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Travel Reimbursement Contact

Barbara Heironimus

research@newmexicoconsortium.org
(505) 412-6547 or (505) 412-4200

Travel Reimbursement Form 

http://network.newmexicoconsortium.org/funding-opportunities/reporting/travel-reimbursement/view
NMC Travel Guidelines

Pre-approval

All travel must be approved in advance. Reimbursement is subject to the constraints of the approved travel.

· If you are a PI of a grant received by NMC, you do not need a travel reimbursement pre-approval. You may need to check the availability of funds by contacting Barbara Heironimus (bheironimus@newmexicoconsortium.org).

· If you are not a PI, ask your PI to email a list of approved travel expenses (e.g., hotel, per diem, transportation, etc.: see Travel Reimbursement Categories below) to Barbara Heironimus (bheironimus@newmexicoconsortium.org) prior to travel.

NMC reimburses travel per federal government travel guidelines.  Any exceptions to federal government travel funds must be approved by the NMC Executive Director (ED) in writing and paid out of unrestricted funds. Travelers are expected to make their own travel arrangements and submit the receipts for reimbursement after the travel has been completed. 

Travel Reimbursement Categories
All travel costs are reimbursed per federal government policy at federal government rates. Travelers are expected to make their own travel arrangements and submit the receipts for reimbursement after the travel has been completed.  Please submit the reimbursement request by the deadline given. Travel reimbursement categories are:

· Transportation - Transportation by bus, rental car, plane, train, or other public transportation is reimbursed at standard fares. Car rental insurance is not reimbursed. Receipts must be provided.
· Mileage - The current rate for federal mileage reimbursement is $.51/mile. NMC reimburses for the distance between the home institution and the institution you are visiting unless other arrangements are described in the comments. Cost for transportation based on mileage rates may not exceed the standard mileage reimbursement rate for a privately owned automobile established by the Internal Revenue Service (IRS). Privately Owned Vehicle (POV) Mileage Reimbursement Rates may be found at www.gsa.gov/mileage. No receipts are required for mileage reimbursement.
· Hotel - Hotel costs are reimbursed at the federal government rate.  Rates are subject to change.  Current rates can be found at http://www.gsa.gov/portal/category/21287.
· $81 per night in Albuquerque

· $79 per night in Las Cruces

· $86 per night in Los Alamos

· $82 per night in Santa Fe

· $87 per night in Taos

· $77 per night elsewhere in the state

Taxes on the base government rate are also reimbursed. Web use fees are reimbursed. Room rates in excess of government rate may be reimbursed with appropriate documentation and prior approval of the NMC. Other hotel charges in excess of federal government rates will not be reimbursed. Hotel costs are reimbursed after the travel and only with receipts.

· Meals - NMC pays federal government per diem rates for meals. No receipts are required to receive meals per diem. 
· Conference Fees – A receipt is required.
Travel Receipts

Receipts required for travel reimbursement:

· Receipts for hotels (must be from the hotel)

· Receipts from rental car companies

· Receipts for gas for rental car

· Receipts for registration fees

· Receipts for airline tickets (must be from airline)

Receipts provided by sites such as Orbitz, Expedia, etc., ARE NOT proper receipts for reimbursement.

More information on NMC Travel Reimbursement Policy can be found here: http://network.newmexicoconsortium.org/funding-opportunities/reporting/travel-reimbursement
Request reimbursement of pre-approved travel through this webpage: http://network.newmexicoconsortium.org/funding-opportunities/reporting/travel-reimbursement

