REIMBURSEMENT 

INSTRUCTIONS FOR NON-LOCKHEED MARTIN PERSONNEL

REIMBURSEMENT


In order to comply with our government contract, all travel should adhere to the government per diem rates for lodging, and M&IE (food & misc.).  Government rate information is located on the following website:


http://policyworks.gov/org/main/mt/homepage/mtt/perdiem/travel.shtml

All original receipts must be turned in for reimbursement.  This includes lodging, airline ticket and itinerary/schedule, rental car, fuel, taxi and airport parking.  Please make copies for your own records.  


All non-receipted items must be documented ex.) bridge toll.


Any unusual circumstances that do not follow the guidelines (i.e. unusual routings) must be fully explained in writing.

· Honorarium/Stipend recipients – please provide social security number. 

AIRFARE

· Only economy class will be reimbursed.

RENTAL CAR


LM contracts with Avis and Hertz worldwide.  Avis should be used primarily, when unavailable Hertz may be used.  You must state that you are affiliated with Lockheed Martin.

· Insurance – Avis and Hertz provide collision damage waiver/loss damage waiver.  If you purchase any rental car insurance you will be liable for the cost. 

LODGING


LM will only reimburse up to the government per diem including tax, in compliance with our government contract.

· If you exceed the government rate you will be responsible for the difference, unless over per diem is authorized by Lockheed Martin and NASA prior to travel.

PERSONAL VEHICLE

· You must state mileage driven.  You will be reimbursed at the current rate = $.36 per mile (FY–03).  This includes mileage driven to and from the airport.

TELEPHONE CALLS


Personal calls – one telephone call home per week.

· Business calls – only NASA related business calls will be reimbursed.  Itemize all business calls for reimbursement: state date, purpose and person called, on a separate piece of paper.

PER DIEM / MEALS


You will be paid the current government per diem rate.  In order to calculate your per diem we will need the following information:


The time you departed your residence on departure date.


The time you arrived at your residence from business travel.


On travel days you will be paid half the per diem.


No per diem on a one-day business trip that is less than 10 hours.

· All tips (except taxi) are included in the M&IE per diem.

FOR REIMBURSEMENT PLEASE PROVIDE MAILING ADDRESS, PHONE NUMBER, FAX NUMBER AND AN E-MAIL ADDRESS.

(2/8/03 JJ)

