Expense Reimbursement Payments will be issued to you by a live, paper check.  It is vitally important you provide the exact postal mailing address to which the reimbursement check will be delivered.  Two reimbursements forms are required by SSAI Accounts Payable for reimbursement payments.  The Expense Report and Trip Report forms are available on the NAAMES website and attached to this email message.

Electronic documents are not acceptable.  All original paper receipts must be submitted.  The two required reimbursement forms must have your handwritten signature on all pages.   Electronically imposed signatures are not acceptable.

Mail or ship all of your documents to me:  
Diane Zeimet
SSAI 
1 Enterprise Parkway, Ste. 200
Hampton VA 23666



The Trip Report form must be included with the Expense Report form and all receipts when submitting for travel expense reimbursement.  Accounts Payable will not issue your reimbursement payment until the Trip Report is received.   Do not omit this report summary from your reimbursement documents.


Trip Report Criteria:
This information is meant to be a guide and not limited to only these points.  If you have other pertinent information that doesn’t fit into one of these categories, do include it.  This will not be critiqued in any technical fashion.  The summary is meant to show the value of NASA’s financial investment for your participation in all phases of the NAAMES Field Mission Campaign.
1. Purpose:  Briefly state the reason for your trip.  The report should answer the questions who, what, when, where, why, and how much, then provide recommendations and conclusions.  Attach meeting minutes, an agenda or any other background documents that provide more detailed information, if available. 

1. Traveler(s): Other members of your group/team also attending. Include first name or initial, and surname.  Provide position titles if travelers are from different offices or organizations (e.g., NASA, NOAA, other company…etc.) 

1. Itinerary:  List location(s) visited, inclusive dates, and key personnel/individuals contacted. 

1. Discussion: Base the amount of detailed information you include here at the general knowledge level. Information on your trip report is not intended for a technical researcher or subject matter expert.  Always include the trip objective, problems encountered, findings, future commitments made and your contribution to the event. 

1. Conclusions/Recommendations:  Summarize your findings and/or recommended actions; and, how the results and efforts of this travel benefited NASA. 


Expense Report:

All expenses entered on the SSAI Expense Report must be in US Dollars.  The best proof of the conversion from Canadian Dollars to US Dollars will be your bank card statement.  This will provide the exact US dollar amount you were charged, the exact conversion rate, and any currency conversion transaction fees charged by your financial institution. 

If you pay cash for something, don’t depend on manual calculations.  Only use the Oanda.com Conversion Website.  It is the conversion tool used by NASA.  Please print the individual conversions and provide the printed copy with the original receipts.    


Airfare purchased by SSAI:   The full cost of each trip is launched and tracked from the Expense Report Form.   Even though SSAI purchased the airfare on your behalf, the expense still needs to be captured.  Please include the airfare and the CIAzumano Customer Service fees with your personal expenses.  Enter the airfare purchases on the first day of your trip.  

A second data entry is required for SSAI purchased airfare.  On the first page of the Excel form, enter the full cost of the airfare again in field 26D, “expenses paid by company”.  This will subtract the cost leaving your reimbursement amount.

The invoice for airfare purchased by SSAI from CIAzumano Travel has already been received at SSAI and stored in your travel folder.  A second copy is not necessary.


Required Receipts:
1. Airfare, if you purchased it yourself
1. Baggage receipts (one checked bag, and or one carry-on)
1. Hotel check-out Invoice.  An electronic copy of your reservation confirmation is not sufficient.  You must provide a receipt showing the full breakdown of PAID hotel charges.
1. Parking at departure airport, or directly related to SSAI work while on travel; If you were charged parking by a hotel it will be indicated on your check-out invoice.
1. TOLL RECEIPTS or the best document that can be made available for the electronically collected toll fees.
1. All ground transportation that is directly related to SSAI work while on travel.
1. Rental car, directly related to SSAI work while on travel.
1. Gas for the rental car, directly related to SSAI work while on travel.
1. Telephone charges only if directly related SSAI work while on travel.
1. Internet fees only if directly related to SSAI work while on travel.


Reimbursement Exclusions:
The expenses listed below cannot be claimed separately as miscellaneous, “Other” expenses.  

Personal Cell Phone Apps and International Calling Plans will not be reimbursed.

Gratuity cannot be included as part of the full expense (such as airport baggage handlers, meals, and hotel housekeeping).  
0. Gratuity (i.e. restaurants,  hotel staff, airport baggage handlers) paid from $5 Daily Incidental Allowance
0. ATM Fees, paid from $5 Daily Incidental Allowance
0. Laundry/Dry Cleaning Fees,  paid from $5 Daily Incidental Allowance
0. Pre-Paid fuel is no longer a reimbursable expense (FTR Bulletin May 13, 2015).
     ** Only Taxi and Shuttle Service gratuity can be claimed.



Missing Receipts:   Without a receipt there will not be a reimbursement.
SSAI is a contractor to NASA and not eligible for the $75 maximum amount for reimbursement without a receipt.  
 
Two exceptions:  
1. The maximum reimbursement of $10.00 is paid for Toll or Parking expenses without receipt documentation.  
1. The maximum reimbursement of $15.00 is paid for Taxi/Shuttle expense without receipt documentation.    

A bank card statement is a satisfactory substitution for any expense that has been paid by credit or debit card.  If you pay by cash, get and RETAIN the receipt.



Lodging Allowances:  
Falmouth- Woods Hole, Massachusetts 
Lodging Allowance:  $116.00 per night; However, NAAMES has a reduced rate at Sleepy Hollow rates vary.   
Rooms with 2 beds are $116, the government rate.  Single bed rooms are $99 per night, for a reasonable savings.
A separate line item is available on the expense report for hotel taxes.  

St. John’s, Newfoundland
Lodging Allowance:  $161 per night;
However, NAAMES reduced rate at the Fairfield Inn is CAD139 per night. (Apr 28th conversion rate = $110.221)
Taxes do not need to be claimed separately.  Taxes can be combined with the room rate for one daily total. 



Meals & Incidental Expense (per diem): You are welcome to spend whatever you want to for meals.  However, you will not be reimbursed more than the maximum allowance for your location.  

Falmouth, MA Allowance:   $64.00 for the full days; and $48.00 for the two travel days (the first and last days of your trip).  
Breakdown:  Breakfast $15; Lunch $16; Dinner $28 and Incidentals $5.   

St John’s Island, NF Allowance:   $123.00 for the full days; and $92.25 on the two travel days.
Breakdown:  Breakfast $18; Lunch $31; Dinner $49; Incidentals $25.

Incidentals are those expenses for which you would not normally obtain a receipt:  pay phones, tips at restaurants, baggage handlers, hotel housekeeping, laundry and dry cleaning services, ATM fees, hotel business center services.   Charges for Safe-Call home, upon arrival or prior to departure, are no longer a reimbursable expense, including during foreign travel.  This expense will need to be absorbed within the daily incidental allowance.


Airport parking versus Taxi/Shuttle Service:  
Do not leave a personal vehicle at an airport for the long duration of the NAAMES Field Mission.  This includes everyone working in Newfoundland as well those who will be on the Research Ship Atlantis.  The cost of this long-term parking will most likely be very high and possibly excessive.  

If it is found that a taxi or shuttle service would have been more economical than long-term parking, you will only receive reimbursement equal to the estimated cost of the round-trip taxi/shuttle service.  Do not put yourself at risk for not receiving full reimbursement.   For more information, see the attachment “Taxi vs airport parking.”


Massachusetts--Local Ground Transportation and Rental cars 

During US domestic SSAI business travel, you will be covered by a CNA Insurance policy held by SSAI.  Policy Number and claim information will be provided upon request.  
Do not purchase optional insurance from the rental car company, no matter how hard the representative pressures you.  If you do make the personal decision to purchase any optional insurance, you will not be reimbursed.  


St. John’s Newfoundland --Local Ground Transportation and Rental cars 

During International SSAI business travel, you are required to purchase Loss and Damage insurance from the rental car vendor.  You will be fully reimbursed for this add-on expense.

If you decide to purchase Personal Liability Insurance or any other optional insurance from the Canadian rental car company, this purchase will not be reimbursed.  

Applicable to both US Domestic and International Travel:  Other optional add-ons that will not be reimbursed:  pre-paid fuel, roadside assistance, child safety seats, and GPS devices.  On May 13, 2015 the Federal Travel Regulation declared pre-paid fuel as non-reimbursable.  NASA does recognize and enforce this policy.

If you purchase this option, you will be responsible for this fuel expense and will not be reimbursed.  No exceptions.  So, plan to fill the gas tank yourself prior to returning the car.


Diane L. Zeimet
Travel Logistics
diane.zeimet@ssaihq.com
phone 757-951-1674 
fax 757 951-1900
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