Rules for vacation during business

Personal days are defined as days when you are not doing official Fermilab business, no matter what day of the week they fall.  A weekend day could be business or personal, depending on what you are doing on that day.

Business days are defined as days on which you are conducting official Fermilab business, no matter what day of the week they fall.

Two travel days per trip are defined as business days.

Your personal days may not exceed your business days for each trip.  

How to decide if a day is personal:


If you arrive in your business city more than one day before your official business starts, you are taking personal days. (Unless your business is in India, China, Russia, Australia, etc., in this case you may arrive two days before business.) 


If you fly to a city other than your business city and take an extra day to drive to your business city you are taking a personal day, unless you cannot fly directly to your business city. (The rental car in this case is not covered by Fermilab.)


If your business is finished and you could come home but don’t, you are now taking personal days.

Cost of plane tickets & vacation during business

Travelers should be booking their tickets as soon as the trip is approved by the Division Office.  Failure to do so increases the cost of the tickets, resulting in less money for future trips.

If you are taking vacation during your trip you MUST get two estimates on the date you book your tickets from the Fermilab Travel Office, one covering only the business portion of the trip and the other including your vacation.  If including your vacation causes the ticket to increase, then you are obligated to cover this cost by indicating the extra amount on your travel voucher and including the estimate with the voucher.

Travel Vouchers

The travel expense voucher is due to Accounting for processing within 30 days of returning from a trip.  Repeated failure to follow this requirement may result in denial of further travel.  If the hotel was charged to a credit card, do not wait for your statement, use Oanda ( http://www.oanda.com/convert/classic ) (use “typical credit card rate: +2%”) to get the exchange rate.

Questions

Domestic Travel:  Elaine Phillips  ext. 5160

Foreign Travel:  Barb Kristen  ext. 3199

The URL below will lead you to the Fermilab Policy on Business Travel:

http://lss.fnal.gov/policies/policy/businesstravel.html  


February 7, 2007


