I’m taking a trip.  What do I do?

1. On the day you confirm your trip, or as soon after, contact Doris Baker by email at dbaker@dslcc.edu  to see if a state care is available. If Doris has a car available, she will reserve it for you and confirm by email.  If a car is not available, your request will be forwarded to Robin Jennings to see if the CED car is available. Robin will then confirm by email to you with a cc to Doris the availability of car. If a state car is available and you reserve it, nothing further needs to be done. The email must be attached to your travel reimbursement
2. If no state car is available and you are traveling less than 150 miles, drive your personal vehicle and you will be reimbursed .555 per mile. *(Request for state vehicles must be made BEFORE the trip is made, preferably one week in advance)*

3. If no state car is available and you are traveling more than 150 miles go the following excel sheet to figure the cost of a rental car for the time period you will need it.  rental vehicle calculation.xls
4. If after completing the worksheet, it is more advantageous to drive your personal vehicle, nothing else needs to be done.  You will be reimbursed .555 per mile.  If it is more advantageous to rent a car and you choose to drive your personal vehicle, you will be reimbursed at .246 per mile. If it is more advantageous to rent a car, you may proceed and click on   www.enterprise.com and fill in requested information. If you prefer not to take a rental car you will be reimbursed at the lower rate of .246.
0-150 miles

State car available-.246

No state car available-.555

Over 150 miles

Use the rental vehicle calculation excel link above 

