Travel Guidelines & Resources for LEPP/CHESS Travelers
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If you will be doing any Laboratory business travel, it is important that you read the following information as well as University Travel Policy 3.2:  http://www.policy.cornell.edu/CM_Images/Uploads/POL/vol3_2.html.
When planning a business trip, secure your supervisor’s approval and project manager’s approval prior to making any travel arrangements.  Then complete and submit a Trip Record Form prior to your departure.  This form can be obtained at the Newman or Wilson business office or on-line at:  http://www.lepp.cornell.edu/Resources/AdministrativeResources.html.
You will not be reimbursed for your trip if the Trip Record Form has not been submitted with all the appropriate signatures/approvals.
Airline Reservations:

When making air travel reservations, a department account can be direct charged if you use the Cornell Travel Office  http://travel.cornell.edu/ on-line air reservation system found at:  https://app2.outtask.com/default.asp?host=www.americanexpress.com .   The Newman business office staff can assist with the reservation request.  The final Air Travel Requisition needs to be prepared by Peggy Steenrod (pds5) at the Newman Business Office, or Sharon Peterson (sap16) at the Wilson Business Office. You will be asked to provide the travel office with one of their net IDs to accomplish this.
Be aware that our funding agreements require that all airfare (both foreign and domestic) be on a US Carrier.  Price does not play a factor in this requirement.  There are a few acceptable exceptions to this requirement.  They are detailed on the Foreign Flag Carrier Approval Exemption Certification Form
http://www.payments.cornell.edu/Travel_Forms.cfm.  The completed form must accompany any request for reimbursement of airfare using a foreign carrier.  
Tompkins Regional Airport Parking:

You can obtain Cornell’s parking discount for official business travel at the Tompkins Regional Airport by showing your Cornell ID at the parking booth, signing your name and recording your staff ID number on the parking stub.  (You are no longer required to present a pink Discount Voucher.)
Cash/Travel Advance:

Travelers should obtain cash for travel using their Corporate Diners Club card at an ATM.  A PIN number is required.  Call Diners Club Customer Service at 800-234-6377 to select your PIN.  Cornell will reimburse reasonable ATM fees when cash is required for University business travel.
For travelers who do not have a Diners Club Card, complete the travel advance form found at:  http://www.payments.cornell.edu/forms/cu_pay_traveladvance.pdf?CFID=4562690&CFTOKEN=15094647
Submit the completed form to the Wilson Business Office for processing.  It typically takes 10-12 days for processing.  Please plan accordingly, as we are unable to obtain checks sooner than this timeline.
Corporate Credit Cards:

If you will be a frequent business traveler and would prefer to use a Corporate Credit Card for expenses, please see Bill Franklin in 305 Wilson Lab for an application.  The card is billed directly to the individual (not to Cornell or to the Lab).  Note:  The Corporate Card does not eliminate the need to file a Travel Reimbursement.  It does, however, allow two billing cycles before interest is charged on a balance (providing the traveler with some time to incur expenses and file for reimbursement.)

International Travel:  

For the most up to date information, please see the University Travel Resources found at:  http://www.international.cornell.edu/topic/travel/ .   If foreign travel exceeds one week, the IRS requires evidence that business activities constituted at least 75% of the total time away from home.  The traveler should document the daily business activities.
Visa holders must contact the University’s International Students and Scholars Office to review any special requirements/situations that you need to be aware of and prepare for based on your visa status.  In the event there is a risk you may be detained when trying to re-enter the U.S., you need to plan accordingly, as the Laboratory will not pay salary to an employee who is detained beyond the business travel and/or approved vacation period.

Cornell has a Medical and Security Assistance Program for employees and students traveling abroad on university business.  The program is administered by International SOS.  Services include: medical and security evacuation, repatriation, access to SOS medical centers around the world, email alerts, personal travel locator, emergency records, and prompts about vaccinations and boosters.  The University bears all costs for this program, with no charge to the employee or student who use the services.  To reach the site, go to the Cornell Travel Resources page at www.international.cornell.edu/travel and click on International SOS in the body of the page or on Int’l SOS in the left sidebar.  The SOS page is a secure site so you will be directed through the Kerberos authentication process.  You won’t need to remember the membership number for this route, just your netID and password.

As long as you are on official university business, you are covered by the SOS program; no advance registration is required.  You will, however, need to carry a membership card with you at all times to access the services of International SOS.  You can print a membership card directly off the website, where you will also find more detailed information about the program.  Your travel itinerary will be entered into the system automatically if you purchase tickets through Cornell Travel or a participating local travel agency.  If your agent does not participate, you can enter your itinerary yourself along with emergency contacts and your personal medical information.  This information is held in a secure database, accessible only by you and the staff of International SOS (with your permission) in the event of an emergency.

You may be asked to show proof of this coverage when applying for a travel visa.  Contact the Office of Risk Management and Insurance at 277-1188.  They will draft the necessary documents and mail them to you.  Any questions that are not answered on the website should be directed to the Office of Risk Management at 277-1188.
Meals:  (There are two tracking methods)

1) Per Diem Method:

If this method is selected, it must apply to the entire trip.  The university will reimburse using the U.S. General Services Administration’s published list of per diem rates set by the federal government and available via a link on the Payments web site:  http://www.payments.cornell.edu/Per_Diem_Rates.cfm.  However, LEPP has established internal per diem caps, which are listed below.  The meal per diem rate includes meals, beverages, tips and taxes.

Domestic Travel:  LEPP will reimburse up to $45 per day, or the federal per diem (whichever is lower).

Foreign Travel:  LEPP will reimburse up to $120 per day, or the federal per diem (whichever is lower).

For the day of departure and day of return, the reimbursement rate is limited to 75% of the per diem rate for the location in which the traveler is most likely to incur the meal expense.

2) Receipts Method (actual expenses):

If this method is selected, it must apply to the entire trip.  The university will provide reimbursement for meals based upon original receipts.  Receipts such as credit card slips, cash register receipts, etc., should be provided for each meal for which you are seeking reimbursement, even for meals less than $25.
Registration Fees:

If there is a need to prepay a conference or workshop registration fee, please see Bill Franklin in 305 Wilson.  These expenses can usually be processed directly by the department, eliminating the need for reimbursement by the traveler.  Registration fees will not be processed without prior approvals from the supervisor and  respective project manager.
Rental Cars:

The university has a preferred supplier agreement that designates Hertz the primary vendor for all local, nationwide, and international rentals.  Therefore, you should use Hertz whenever possible.  NOTE:  (Our local airport Hertz agent honors all Cornell rates and coverage’s, but does not participate in the Hertz Gold Plan like at larger airports).  Enterprise has been designated as a secondary vendor for upstate New York.

When you rent from either of these companies, you’ll need the New York State Tax Exempt Certificate for in state rentals and the Corporate I.D. number for all rentals:



Hertz

17564



Enterprise
29A0069

By supplying the rental agent with the Corporate I.D. number you will be provided with Collision or Loss Damage Waiver (CDW or LDW) insurance at no additional cost for domestic rentals.  If you will not receive this coverage from the rental company, as in the case of some international rentals or a non-participating Hertz licensee, YOU MUST PURCHASE THIS COVERAGE.  This expense is reimbursable. NOTE:  For domestic rentals, Diners Club no longer provides primary coverage for CDW/LDW.

Liability Insurance protects you and the university against claims made by third parties, and is generally provided to you with the rental vehicle at no additional cost.  Ask if it is supplied.  If it is not, purchase only the basic liability coverage, rejecting any “additional” or “excess” coverage offered to you.  Basic liability coverage is a reimbursable expense, if not provided automatically.

Personal Accident Insurance (PAI) and Personal Effects Insurance (PEI) are not reimbursable. 

Partial Reimbursement:

If your expenses are partially covered by another organization, Cornell may accept copies of receipts in place of originals.  The voucher must include the name of the organization that is paying the partial reimbursement, what is being reimbursed, and the amount reimbursed from the other source.

When traveling within New York State remember that Cornell is exempt from state taxes.  Please obtain a NYS Tax Exempt Certificate Form from our business office staff prior to making any expenditure within New York State (lodging, meals, etc.).
Travel reimbursements should be submitted within 30 days of the completion of each trip.  If you are on extended work assignment, arrange to file expenses at least monthly.  Business expense reimbursements in excess of 6 months old require additional approvals.  The web based Travel Reimbursement System is at https://services.dfa.cornell.edu/travel/edittrip.  When completing your request please assign either kat34 (Kriss Eckenrode) or sap16 (Sharon Peterson) as “pay req preparer.”  Add clk5 (Connie Kastenhuber) and rlf2 (Bill Franklin) as “other reviewers” so that we can access your travel reimbursement request to assist with any questions you might have.    
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