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Trainee Travel
· To qualify for trainee travel as a commuter
Trainees who are traveling more than 35 miles one-way from their place of employment to the training site are eligible for mileage to and from the training site.
· To qualify for overnight trainee travel
Trainee is attending a training program that is two or more consecutive days; and
· must travel 50 miles or more one way or must travel one hour or more one way to the training site from their place of employment based on fastest route per Google Maps; and
· the training begins at 9 a.m. or earlier the first day. 
Criteria for a County to Be Reimbursed for Training Participants Traveling to Training
· Training participants must first qualify to be considered in trainee travel (see Trainee Travel section).
· Training participants are expected to use the most cost-effective mode of transportation.  
· Carpooling and the use of county vehicles is encouraged.
· If neither carpooling nor a county vehicle is available, then training participant is able to choose their mode of transportation (personal vehicle, train, bus).
· Mileage is reimbursed at a rate of 21 cents a mile for the use of a personal vehicle.
· If training participant is using a personal vehicle, they will be reimbursed based on the mileage from their place of employment to the training site, using the fastest route per Google Maps.  
· If the cost of the bus or train is more than the equivalent mileage, then the training participant will only be reimbursed for the mileage equivalent.  If the cost of the train or bus is less than the equivalent mileage, then the cost of the receipted ticket will be reimbursed when receipt is provided to employer.
· Tolls are reimbursed when a receipt is provided to the employer and personal vehicle is used.
· Training participants who are part of a carpool will not be reimbursed for mileage.  The only person in the carpool who will be reimbursed for mileage is the designated driver.
· Ground transportation restriction: there will be no reimbursement for taxis, parking, tolls and mileage from place of employment to and from transportation terminals when choosing a mode of transportation other than automobile travel. Exceptions would be stipulated in the travel and accommodation policy for a specific event or would require prior approval.
· Transportation limitation:  transportation from the terminal to a single location, Human Services Training Center or hotel and the return transportation from a single location, Human Services Training Center or hotel, to the terminal will be reimbursed when a receipt is provided to the employer and the hotel does not provide a shuttle.  Transportation between the hotel and the Human Services Training Center will not be reimbursed.
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Criteria for a County to Be Reimbursed for Training Participants’ Overnight Stays for Attending Training
· Training participants must first qualify for overnight trainee travel (see Trainee Travel section).
· Training participant must stay in the hotel provided through OCFS. These rooms are reserved through the staff development coordinator or county designee. 
· Training participants will not be reimbursed for any hotel stays. Hotels will be paid for directly by OCFS through contracts with the hotels.
· If insufficient notice is provided for a cancellation, the county will be responsible for the charges and will be charged for the unused room.  
Criteria for a County to Get Reimbursed for Training Participants’ Daily Food Per Diems While Staying Overnight
· Training participants must first qualify to be considered for trainee travel (see Trainee Travel section).
· Training participants must be staying in a hotel paid for through OCFS.
· Training participants are eligible for breakfast if they stayed in the hotel the night before or left home before 7 a.m. on the day training starts.
· Training participants are eligible for dinner if they are staying in the hotel that night and left home before 6 p.m. on the day before training starts.
· OCFS is only reimbursing meals based on the per diem.  Per diem rates for meals are:	
· $5 Breakfast
· $15 Dinner
[bookmark: _Hlk530494742]Counties’ Submittal for Reimbursement of Travel Expenses
· Complete the OCFS Trainee Reimbursement Spreadsheet including the details for each training participant for courses that are delivered by OCFS Bureau of Training and Development staff.  Courses provided through other vendors should follow the procedures outlined by that vendor. 
· The OCFS Trainee Reimbursement Spreadsheet should be submitted within 90 days after the end of the month for which reimbursement is submitted. For example, requests for April reimbursement should be submitted by July 31. OCFS Trainee Reimbursement Spreadsheets not submitted within 90 days of the end of the fiscal year may not be reimbursed.  The OCFS Trainee Reimbursement Spreadsheet must be submitted electronically in the Excel format.  Scanned-in versions will not be accepted.
· A 15 percent administrative fee is added to each OCFS Trainee Reimbursement Spreadsheet. 
· Complete the attestation section at the bottom of the OCFS Trainee Reimbursement Spreadsheet. 
· Receipts must be maintained for a period of 6 years and, in the case of an audit, be made available to OCFS in the timeframe requested by OSC.
· The cost for hotel rooms where the training participant did not show and did not cancel as per this policy will be charged to the county.  OCFS will recover these costs by reducing the county reimbursement by the cost of the no-show room. 


Hotels 
· OCFS has contracted directly with hotels located within a 10-mile radius to the HSTC.  Based on state procurement requirements, OCFS must work with these hotels to provide our lodging services.  There is no flexibility for BTD to change the hotel from what was stated on the training announcement.   
· Training participants are required by the hotel to provide a personal credit card upon arrival to secure a room.  
Change Policy
· All changes to reservations must be made through the agency/staff development coordinator.  Mid-week changes to rooming will not be approved, which includes changes to rooming assignments and requests to change from double occupancy to single occupancy.  The hotel must abide by the rooming list OCFS provides.  
· The deadline for changes to lodging accommodations is by noon Friday of the week preceding check-in.    
Room Cancellations
· Cancellations must be completed as soon as possible and at a minimum of 24-hours prior to designated check-in time and in accordance with the hotel’s cancellation policy.  
· If insufficient notice is provided for the cancellation, the participant or the participant’s agency will be responsible for the charges incurred.  
· Should a cancellation be necessary during the weekend prior to checking into the hotel, it is the responsibility of the training participant to notify the hotel directly and to notify the BTD registration booking team (Diana.Fildes@ocfs.ny.gov and hstc.lodging@ocfs.ny.gov), including HOTEL CANCELLATION in the subject line of any room cancellation emails.
· The deadline for changes to lodging accommodations is by noon Friday of the week preceding check-in.    
Single Room Accommodations 
· Single rooms are requested through the registration process at the time of registration in HSLC.  
· Training participants requesting a single room are personally responsible for half of the cost of the double room unless the county/agency confirms they will incur the cost in advance through HSLC registration.  At the time of registration, the notes field is provided for the agency/staff development coordinator to provide details on who is responsible to pay the share of a single room accommodation.  The training announcement provides details for individual room costs.  
· Participants assigned hotel may change based on availability, which will change the cost of the single room.  
· Participants must provide a form of payment to the hotel when they arrive or the hotel will not provide a room. 
· It is suggested that if a county/agency is using a purchase order to provide payment for a single room accommodation, the training participant be provided with a copy of the purchase order in advance.  Please contact the hotel in advance for confirmation of acceptable forms of payment.
· An ST-129 Tax Exemption Certificate must be presented at check-in.
· If there is limited availability at an OCFS-contracted hotel based on maximum occupancy, and there are no options for single rooms, all trainees may be put in double-occupancy rooms regardless of third-party payment options.  

[bookmark: _GoBack]*Please note: Individuals must abide by hotel policies during their stay.  The hotels will request a credit card from each training participant to have on file in case of incidental expenses. Participants will be requested to review and sign a copy of the hotel’s guest policy upon arrival. Individuals are responsible for any additional expenses they incur as well as any damages to hotel property including removal of hotel items.  Additional expenses include but are not limited to items such as telephone calls, internet connection fees, baggage transfer and storage, supplies and materials, speeding fines, parking tickets, laundry, entertainment and/or other personal charges. 	
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