Non-Federal Travel FAQs

1.
Q: Can a reviewer rent a car?

A: Car rentals are not approved for reviewers.  The reviewer receives $185.00 for ground transportation per day. 

2.
Q: What are the guidelines if a non-federal reviewer wants to upgrade their air travel?

A: Moderate upgrades are possible if the reviewer has an acceptable justification. Justification must be approved by the SREA Office before upgrades can be obtained. Otherwise, the government will reimburse the reviewer for the World Travel Service quoted fare and the reviewer will have to pay the difference.

3.
Q: My reviewer lives in a state outside of Washington, DC Metro Area and would like to drive to my study section meeting instead of flying. How will he/she be reimbursed for his/her travel expenses?

A: The reviewer will be reimbursed at the maximum of what it would have cost to fly to the meeting. The reviewer will not be reimbursed for any extra hotel costs he/she incurs due to an extended journey.  For example; if a reviewer claims $250 for mileage, parking & tolls, he will be reimbursed $185 (Flat Rate) + $65.
4.
Q: My reviewer is coming into town for another meeting. What does CSR pay for and what does the other agency/IC pay for? 

A: In general, the SREA office will split the costs of per diem, travel, and lodging with the other IC.

5.
Q: Can tickets issued by WTS be cancelled or refunded?

A: Non-refundable tickets are non-returnable and there is no refund if cancelled. When a reviewer with a non-refundable ticket cancels his/her trip, WTS holds the ticket for a year to use it the next time the reviewer travels to an NIH meeting.

6.
Q: What is the procedure for making ticket changes as a result of inclement weather?

A: In cases of emergency situation such as inclement weather, airport closures or other disruptions to travel or lodging, any and all necessary changes that reviewers may need to make will be reimbursed. For an extra night of lodging, if the meeting has not ended, SROs should ask the hotel management to charge the extra night lodging for the reviewers to the Master Billing Summary. If the meeting has ended and the reviewers have checked out but need to check back in, then the reviewers will need to pay for the extra night of lodging and turn in their receipts for reimbursements. If a reviewer arrives a night early to “play it safe” the reviewer will need to pay for the additional night of lodging and submit receipts for reimbursement.

In regards to air travel, cancellations or re-ticketing are to be processed without calling NIH to seek approval. WTS has confirmed that this is their understanding and will proceed accordingly. Therefore, no exception memos are needed, no permissions are needed, and whatever changes are necessary will be processed. It would be a good idea to document the situation that occurred to the best of your ability (e.g., save e-mails). Also, you may email cancel@WTS.com to cancel your flight arrangements in the event of inclement weather or emergency.

