
BUFFALO INSTITUTE FOR MEDICAL RESEARCH, INC.

TRAVEL POLICY

1. BIMR travel support is limited to purposes that are research related.  

2. VA Employees must complete the following before travel takes place:

· If VA Travel Orders are to be issued, attach a completed copy to this request.

· If VA Travel Orders are not being issued, please attach a copy of completed VA Form SF-71 requesting Authorized Absence (AA) signed by the Medical Center Director.  Please note, VA employee travelers will be granted one day of approved AA for each 1/10 VA appointment per annum.

· VA Form 10-0101B (VA Acceptance of Donations) must be completed. Estimate the amount of funding requested.  Supporting documents such as program or meeting brochures, invitation letters and abstracts to be presented should be attached to this form. Please provide a clear explanation of how this travel request is related to your research activities.

· Statement of Clinical Impact form signed by your Service Chief/Care Line Manager. 

· Completed travel forms will be reviewed by the BIMR Vice President for accuracy and appropriateness.  The original VA Form 10-0101B (along with attachments) is forwarded to the Chief of Staff and Medical Center Director for signature and then returned to the BIMR Vice President. A copy of the signed VA Form 10-0101B will be provided to the traveler.

· An official Government passport is now required for VA employees traveling on official Government business to Canada and Mexico.  Because of the time required to process this request, the Travel Policy Division must receive applications at least 30 days in advance of the departure date.  The PDF file is in this travel folder.
3. Non-VA Employees should refer to Guidelines for Travel Reimbursement (Section 4, below).

4.  Guidelines for Travel Reimbursement
All travelers must complete a BIMR Travel Reimbursement Form and submit it to the BIMR Administrative Assistant within five working days following the completion of travel. BIMR will refund all reasonable expenses incurred during approved travel if sufficient funds are available. Air travel cost should not exceed current full-coach fare. Should first class air travel be necessary, a written justification must be submitted with the completed Travel Reimbursement Form.  Original receipts for hotel expenses, registration fees, rental cars and the original passenger coupon from airline tickets or E-ticket must be attached to the Travel Reimbursement Form.  Please note, VA per diem rates for the specific city of destination will be used to determine meal allowances.  Current VA per diem rates are available online at:  www.policyworks.gov/org/main/mt/homepage/mtt/perdiem/travel.htm.

The column marked M&IE rate (b) lists the allowable daily rate for meals.  Reimbursement for lodging will not be based on VA locality rates but will require the submission of the original hotel receipt.

The completed Travel Reimbursement Form and attached receipts will be reviewed by the BIMR Vice President for accuracy and appropriateness.  A reimbursement check will then be issued directly to either the VA employee or non-VA employee traveler.  Please note, for VA employee travelers, the Vice President will complete Part IV of VA Form 10-0101B and forward a copy to the Education Center (141).

Sanjay Sethi, M.D.
President

Revised: January 11, 2010
