare the journal entry to charge the sponsored account and credit the non sponsored account.

Per Diem Request:
D. Per Diems must be requested prior to travel, no more then three weeks.  Per Diems will cover cost of hotel, meals and incidental costs.  The following three forms must be submitted to Associate, Director, Post Award for approval:

a. Per Diem Request Form

b. E-Requisition ~ Invoice # must say PER DIEM
c. Copy of meeting flyer if applicable

E. Upon return of the trip, you must complete and send in the “Travel Per Diem Return Form” to Associate Director, Post Award within 10 days.  If this form is not received within 10 days upon return of trip, the per diem expense will be considered “unallowable” and will be removed from the grant and charged to your department cost center.
F. If you do not attend the meeting you must reimburse the sponsored program account.
Reimbursement via actual receipts submitted:
G. Reimbursement will be made for the actual cost upon return of the trip.  Requests must be sent to Grants Administration for approval and should include the following documentation:

a. E-Requisition

b. Original and itemized receipts (including restaurant and hotel bill) regardless of amount
c. NO itemized receipts = NO reimbursement… NO EXCEPTIONS

d. Copy of meeting flyer

e. Print out of Currency Exchange Rate if applicable 

f. If one person pays for a group, indicate on receipt names of additional attendees.  Only one person should get reimbursed for total amount.

H. Travelers will NOT be reimbursed for the following miscellaneous expenses (including, but not necessarily limited to): 

a. Alcohol

b. Payments made for contracted services or commodities covered under purchasing policies (Purchasing Department).
c. Personal telephone calls (except those of short duration while traveling)
d. Personal entertainment and all other items of a personal nature
e. Expenses related to personal/vacation days while on a business trip
f. Laundry and dry cleaning during business travel of less than 7 days
g. Fines and penalties
h. Parking tickets, traffic tickets, or any other motor vehicle violations
i. Any item appearing unreasonable in nature or amount
j. Annual fees for credit cards 
k. Corporate credit card delinquency fees and finance charges 
l. Rental of cellular phones or usage with rental car
m. Auto/Air/Rail Club memberships
Personal Car Use Reimbursement

I. The use of a privately owned vehicle for Sponsored Program travel purposes is authorized when it is cost effective.  Employees will be reimbursed at the current Internal Revenue Service rate per mile, plus properly documented parking fees and tolls. The IRS per-mile rate covers the total cost of operating an automobile for local travel or transportation away from home, including such items as gasoline, oil, maintenance, repairs, etc. The total expense reported for transportation using a personal vehicle may not exceed the equivalent allowable economy airfare.  The website for the federal service rate per mile can be found at:  http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentType=GSA_BASIC&contentId=9646
Airfare
J. Airfare is reimbursed for economy travel only.  

K. For those flying using federal funds, grantees must comply with the Fly America Act requirement that U.S. flag air carriers be used by domestic grantees to the maximum extent possible when commercial air transportation is the means of travel between the United States and a foreign country or between foreign countries. This requirement must not be influenced by factors of cost, convenience, or personal travel preference. The cost of travel under a ticket issued by a U.S. flag air carrier that leases space on a foreign air carrier under a code-sharing agreement is allowable if the purchase is in accordance with GSA regulations on U.S. flag air carriers and code shares. (A code-sharing agreement is an arrangement between a U.S. flag carrier and a foreign air carrier in which the U.S. flag carrier provides passenger service on the foreign air carrier’s regularly scheduled commercial flights.) Certain limited exceptions to the general rule requiring use of U.S. carriers can be found in § 301-10.136, -10.137, and -10.138 of the Federal Travel Regulation (FTR). Note that applying for an exception will require the submission of additional documentation, explained in further detail in the FTR, available at:
http://www.gsa.gov/gsa/cm_attachments/GSA_DOCUMENT/110304_FTR_R2QA53_0Z5RDZ-i34K-pR.pdf. (link last accessed May 11, 2010)
L. When using sponsored funds, airfare will be reimbursed for the actual cost upon return from the trip.  The following four pieces of travel documentation must be submitted to Grants Administration for approval:

a. Copy of meeting flyer

b. E-Requisition

c. Proof of Payment

d. Boarding Pass; If not provided, written request for approval of reimbursement to Associate Director
e. Reimbursement for first bag with reciept

M. If you want to be reimbursed for air travel prior to the return of the trip, you may get reimbursed from a non sponsored account.  Upon return of the trip, please provide the documentation listed in Section J (a-d) above, along with a cost transfer form.  Grants Administration will prepare the journal entry to charge the sponsored account and credit the non sponsored account.

N. Not allowable: Excess baggage charges, flight changes, air travel class upgrade, travel protection plan, or replacement cost of lost baggage and its contents.  
O. Ground Transportation (taxi cabs, etc) will be reimbursed with original receipts.
Approval Process:
P. Grants Administration will review and approve accurate E-Requisition within 48 hours.

Q. Accounts Payable will cut check no later then seven days after the receipt of the accurate paperwork.

Exceptions to this policy
Any hospital or donor restricted 065xxxx account.
Excerpts from Federal  Travel Regulation:


§301-10.136  What exceptions to the Fly America Act requirements apply when I travel between the United States and another country?

The exceptions are:

(a) If a U.S. flag air carrier offers nonstop or direct service (no aircraft change) from your origin to your destination, you must use the U.S. flag air carrier service unless such use would extend your travel time, including delay at origin, by 24 hours or more.

(b) If a U.S. flag air carrier does not offer nonstop or direct service (no aircraft change) between your origin and your destination, you must use a U.S. flag air carrier on every portion of the route where it provides service unless, when compared to using a foreign air carrier, such use would:

(1) Increase the number of aircraft changes you must make outside of the U.S. by 2 or more; or

(2) Extend your travel time by at least 6 hours or more; or

(3) Require a connecting time of 4 hours or more at an overseas interchange point.

§301-10.137  What exceptions to the Fly America Act requirements apply when I travel solely 

outside the United States, and a U.S. flag air carrier provides service between my origin and my 
destination?

You must always use a U.S. flag carrier for such travel, unless, when compared to using a foreign air carrier, such use would:

(a) Increase the number of aircraft changes you must make en route by 2 or more; or

(b) Extend your travel time by 6 hours or more; or

(c) Require a connecting time of 4 hours or more at an overseas interchange point.







