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  U.S. Department of Homeland Security

Summer Research Team Program 

for Minority Serving Institutions

Travel Reimbursement Information
Transportation expenses for travel actually performed will be paid.  You will be reimbursed for travel expenses, not to exceed $500, for one round-trip to the assigned DHS Center.  Travel arrangements will be based on the most direct and expeditious mode of transportation.  You must return the Travel Form below indicating your start and end dates, and travel preferences to ORISE by April 30, 2008. 
If you choose to travel by plane or train, ORISE will make travel arrangements and purchase the plane or train tickets for you.  You will have an opportunity to review your itinerary before the ticket is purchased.  Once you have given your approval, you will receive an e-ticket.  These fares will be prepaid by ORISE.  Your tickets are nonrefundable.  You are responsible for any non-emergency cost related to any changes made to the itinerary after the ticket has been issued.

If you plan to drive your personal vehicle, you will be reimbursed the current GSA personal vehicle mileage rate.  You must complete a Travel Certificate form to claim mileage reimbursement after the completion of the inbound and outbound portion of your trip.  The Travel Certificate Form will be e-mailed to you when we receive this Travel Form and be available at http://www.orau.gov/dhsfaculty, follow the link “Required Forms for Participants”. Travel Certificates must be returned to ORISE within seven business days of arrival at your destination.

You will not be reimbursed for the cost of taxi fare or mileage to and from the airport or train station, car insurance, parking, meals, car rental, lodging or other expenses related to getting to the appointment site.  
  U.S. Department of Homeland Security

Summer Research Team Program 

for Minority Serving Institutions

Travel Form
	NAME
	     

	DHS Center
	     


APPOINTMENT DATES (do not include travel days)
	Start on:
	     

	End on:
	     


TRAVEL PREFERENCES

Inbound (Travel TO Center)

	Departing from
	     
	     
	     
	on
	     
	 FORMCHECKBOX 
AM
	 FORMCHECKBOX 
PM

	
	City
	State
	Airport Code
	
	Date
	
	

	Arriving in
	     
	     
	     
	on
	     
	
	

	
	City
	State
	Airport Code
	
	Date
	
	


Outbound (Travel FROM Center)
	Departing from
	     
	     
	     
	on
	     
	 FORMCHECKBOX 
AM
	 FORMCHECKBOX 
PM

	
	City
	State
	Airport Code
	
	Date
	
	

	Arriving in
	     
	     
	     
	on
	     
	
	

	
	City
	State
	Airport Code
	
	Date
	
	


Mode of transportation
 FORMCHECKBOX 
  Plane
 FORMCHECKBOX 
  Private Vehicle
 FORMCHECKBOX 
  Train
Comments:
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