Travel Instructions to the Powell Center – Domestic Travel
Not a USGS employee but you are a federal employee
If you are not a USGS employee, but you are a federal employee an inter-agency travel agreement (ITA) will have to be written. To do so, please contact Sarah Davis at (703) 648-4368 or via email sarah_davis@usgs.gov.
USGS Employee
If you are a USGS employee you can use a Powell Center account number in GovTrip and make your own travel arrangements through GovTrip. Please contact Sarah Davis at (703) 648-4368 or email sarah_davis@usgs.gov for the account number.  
Nonfederal Traveler
If you are not a federal employee, you will need to contact Sarah Davis. Due to regulations, Sarah will make flight reservations for you. Request for invitational travel must be submitted at least 2 weeks before travel occurs to allow enough time to enter the travel documents and requests into the government travel system and finalize travel arrangements. A travel authorization (TA) must be prepared for you. You must keep the TA document with you while you are on official travel. The TA document authorizes you to be on official travel as well as insuring you in case of an accident. A travel voucher document will be prepared for you after your travel has been completed. To complete the TA, arrange your flights, and process your travel reimbursement, the following forms will be needed: 
* Flight preference information – When making your flight arrangements, every attempt will be made to accommodate times and dates you request.
* Traveler’s information – This information is required for booking your flight.
* GovTrip User Profile – This is a mandatory form so you can be entered into the government travel system.
* Direct Deposit form - Due to Federal regulations we can only reimburse via direct deposit and a voided check is required. 
* Travel Reimbursement form – please submit required receipts with form to be reimbursed for your expenses after your travel is completed. 
* These forms are included in this travel packet. Please print when filling out these forms.

General Information
Travel to and from Denver International Airport: Fort Collins is located 60 miles north of Denver along major highways, including I-25, and travel to the Powell Center is easy. It is not Powell Center policy to reimburse for rental cars for transport from the Denver Airport. If you feel you need a rental car, contact Jill Baron (970-491-1968, jill_baron@usgs.gov) to discuss your reason. We highly recommend making reservation with the GreenRide Shuttle service (www.greenrideco.com) for pickup and delivery to your hotel. SuperShuttle also services Fort Collins (www.supershuttle.com).
Travel within Fort Collins: The Hilton hotel is located about ¼ mile from the Powell Center on sidewalks and trails. Free bicycle loan is available for Working Group participants from the Fort Collins Bike library during March through October. You will be contacted by the Powell Center several weeks in advance of your meeting about bike use. During winter months we will make a USGS van available for transportation to downtown restaurants and to and from the hotel, if needed. The Hilton has a free shuttle that will take you to any downtown restaurant.
Meals and Snacks: Unfortunately, a government policy currently prohibits the Powell Center from paying for any food items out of its budget. All meals for the Working Group participants will be paid for as per diem and you will be reimbursed through your travel reimbursement after your stay in Fort Collins. Please come prepared to pay cash for coffee, tea, morning and afternoon snacks, and working lunches. Typically, morning and afternoon snacks and beverages cost approximately $10. Working lunches can range from $8 - $12. We purchase and order from local vendors and request organic products when possible. There are soda machines and snack machines in the building. Please make special dietary needs known to us in advance of your visit.
Travel Expense Details: The John Wesley Powell Center will reimburse for the following;
* Hotel ($91.00 per night plus taxes)
* Shuttle from the Denver International Airport to your hotel
* Shuttle from your hotel back to the Denver International Airport
* Parking at your home airport (up to $70.00)
[bookmark: _GoBack]* Taxi (to your home airport/back to your residence. Up to $70.00)
All receipts must be submitted for the items listed above.
There is no need to submit your meal receipts.
Your meal rate is set by the Federal rate for the Fort Collins, Colorado area. The following is a detailed list of your meal rates:
First day		$ 42.00 for the day
Last day		$ 42.00 for the day
Days in between	$ 56.00 for each day




















Flight Preference Information
(Please Print)

Traveler’s Name: 	__________________________________________________________

For Your Departure from your home airport

Airport Leaving From:		_____________________________________________

Date you want to leave:		_____________________________________________

Approximate time you would like to leave airport: ____________________________________

Window or Aisle seat:		________________________________

For your Return

Date you would like to leave Denver International Airport: _______________________________

Time you would like to leave Denver International Airport: ______________________________

Window or Aisle Seat:		__________________________________

If you have Frequent Flyer miles accounts for different airlines please list so you will be credited for your flights. 

Frequent Flyer Number & Airline:	___________________________________________________
Frequent Flyer Number & Airline:	___________________________________________________
Frequent Flyer Number & Airline:	___________________________________________________
Frequent Flyer Number & Airline:	___________________________________________________

** When making your flight arrangements every attempt will be made to accommodate the times and dates you request. 
** Please be advised that if your flight is on Southwest Airlines, they do not assign seats or charge for baggage.

Your comments:










Traveler’s Signature: _____________________________________________  Date: _______________________

Traveler Information
Due to Federal Travel Regulations and the Transportation Security Administration/U.S Department of Homeland Security the following information is required in order to obtain a flight. 

Traveler Information:

Name:			______________________________________________________
(As it appears on Drivers License/Passport)

Date of Birth:		______________________________________________________
(Month/Date/Year)	

Please circle: 		Male      or      Female

Physical Address:

_______________________________________________________

			_______________________________________________________

			_______________________________________________________

			_______________________________________________________

			
Phone Numbers:	Work:		 ______________________________

			Home/Cell: 	_______________________________

Emergency Contact:

Name:	 		_______________________________________________________

Phone Number: 	Work:		 ______________________________

			Home/Cell: 	_______________________________


Physical Address: 	_______________________________________________________

			_______________________________________________________

			_______________________________________________________




Traveler Signature: __________________________________________________ Date: _____________________

GovTrip User Profile
(* required field)

* Traveler full name:
Provided name should match name listed on driver’s license or passport.

First: ___________________________________

Middle: _________________________________

Last: ____________________________________

* Last 4 digits of Social Security Number: ___________________

Date of birth: _______________________________ (mm/dd/yyyy)

Gender: ________ Male     ________ Female

* Region:   _____ HQ        _____ ER        _____ WR        _____ CR        _____  AK      or      X    INV

* Email address: sarah_davis@usgs.gov

* Office address: 2150 Centre Ave., Bldg C, Fort Collins, CO 80526

* USGS employee?  ______ Yes   ______No
If “No”, the traveler will be added to the special organization group “INV” for invitational or volunteer.

* Who will approve vouchers for this traveler?  David Hamilton

* Is the traveler a travel arranger? ______ Yes      X    No

* Will someone else prepare your travel documents?    X    Yes      _______ No

If “Yes” please provide the following information:

Name: Sarah Davis                                Email: sarah_davis@usgs.gov

* Traveler Signature: ___________________________________________ Date: ___________________

Approving Official 
Signature:                _______________________________________________ Date: ____________________

System Administrator Use Only:

Organization code: ___________________ Unique Employee Identifier: ______________________

Date Entered: ________________________ Entered by: _____________________________


Travel Reimbursement

Instructions:
Please submit receipts with this form (receipts not required for meals). Please ensure the following receipts are enclosed:

· Hotel (government per diem rate is $91 per night, plus taxes)
· Shuttle receipt from Denver International Airport to your hotel
· Shuttle receipt from your hotel back to Denver International Airport
· Parking at your home airport ($70 max)
· Taxi receipts (between home airport and residence; $70 max round-trip)

You do not need to submit your meal receipts.
The federal government has established the following meal rates for Fort Collins, CO:
First day		$42 for the day
Last day		$42 for the day
Days in between	$56 for each day
 
Please complete and submit this form with your original receipts.

Traveler name: __________________________________________________

Date of travel: ___________________________________________________

Item						Cost

Hotel ($91 max)				$ _______________

Shuttle						$ _______________
(Denver airport to hotel)
Shuttle						$ _______________
(hotel to Denver airport)
Parking					$ _______________
(if applicable, $70 max)
Taxi						$ _______________
(to airport from home)
Taxi						$ _______________
(to home from airport)



If you have questions, please contact Sarah Davis.
Office phone: 	(703)648-4368
Fax: 		(703)648-4280
Email:		sarah_davis@usgs.gov

