
Sandia National Laboratories

Student Internship Program Travel Guidelines

Regionally and nationally recruited students must adhere to the following guidelines regarding housing and travel reimbursements. Travel expenses are reimbursed only for those interns whose school site and permanent address are more than 50 miles from Sandia.

Transportation by Airplane
Things to do BEFORE you book your air travel:

· Talk to your mentor to agree on a start and end date for your internship so that you can book a roundtrip flight.

· Have the following information ready before calling the booking agent at TBIZ:

· Your name, address, phone number, and email address

· Your travel dates

· Read all directions below before proceeding
1. Making your reservations

All airline costs are direct-billed to Sandia—there is no cost to you. However, you MUST use TBIZ for your ticket reservations—you are not authorized to purchase your own ticket elsewhere and will not be reimbursed should you do so.

You must contact Sandia’s travel agent, TBIZ (Travelocity Business) at 1-866-SNL-TBIZ (1-866-765-8249), to make your airline reservations. When making all incoming and outgoing travel arrangements, identify yourself as a Sandia National Laboratories student intern. When you phone TBIZ, you will select “Applicants and Relocation” from the first menu, then you will select “Applicant” from the following menu. When a travel coordinator answers, identify yourself as a Sandia/CA student intern. You must have the following information ready before calling the booking agent at TBIZ:

· Name of Recruiter: Catherine Marasco or Jan Bachman

· Applicant Password: Thunderbird CAI

· Your name, address, phone number, and email address

· Your travel dates

TBIZ will ask which California airport you prefer. Oakland is the closest and recommended choice. San Jose airport is a little further, and San Francisco is the farthest and most challenging of the three. TBIZ will arrange electronic ticketing, using the lowest logical airfare. Reservations at least 7 days in advance and a round-trip ticket are strongly encouraged to reduce travel costs. You will be asked for the date of your return flight when you book your ticket as a roundtrip. Once your roundtrip ticket is issued, any changes will be at YOUR expense unless the change is made for a business purpose. 
2. Transportation from the Airport

Rental Car: 

You are authorized for one 24-hour rental for travel from the airport. You will make your own arrangements and incur the cost. Save your receipt, it will be required in order to be reimbursed. You must fill the tank with gas before returning the car. Rental car gas is NOT reimbursable.
You do not need to return the rental car to the airport—you can return your rental car to Sandia, where a drop-off location is available for AVIS cars. 

· The drop-off location is in the west parking lot, off the main entrance on East Ave.

· Place the keys in the lock box in the parking lot and contact the AVIS office onsite at 371-0326 to pick up your receipt for reimbursement. 

· If you are returning the rental on a weekend, the gate to the parking lot will be locked—there is a phone near the East Avenue guard gate to call our security office. They will respond to help you. You will, however, need to have your name on the gate access list if you are coming on the weekend, so please notify Catherine Marasco (925.294.2475) at least a week ahead of time so those arrangements can be made for you.
Shuttle Service: 

Sandia will reimburse shuttle costs from the airport. It is not direct-billed, so be sure to get a receipt or you cannot be reimbursed.
If you prefer a door-to-door shuttle service from the airport instead of renting a car, you will need to make your own reservation—TBIZ will not make this reservation.

Please refer to the shuttle service chart at the end of these guidelines. There is no implied recommendation for any of these companies—the chart is provided for your convenience. Be sure to get a receipt or you will not be rreimbursed.
Taxi Service:

Taxi service from any of the airports is very expensive and must be used only as a last resort (an emergency) for your ground transportation. Be sure to get a receipt or you will not be reimbursed.

Transportation by Automobile

Sandia will reimburse your mileage at the corporate rate per mile. You will only be reimbursed for mileage using the calculations for the most direct route to Livermore, CA, based on the Rand McNally Travel Website Highway Mileage Guide. You can check the guide at <http://www.randmcnally.com> and click on “Mileage Calculator” under “maps and directions.”

While en route, record your allowable expenses on the Sandia expense voucher worksheet in your packet.

Meals and lodging will be reimbursed on a per day basis, based on traveling an average of 400 miles per day. The total number of trip miles allowed will be divided by 400 to determine the number of lodging nights and travel days allowed for reimbursement. 

When you arrive at Sandia, you will submit a travel expense voucher to facilitate reimbursement of expenses.

For your return trip to school or home, you will be reimbursed for mileage, meals, and lodging 
once you have submitted your travel expense voucher at the end of your trip. 

3. Lodging Expense: 

Sandia will reimburse reasonable (i.e., one night of lodging per city) and actual en-route lodging costs at a per diem rate only. For example, if you decide to spend two nights in the same city, you will NOT be reimbursed for the second night’s lodging costs. If a rate is not listed for a particular city on the per diem website (see below), use the default rate of $60.00 per night for lodging (excluding tax). 

You can reach the web site at http://www.gsa.gov and click on “Per Diem Rates” under Travel Resources on the left side of the page.

· Be aware that expenses above the allotted per diem rates are considered non-reimbursable. All lodging receipts must be provided for reimbursement.

· Meals: Sandia will reimburse meals at $30.00 per day. This is a maximum set rate and receipts are not required. 

4. Lodging in CALIFORNIA: 

Sandia will only reimburse your first night of lodging in California, and only if your housing is not available upon arrival. A receipt is required for reimbursement.
5. Sandia WILL NOT reimburse any of the following expenses:

· Shipping costs (of any kind, including those for personal goods).

· Expenses incurred by family members who travel with you.

· Personal phone calls en route, except for brief safe-arrival call (once you get to your final destination).
Please note that all of the aforementioned guidelines will also normally apply for your travel back home. 

For answers to frequently asked questions regarding student travel visit: http://education.ca.sandia.gov/internisland/travel_faqs/index.lhtml
IRS Requirements

FYI: The IRS requires that travel expenses paid by an employer be reported as income by a new hire. Sandia will compute the portion that is taxable to you and federal, state, and FICA taxes will be withheld. At the end of the year, Sandia will furnish IRS Forms 4782 and 3903 for purposes of adjusting your income to reflect deductible expenses.

Housing Arrangements

It is your responsibility to contact and make arrangements for your housing in California. The housing information notice provided by Sandia is a resource to assist you in making an informed choice.

Refer to page 5 for the Shuttle Service Chart

	SHUTTLE SERVICE
	FROM OAKLAND AIRPORT
	FROM SAN FRANCISCO AIRPORT
	FROM SAN JOSE AIRPORT

	Apollo Shuttle Service

(888) 882-7656
	$45.00
	$55.00
	$75.00

	Apple Limo & Shuttle

(295) 989-5423
	$35.00
	$55.00
	$45.00

	Astoria Transportation

(925) 685-6666

(800) 850-9199
	$65.00
	$65.00
	

	Best Way Shuttle

(925) 363-7711
	$55.00
	$75.00
	$65.00

	East Bay Connections

(800) 675-3278


	$40.00
	$46.00
	N/A



	Livermore South Bay Shuttle

(408) 559-9477


	N/A
	$69.00
	$69.00

	Premier Airport Shuttle

(925) 462-7111
	$60.00
	$70.00
	$70.00

	Tri-Valley Airporter

(925) 691- 0998
	$40.00
	$65.00
	$65.00
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