Overview – Traveling for the California Traumatic Brain Injury Advisory Board

The Department of Rehabilitation (DOR) provides resources for TBI Advisory Board members to attend the meetings of the CA TBI Advisory Board. It is general policy that all State officials, including CA TBI Advisory Board members, must always use the most economic method of transportation. Please keep this policy in mind when planning your trip. Should you need a reasonable accommodation for traveling, please contact George Moultrie to discuss.
 
George Moultrie can be reached by email at George.Moultrie@dor.ca.gov or by phone at 916-558-5775.

Carrie England can be reached by email at Carrie.England@dor.ca.gov or by phone at 916-558-5866.

Reservations

Flights
· It’s recommended to have DOR book your flight to attend the CA TBI Advisory Board meeting.
· To book your flight, send the following information to George Moultrie: 
· Legal first name:
· Middle name on ID (or no middle name):
· Legal last name: 
· Gender:
· Birthday:
· TSA Pre-Check number (if you have one):
· Cell phone number:
· Southwest Rapid Rewards number (if you have one):
· Other airline reward numbers (if you have one): 
· Preferred airport: 
· Preferred travel dates and times:

Amtrak
· It’s recommended to have DOR book your Amtrak train tickets. Send your preferred dates and times to George Moultrie.

Hotel Reservations
· DOR can book and pay for your hotel room for the CA TBI Advisory Board meeting. 
· Send your preferred check in/out dates to George Moultrie. 
· Note: DOR must comply with the State rate and can only reserve hotel rooms that are $95 (or less) per night. 
· Note: You are welcome to stay at an alternative hotel of your choice, but you will only be reimbursed at the State rate of $95 per night. You must submit an itemized receipt on the hotel letterhead showing the room rate and taxes with zero balance due. 
· Important – DOR cannot reimburse you for hotel rooms that were booked through third party vendors such as expedia.com, priceline.com, hotels.com, etc. 

Rental Cars
· It’s recommended to have DOR book your rental car through the Department’s Enterprise account. 
· Send your preferred dates and Enterprise pick-up location to George Moultrie. 
· Always refuel the rental car before returning and keep the receipt for your travel claim. The receipt must include the number of gallons purchased.

Reimbursement

STD 204
· In order for DOR to issue you a reimbursement check, you must be established in our system as a “payee.” 
· This is done by filling out an STD 204 – Payee Data Record form. 
· George Moultrie or Carrie England will provide this form to you for completion.
 STD 262 
· After the CA TBI Advisory Board meeting, George Moultrie will assist you with completing and submitting the STD 262 – Travel Expense Claim form. 
· This form requires your wet signature and original receipts. 
· Do not include your full SSN on this form, only the last four numbers.
· When completed, this form is submitted to DOR’s accounting section and they issue your reimbursement check accordingly. 

Driving to the Meeting
· If you drive your personal car to the CA TBI Advisory Board meeting, DOR can reimburse you for your mileage from your home to DOR’s Central Office.
· The reimbursement rate (as of January 2019) is .58 cents per mile.
· You will need to include your driver’s license number on the travel expense claim.

Parking in Downtown Sacramento
· If you drive to the meeting, DOR can reimburse you for your parking.
· Generally, “early bird” rates in Sacramento are $12/per day. 
· A recommended parking garage is the Metro Lot at 701 L St, Sacramento, CA 95814.
· Important – keep your parking receipts and include it with the travel expense claim.

Parking at the Airport
· If you park your personal vehicle at the airport, DOR can reimburse you for parking at the lowest rate offered by the airport (usually daily or economy parking).
· Important – keep your airport parking receipt and include it with the travel expense claim.

Ground Transportation
· Ground transportation includes SuperShuttle, taxis, Uber, Lyft, etc.
· Important – keep your receipt, or email your receipt to George. The receipt must include your name, date, payment method, and the pick-up/drop-off location. The receipt will be included with your travel expense claim.

Meals
· DOR cannot reimburse for meals for one-day trips (i.e. you left and returned home within 24 hours) 
· For travel lasting 24 hours or more, you can claim meals at the following rates: breakfast - $7, lunch - $11, and dinner - $23.
· The timeframes for claiming meals are as follows 
· First day of travel – if trip begins at (or before): 
· 6:00 a.m. – breakfast may be claimed.
· 11:00 a.m. – lunch may be claimed.
· 5:00 p.m. – dinner may be claimed.
· Subsequent travel days – if trip ends at (or after): 
· 8:00 a.m. – breakfast may be claimed.
· 2:00 p.m. – lunch may be claimed.
· 7:00 p.m. – dinner may be claimed.
· Note: You do not need to include meal receipts with your travel expense claim, but please keep the receipts for your records. 
· [bookmark: _GoBack]Note: You may not claim breakfast if the hotel offers a hot continental breakfast. Snacks and cold continental breakfasts are not considered to be a meal. 
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