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· For field work related and programmatic USGS travel, our Post Docs need a single trip Travel Authorization, based on the same guidelines as our employees. Use the term "NRC Post Doc" or “NSF Post Doc” as the job title.  Any documents or forms used to authorize travel or claim expenses for Post Docs must clearly note "NRC Post Doc" or “NSF Post Doc” after the name. 

· For conference travel within the $2,000.00 NRC stipend, the Post Doc should make all of his/her own travel arrangements and claims for reimbursement through NRC/NSF.  No USGS forms should be completed.  Once the $2,000.00 stipend is spent, Post Docs can travel under USGS guidelines for conference travel with Project Chief and Branch Chief approval.   A single trip Travel Authorization and Request to Attend Meeting Form must be completed.

· Post Docs will be reimbursed for USGS travel expenses through a travel voucher.

· Post Docs may not have government credit cards.  Airfare should be charged to the corporate card and either the Post Doc should pay his/her own expenses (motel, rental car, meals and incidental expenses) and be reimbursed for them through the voucher process OR obtain an advance of funds.  Supervisors or co-workers are cautioned not to charge travel or other expenses on their personal credit cards or to make expenditures on behalf of Post Docs; subsequent claims for reimbursement cannot be honored.

· Post Docs are eligible for all government rates on USGS travel.  Car rentals by Post Docs, however, pose some special problems:  
(1) Government employees should drive, if possible 
(2) If the Post Doc must drive, then make it clear to the car rental agent that 
a. the reservation is made according to the government contract 
b. the Post Doc is an official representative of the government (show Travel Authorization) 
c. insurance is covered by the government contract.  Post Docs should not pay for additional insurance from the car rental agency, as it is not reimbursable.
(3)  Post Docs then may use their personal credit cards to pay for the rental car.

· Post Docs over the age of 18 with a valid driver’s license and personal insurance may operate government-owned vehicles, but only if absolutely necessary.  Under these conditions, they are covered by the tort claims act for personal liability as long as they are within the scope of their assigned responsibilities.  

· Post Docs are eligible to attend training and training related travel, subject to Project Chief and Branch Chief approval.

For general information on the NRC Post Doc program, go to http://www4.nationalacademies.org/pga/rap.nsf/WebDocuments/Home+Page

Revised  March 20, 2012
