SARE Scholarship Travel Guidelines
& Standard Procedures

SSARE offers funds for travel to specific conferences such as SSAWG and other events.  Southern SARE Region includes 13 states, Puerto Rico, and the Virgin Islands.  Travel funds can be appropriated in one of two ways and the procedures for such travel, the forms, and guidelines are as follows:  
SSARE tries to utilize the available funds in the most economical and organized fashion.  This includes taking the funds available; separating out Puerto Rico & the Virgin Islands (their airfare expenditures are usually larger than airfare in the states).  SSARE will need to appoint designated organizers to recruit participants, be the contact person, or to work with local vendors such as Bus/Van Charter companies.  
SOCIAL SECURITY NUMBERS – SSARE must abide by not only Federal Regulations, policies and procedures for travel but those of the University of Georgia as well.  Social Security numbers must be provided to SSARE by the scholarship participant.  This is non-negotiable.  Social Security numbers will be kept confidential at the University of Georgia.  Designated organizers should aid in the collection of SS#’s to aid in expediting reimbursements and payments to vendors associated with the Scholarship travel and the participants.  The social security numbers should be collected prior to the event and turned into Paige Patton for record keeping purposes.  

TRANSPORTATION – Chartered buses or vans are often utilized for group travel to conferences or events.  SSARE will pay for Chartered buses or vans, when needed, so that the expenses are not incurred up front by recipients of the scholarships.  The designated organizers will make all charter arrangements, have the charter bus contract faxed over to the SSARE office for approval, and have the service contact SSARE regarding payment for services.  When bus/van charters are used, there will be no mileage reimbursed to or from the participants’ home or beginning destination to the bus/van location.  For those instances where participants drive to the conference or event, SSARE may reimburse the mileage at a rate of $0.555 cents per mile.  Odometer readings are required. We encourage participants to utilize the most economical means of transportation in an effort to keep the expenditures low so that funds can be offered to more individuals who wish to participate.  If a bus/charter service will be utilized to transport participants it will be necessary for the designated organizer to anticipate the rental costs and deduct those funds prior to determining how many scholarships can be provided.  Organizers must provide a typed list of those participants and their social security numbers that will be utilizing the bus/van charter service. SARE can pay for charter service utilizing Group Travel procedures and credit card payment, providing the bus/charter service accepts Visa. The bus/charter service must accept credit cards; no third party can run the credit card for the bus/charter company. If the bus/charter service does not accept credit cards, a check request has to be submitted and the bus/charter service must be told that payment takes 

4-6 weeks for delivery. 
HOTEL – Hotel accommodations can not be directly paid by SSARE nor will SSARE make the reservations for the participants.  Participants may be reimbursed for their lodging however; depending on the method of allocation used hotel accommodations may be limited or partially reimbursed.  Where there are overnight expenses incurred there are usually associated or referred hotels.  If the participant chooses to make other reservations at non-referred hotels the lower room rate will prevail.  SSARE does not reimburse miscellaneous charges such as internet connection fees, phone calls, movies, or other miscellaneous charges. Hotel / Lodging detailed receipts are required for reimbursement.  In the case where one organizer or participant pays the lodging for a group of participants a list of participants, their addresses, and social security numbers will be necessary for reimbursement of the lodging. The hotel bill / invoice should be in detail with individual names matching the list provided by the SARE appointed organizers.  If double occupancy rooms are used both names must appear on the invoice.
MEALS – Per Diem rates apply to meals per website: www.gsa.gov/perdiem.  When going to website, look for City and State where meeting is being held and subtract the incidentals (incidentals are not reimbursable). However, it may be decided by SSARE depending on available funds, that meals will not be reimbursed at all.  The decision to include or exclude meals will be made prior to recruitment.  Some meals may be provided as part of the meeting / conference package and no per diem rate will be reimbursed for that particular meal(s) regardless.  

We cannot reimburse for alcoholic beverages or reimburse one individual for a group (2 or more) meal.  
REGISTRATION – There are two options when paying registration.  One option is to have the registration directly paid by SSARE and the second is done as a reimbursable expense.  If registration is paid by the participant, original registration and field trip receipts must be submitted to SARE for reimbursement.  If the registration is to be paid by SSARE directly all necessary paperwork must be submitted to SSARE in a timely fashion to allow time for processing. Registration forms must be legible, preferable typed and a typed list submitted to Paige Patton with names, addresses and Social Security numbers. This requires the designated organizers to take proper counts of participants and to provide those registration forms to Paige Patton so that she may work directly with the sponsor of the event to determine the correct amount of registration fees that need to be paid.  This also applies to field tours associated with the registration.  Organizers should collect the registration forms and submit them as a set.  NO individual registration forms will be accepted.  Organizers MUST provide a typed list of the individuals, their addresses along with social security numbers before attending the conference to SSARE.
DEADLINES – Deadlines will be enforced.  Many times the funds available are only available for a short period of time.  It will be mandatory that submission of expenditures not exceed 20 days following the event.  Expenditure reimbursement requests should be submitted for payment within the 20 days or the funds will be released for other expenditures. 
Deadlines for direct payment of registration will be set at the time of the sponsorship or release of the scholarship.  This deadline will be followed strictly in order to have plenty of time to process the payment paperwork.  Those participants that fail to provide the necessary information for prepayment of registration will have to pay registration and tour fees with their own funds and seek reimbursement after the fact.

SSARE Scholarship Travel Expense Statement
Please Print Clearly
	NAME:
	Social Security Number:

	Address:
	PHONE:  

	City:                                                  State:                      Zip Code:
	LOCATION & DATES: 

	Please provide the following information for expenses you incurred while in travel status. TIME DEPARTED:_________  TIME ARRIVED BACK: ________

	Meals    (REIMBURSED at per diem rates   Unless otherwise marked, place per diem amounts into the corresponding meal squares.  Do not put amounts for CATERED MEALS.
	____/____/____
	____/____/____
	____/____/____
	____/____/____
	____/____/____
	Amount

	Breakfast
	**www.gsa.gov/perdiem
	
	
	
	
	
	

	Lunch
	**www.gsa.gov/perdiem
	
	
	
	
	
	

	Dinner
	**www.gsa.gov/perdiem
	
	
	
	
	
	

	Lodging     (ORIGINAL receipt required; enter the cost for each night, omitting incidentals such as alcoholic beverages.) *
	
	
	
	
	
	

	Airfare  (unless paid directly by SARE original receipt MUST be attached)
	

	Personal Vehicle Expense (this includes mileage for trip to the event and return) $0.555/mile x __________miles  
(Does not apply if taking SARE supplied shuttles) 
Odometer readings: include starting and ending odometer readings.    Start  _______________        End _______________
	

	Registration (ORIGINAL receipt required if paid by participant)
	

	TOTAL
	


· Note:  Expenditures not listed – provide receipts and justification for reimbursement.  If approved, reimbursement will be made.
· Note: Travel Expenditures must be filed within 20 days of the completion of the travel event.
· ** When going to website, look for City and State where meeting is being held and subtract the incidentals (incidentals are not reimbursable).
Signature _______________________________________    Date _____________________
Please return completed form and ORGINAL receipts to Jami Sealey 1109 Experiment Street, Stuckey Building, Room 203, Griffin, GA 30223

Please call Jami Sealey at 770-412-8787 or e-mail jsealey@uga.edu if you have any questions.
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