Travel Information Request
Please upload completed form ASAP to https://international.anl.gov/iaeaapplications.html

Name:       	

Flight Information

[bookmark: Check2]	|_|	Please set up my flight reservations (list preferred flight below). The flight will be arranged as a round trip ticket between hometown and Houston. See attached Travel Policy for further information. 

Full Name:       	  Date of Birth:       	
	(Exactly as it appears on Driver’s License/ID)	MM/DD/YYYY

   Country of Citizenship:       	
 
                    Emergency Contact and Phone Number:       	


	|_|	Reservations will be made by my institution/self, and I am not requesting reimbursement (list flight below).

	|_|	Reservations will be made by me, and I am requesting reimbursement (list flight below). Full reimbursement is not guaranteed and flights must be compliant with the Fly America Act. See attached Travel Policy for further information.
                     
	Airport/City of Departure:       	                          

Arrival
[bookmark: Text10]Date of Arrival:       	  Time of Arrival:       	
	MM/DD/YYYY	(a.m. / p.m.)

Air Carrier:       		Flight Number:       	

Departure
Date of Departure:       	  Time of Departure:       	
	MM/DD/YYYY	(a.m. / p.m.)

Air Carrier:       		Flight Number:       	

Frequent Flyer Number:       	

*Please note that baggage fees are not reimbursable. 

Transportation from Airport to Hotel

It is your responsibility to arrange your ground transportation between airport and MD Anderson/Wyndham hotel. Please note that transportation reimbursement is up to a maximum of $70 each way. Please see attached Travel Policy for more information.  

Hotel Reservation at Wyndham Houston Medical Center Hotel and Suites (6800 South Main Street, Houston, TX, 77030)
	
|_|	Please set up my hotel reservation at Wyndham. Argonne will be directly billed for your stay.    

|_|	Please set up my hotel reservation at Wyndham, but I am not requesting financial support. Argonne will not be directly billed for your stay. If you are not a gov’t employee, you will receive a discounted MD Anderson rate.

|_|	Hotel Reservations will be made by my institution/self. Please see attached Travel Policy for reimbursement  
        information.
                    


Travel Policy

This policy and procedure is designed to act as a guideline for lecturers of IAEA-Argonne courses whose travel and/or hotel reservation is being arranged and/or purchased by the International Programs (IP) Section at Argonne National Laboratory. 
 
ARGONNE PURCHASED FLIGHTS

The IP Section offers to book a round trip flight between hometown and Houston for all lecturers not supported by IAEA or their own institutions. Travel will be arranged for arrival the day before the scheduled presentation and departure the day after the scheduled presentation, or as same day travel if preferred. If additional time is required at the course other than the presentation dates, please convey this to IP Staff in advance.

Any personal changes to the prepaid reservation are the responsibility of the lecturer, including costs.

REIMBURSED FLIGHTS

If a lecturer prefers to arrange his/her own flight, a full reimbursement is not guaranteed. Reimbursement will be calculated through a cost comparison provided by the Argonne Travel Department, in which the cost of a roundtrip from hometown to Houston will be compared to the cost of the flight purchased by the lecturer. The amount that is reimbursed is the lesser of the cost comparison or actual expense amount.  A copy of the purchased ticket receipt will be required.

Additionally, the flight purchased must comply with the Fly America Act.  If the flight is non-compliant, reimbursement will be denied.

GROUND TRANSPORATION

Transportation Vendor Recommendations: 
Yellow cab 1-713-236-1111 
Super Shuttle 1-800-258-3826 (24-hour line) to book reservation or www.supershuttle.com

Uber: Please note only UberX is reimbursable (not UberXL, UberBLACK,UberSUV, or UberSELECT). 

Rental Cars: Fees for rental cars will be reimbursed up to $140 total, which is based on the maximum rate of reimbursement for transportation between airport and hotel or Argonne ($70 each way). 

A personal vehicle may be used to travel to and from MD Anderson if desired. However, only if the travel from the hometown is less than 250 miles from MD Anderson will the reimbursement of mileage be 100% (up to 500 miles round trip). If the distance from hometown to MD Anderson exceeds 250 miles, reimbursement will be based on a cost comparison from the Argonne Travel Department for a roundtrip flight between the hometown and MD Anderson. Note that fuel costs are included in the per-mile reimbursement rate. Additionally, hotel stays midway between the hometown and MD Anderson will not be reimbursed as a roundtrip flight is always an option. 

HOTEL 

If indicated that a hotel is needed, IP Staff will make a reservation at the Wyndham Houston Medical Center Hotel and Suites in accordance with flight arrangements. Hotel reimbursement will be based on room rate and applicable taxes only.  Incidental charges are not eligible for reimbursement. 

If the lecturer should choose to stay at any hotel other than the arranged hotel, he/she must make their own arrangements. Reimbursement will be provided up to the government rate, including all applicable taxes.

[bookmark: _GoBack]Any personal changes to the hotel reservation may be sent to IP Staff for arrangement but are the financial responsibility of the lecturer. 

