ARI TRAVEL PROCEDURES



(Version 09/19/06)
No travel requests will be considered unless they are submitted according to the guidelines described in this memorandum with prior approval of the President or designee.

ARI may support domestic or foreign travel expenses of its investigators and/or staff to bona fide scientific meetings.  ARI investigators or staff must be on VA travel status or authorized absence to receive reimbursement for their travel expenses.  Travel Per Diem rates will follow VA Guidelines for Hotels and meals dependent on the city of travel for the current calendar year.   Please refer to www.gsa.gov for current per diem rates.  The President can grant a waiver above that amount up to 150% of cost when applied for with prior approval before travel commences.   Meals and Incidental Expenses will be paid according to the following table:

	When travel is
	Your allowance is

	More than 12 but less than 24 hours
	75 percent of the applicable M&IE rate.

	24 hours or more, on the day of departure
	75 percent of the applicable M&IE rate.

	24 hours or more, on full days of travel
	100 percent of the applicable M&IE rate.

	24 hours or more, on the last day of travel
	75 Percent of the applicable M&IE rate.


Maximum transportation reimbursement shall be limited to the equivalent direct coach fare by airplane, plus reasonable local ground transportation costs.  Travel and per diem costs for consultants may be paid with prior approval from the President.   A written justification including the benefits of the visit, qualifications of the consultant, and estimated expenses must be submitted to the President for approval prior to a commitment being made or the travel commencing.

An official Government passport is now required for VA employees traveling on official Government business to Canada and Mexico, as well as any foreign country.  The Department of State has informed Federal agencies that crossing the border into these countries and back into the United States now requires travelers to produce positive proof of citizenship.  For security reasons, additional scrutiny is being given to persons crossing the borders into these countries.  For the protection of VA employees traveling abroad on official Government business, an official Government passport is now required.

The State Department issues all official Government passports, and the Travel Policy Division, Office of Financial Policy (047GC3) has been delegated the authority to act as Passport Acceptance Agents for VA.  Because of the time required to process Official Government Passports, the Travel Policy Division must receive applications at least 30 days in advance of the departure date.

GUIDELINES FOR REQUESTING ARI TRAVEL:

 (NOTE:  Must be completed prior to departure)

 1.  Complete an ARI Travel Request Form, making certain that all information requested is provided.  This form is used to initiate the travel process and set aside the necessary funds.  
 2.  If traveler is a VA employee complete a VA Acceptance of Gifts and Donations Form making certain that all information and signatures requested are provided.  Not required for non-VA travelers.  

3.  If the traveler is a VA employee and not receiving VA travel orders, complete an SF71- Request for Authorized Absence, have it initialed by the traveler's service chief or care line leader, and attach it to this request.  If the traveler is a VA employee and receiving VA travel orders attach a copy of the approved travel request or official travel orders.  It should be noted that only an SF71 or copy of travel orders is required--not both.  Please note the attachments requested must be included with your package when submitted. 

4.  If the traveler is attending a meeting/course, attach a copy of the meeting/course program materials.  If the traveler is presenting at a meeting/course attach a copy of the abstract or invitation letter noting when approved by R&D.  

5.  Paper clip the Institute travel request form to the front of your VA Acceptance of Gifts and Donations package (if required) and have it delivered to the Executive Director of ARI.   The Executive Director will forward packages completed as described above for approval by the President of the ARI Board of Directors.  

6.  The original VA Acceptance of Gifts and Donations form and copy of the SF71 (if  required) will be maintained with the ARI Travel Request until reimbursement is requested. The traveler's timekeeper (if required) should keep the original SF71.   The requester for their records should maintain a copy of the approved VA Acceptance of Gifts and Donations form.  If the travel is not completed, a memo should be submitted to the ARI so these papers may be removed from our files.

GUIDELINES FOR REQUESTING TRAVEL REIMBURSEMENT

 1.  When the travel requested has been completed, an ARI Travel Reimbursement form should be completed.   Lodging, meal and incidental expenses may not exceed U.S. General Services Administration’s per diem rates as posted on their website.  VA Memorandum No. SL-04-07 dated May 24, 2006, states that original receipts are required for all transportation, lodging, and any single expense (excluding meals) in excess of $1.00.  These receipts must be attached to the reimbursement request.  Submit the completed ARI Travel Reimbursement form and required receipts to the Executive Director.

 2.  Upon receipt the Executive Director will review reimbursement requests to ensure they are completed correctly and necessary receipts have been included.  This information will be included with the original travel package maintained in the ARI files.  

3.  Any time a VA employee travels and is reimbursed by the ARI, the VISN 2 Fiscal Operations Travel Section will be notified.  They will verify that the employee was not reimbursed by both the VA and the ARI for the same trip.
