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Travel
Purpose: VACREF's purpose is to facilitate VA research and education, in particular VA-approved research and education programs at the VA Connecticut Healthcare System (VACHS).  Relevant travel expenditures help accomplish the purpose.  Accordingly, funds donated to and accepted by VACREF may be used to reimburse travel expenses associated with furthering VA research and education activities.

Acceptable Travel: Travel to research meetings of clinical specialty societies, research societies, national and international general clinical groups (e.g., AMA, WHO) the primary goals of which are to further medical knowledge, research, public health and/or education is acceptable when the proposed travel has a demonstrable VA research relevance or is related to an approved staff or patient education activity.  Travel by Board Members or others designated by the Board to meetings relevant to VACREF business (e.g. meeting sponsored by NAVREF) are acceptable.
Approval Authority: Approval of proposed VACREF travel funding requests will be the responsibility of VACREF administrators, with the final authority for interpretation residing with the president or other officer.  Exceptions to stated policy may be made only by the designated authority or the board of directors.

Research and Education Relevance: It is the responsibility of the traveler to submit adequate documentation to justify a research, education or VACREF related purpose. If the travel is strictly for educational purposes, it must be documented as being work related instruction to improve performance of current duties; maintain or increase specialized proficiencies; or expand understanding of advances or changes in patient care, technology and health care administration. 

Advance Payments: No cash advances or reimbursement of transportation tickets will be made prior to the date of the actual travel. All travel expenses must be paid by the traveler and will be promptly reimbursed upon completion of approved travel.  Exceptions to this policy may be made by the president of the board of directors or the executive director.  

If the board or executive director makes an exception to this policy and allows advance payment for travel, all expenditures must be documented and unsubstantiated amounts must be returned.  If the expenditures are not documented or if the excess amount is not returned, then these amounts will be considered taxable income and reported to the IRS as such. 

Payment of conference registration fees may be requested in advance. NPC checks for such registrations will be made out to the organization sponsoring the meeting, not the individual traveler.

Reimbursement: Expenses allowed will be the same as permitted by VACHS travel policies or by FedTraveler.com.
Receipts:  Original receipts are required for all expenditures of $75 or more unless otherwise specified.

Travel Status: VA employees traveling on VACREF funds may be on VA authorized absence, or on annual leave if the purpose of the travel is appropriate. 

Meals and Incidentals: Meals and incidentals will be reimbursed at the prevailing federal per diem rate for the destination city. No receipts are required for meals and incidentals.  Travel days will be reimbursed at 75% of the per diem rate.  

Hotel Charges: Travelers will be reimbursed for reasonable hotel room costs as determined by the meeting site and prevailing hotel rates. The original itemized hotel bill must be submitted with the reimbursement request. Reimbursement may be made for reasonable laundry and dry cleaning costs if the hotel stay is five nights or more.  In addition to telephone calls for VACREF related business, if the trip is for more than one night, reimbursement is permitted for a telephone call to the traveler’s home (but not more than an average of one call per day).  Internet connection charges may be reimbursed. 

Transportation: Maximum transportation reimbursement will be limited to the most reasonable method of travel, usually coach air fare. Use of private automobiles must be approved in advance by the executive director. When authorized, reimbursement will be made at the prevailing federal mileage reimbursement rate plus applicable tolls. In no case will reimbursement for use of private automobile exceed the coach air fare to the location in question. Actual odometer readings or MapQuest (or equivalent) mileage estimates will be required for reimbursement. 

Ground Transportation: Ground transportation will be reimbursed at cost.  Reimbursements are limited to travel to and from the city-of-departure airport/train station plus parking; from airport/train station to hotel, and hotel to airport/train station. A receipt is required for parking charges. After the traveler has arrived at the hotel, taxi cabs will not ordinarily be reimbursed (to go out for dinner, etc.). Because meeting hotels are generally within walking distance or provide free shuttle service to the conference site, any other cab fares requested will require a separate justification attached to the traveler's reimbursement request. These taxi exceptions will be reviewed and approved by the executive director on a case-by-case basis.

Use of a rental car may be authorized, but only if approved in advance by the executive director with valid justification.

VA Employees:  VA employees are responsible for accepting travel reimbursement in accordance with federal laws, regulations and VA policies regarding acceptance of non-federal travel support.  VA employees are also responsible for completing all forms required by VA and for obtaining VA approvals related to the travel.
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