
Division of Homeland Security and Emergency Services
TRAVEL AND LODGING REIMBURSEMENT POLICY FOR NON-STATE PARTICIPANTS
at the

EMERGENCY MANAGEMENT CERTIFICATION ACADEMY
November 18-22, 2013

The Desmond Hotel & Conference Center

660 Albany Shaker Road
Albany, NY 12211
518-869-8100
Lodging

DHSES has reserved rooms at the conference site.  Attendees need to make their own reservations and to provide payment to be reimbursed by DHSES. Please use the following link to reserve your room:
https://bookings.ihotelier.com/bookings.jsp?groupID=1133146&hotelID=12446
You may also call (518)869-8100 or toll free at (800)448-3500. Please identify yourselves as members of the Emergency Management Certification & Training Program when making your reservation and give the operator the group ID number 125455.   Rooms are guaranteed through Tuesday November 12th. 

Meals
Breakfast, lunch and dinner will be provided by DHSES on-site throughout the training conference.  Accordingly, no per diem or meal expenses will be reimbursed.
Travel
Academy attendees will be reimbursed for travel expenses incurred. 
Reimbursement for non-State employees' travel for this event are subject to the same limitations which apply to New York State Management/Confidential (M/C) employees.  These limitations are described below.
Transportation
Non-State employees are required to use the most efficient mode of transportation.  Common carriers, such as train or bus, should be given first consideration for travel needs.  If a common carrier cannot accommodate travel needs, other forms of transportation may be used.  In most cases, if you choose to drive between NYC and Albany, mileage reimbursement will be the common carrier rate available inclusive of tolls and parking.

Receipts Required - Original receipts must be submitted for all car rentals and transportation expenses of $75 or more.  Transportation expenses less than $75 do not require a receipt, but need to be documented.

Common Carrier - Ticket receipt (e.g. Amtrak ticket stub) must detail type and date of service provided.    
Personal Car - When using a personal car for State business, you will be reimbursed the Federal rate for mileage for trips over 35 miles.  The rate includes all charges for gas, oil, maintenance, repairs and insurance.  No other charges will be reimbursed.  All mileage claims must state beginning point, destination point and miles traveled.  Effective 04/17/12, the mileage reimbursement rate is 55.5 cents per mile (52.5 cents per mile for motorcycles).    
Rental Vehicle - The use of all rental vehicles must be justified, including the purpose of the travel.  The paid invoice must detail the type of vehicle rented, miles traveled, license plate number, and time of pickup and return.  The most economical vehicle for the situation should be utilized.      

Parking, Tolls, Taxi, Subway Charges - Receipts are not required for these expenses when the amount is under $75.00 per transaction.  All reasonable and necessary parking and toll charges will be reimbursed.  Tolls that you have paid by the EZ pass method will be reimbursed.  OGS will not establish EZ pass accounts for a non-State employee's personal car.  Reasonable and necessary taxi fares will be reimbursed, along with a customary tip.

Required Documentation on Reimbursement requests -   Non-State employees are responsible for making and paying for their own travel arrangements. They are reimbursed in accordance with the terms and conditions outlined above.
To receive reimbursement for travel, the following must be submitted

· W-9 Request for Taxpayer Identification Number
· Certification AC 3237-S form 
· Claim for Travel by a Non-State Employee AC 3257-S.  Include as applicable:

· Receipts 
· AC 160-S Statement of Automobile Travel for personal car mileage
· AC 3259-S Statement of Incidental & Transportation expenses
These forms can be found at:
http://www.osc.state.ny.us/vendors/forms/ac3237s_fe.pdf 

http://osc.state.ny.us/agencies/index.htm
Questions
EmCertProgram@dhses.ny.gov

