/S PDP

UN IVE RS ITY Professional Development Program
ATALBANY Rockefeller College

State University of New York

Travel Policy: LDSS LAN Administrators Training Conference
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LDSS Participants ONLY

You must complete a Travel Payment Request Form to obtain reimbursement for your travel
expenses to and from the training. Travel reimbursement packets will be distributed at the
training.

You are free to choose the mode of transportation. However, you must use the most
economical method of travel unless there are circumstances that would make this
unreasonable. If you choose to travel by a more expensive method of transportation when a
more economical method is available you will be reimbursed at the mileage rate of $.21 per
mile only. The cost of public transportation will be reimbursed at or below the cost of the
mileage reimbursement, whichever is lower. Rental cars or air travel can be considered if
deemed cost effective and are approved in advance.

If you drive a county car you will be reimbursed for tolls and parking only. No reimbursement
will be made for mileage, gas, or repairs.

Personal Car:

e If you drive 35 miles or less one-way you will not be reimbursed by The Research
Foundation of SUNY. Travel will be subject to your local district’'s reimbursement
policy.

e If you drive 36 _miles or more one-way you will be reimbursed by The Research
Foundation of SUNY at the rate of .21 cents per mile.

e The Research Foundation of SUNY will not reimburse for normal operating costs such
as gas, oil, maintenance, repairs or insurance.

Mileage is calculated from the main county office and will be reimbursed according to the
Mileage Reimbursement Chart included in the travel reimbursement packet. If you work at a
branch office, note any additional mileage on the Addendum to Travel Payment Request
Form. No reimbursement is made for mileage from home to the training site.

No reimbursement will be made for expenses without original receipts i.e., parking, taxi,
bus/train fares, tolls (or copy of EZ Pass statement). Original passenger receipts from bus
or train fares are required for reimbursement.

Original taxi receipts may include tips as long as they are not excessive.

Please use the chart on the Addendum to Travel Payment Request Form to note any travel
changes that occurred, i.e., mileage you incurred picking up carpoolers.

If your agency purchased tickets for you, please submit your original receipts to them.
Your agency must bill The Research Foundation of SUNY directly for the travel costs and
submit the original receipts with their bill. The Research Foundation of SUNY will not
reimburse the traveler when the agency purchased the tickets.
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Accommodation Policy: For LDSS Participants ONLY
2008 LDSS LAN Administrators Training Conference
October 15-17, 2008

Please note: The Fort William Henry hotel is a NON-SMOKING Property

You are eligible for an overnight stay on the night before training if the training begins at
9:00 AM. (or earlier) the following day and if you must travel 50 miles or more (or 1 %2
hours or more) one way.

The Research Foundation of SUNY will cover the cost of double room accommodations.

If you request a single room you are responsible for an additional cost per night
($45.00), paid to the hotel at check-in. A tax-exempt form from the county is required.

At check-in you must present a credit card to cover a mandatory deposit for your incidentals.
If you do not have a credit card you must present the hotel with a cash deposit in the amount
of $100.00. No exceptions. Itis NOT advised to use a debit card for this purpose.

The Research Foundation of SUNY will cover the cost of a single room in “odd-person-
out” situations (e.g., 13 males, 12 females) based on overnight occupancies from all
counties.

The hotel front desk staff are not authorized to make changes in your room assignment
without approval from The Research Foundation of SUNY.

e The conference will provide a continental breakfast for all conference participants both
mornings.

e Group Dinner Buffet on October 15" — 6pm-7:30pm.

e Lunch and Dinner on October 16th.

e Lunch on October 17th. Box Lunch to Go

Please note: Lunch will not be provided at the hotel on October 15". Participants

should eat prior to arrival at hotel.

Please indicate if each registered participant will or will not attend the lunch and dinner

meals by using the meal buttons on STARS.

During the training overnight participants are considered guests of the hotel and are
entitled to use the hotel facilities.

All non-room hotel expenses, such as telephone calls, will be your responsibility
and must be paid upon departure.
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