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2CUL TSI travel will be informally shared by Columbia and Cornell during the Mellon grant term through 12/31/15.  Following the term of the Mellon grant, these travel guidelines will be reviewed and amended as needed.  If the differential price on the C2C bus ends, item #2 below may be amended prior to 12/31/15 so that each institution is simply booking the bus directly.
In general, the host institution books and pays for hotel, working lunches, and group business dinners. Cornell reserves and purchases the Campus-to Campus bus tickets for Columbia visitors.
Procedure for Columbia staff traveling to Cornell:

1. Fill out the standard travel request form.  Columbia:  A3  Include supporting documentation as usual.  The category is “Institutional” or “Director”.  
2. Contact Laurie Stevens (lms6@cornell.edu), with cc: to whomever is hosting the meeting, to book the Cornell bus in order to get the lower $150 round trip rate and the convenience of direct billing to a Cornell departmental account.  Laurie will email your C2C reservation to you.  Alternatively, you can also book the bus yourself on the Campus to Campus website  (will be at higher rate of $165 round trip) or take a different means of transportation and file for business expense reimbursement from Columbia.  
3. Contact Laurie to book an Ithaca hotel.  The hotel will usually be the Hilton Garden Inn. Laurie will arrange for a direct bill from the hotel to Cornell.  Laurie will send your reservation to you. You are responsible for incidental purchases.
4. The hosting Cornell TSI Manager will arrange for working meals.
5. Dinner expense is reimbursed for each hotel night of the business trip when there is no group business dinner. It is your responsibility to choose a restaurant and submit the expense to Columbia per your travel procedures.
6. Other miscellaneous business expenses should be recorded and submitted to Columbia per current travel and business expense reimbursement procedures.
Procedure for Cornell staff traveling to Columbia:
1. Complete the pretravel form per Cornell Library procedures.
2. Contact Laurie Stevens (lms6@cornell.edu) to book the Cornell bus in order to get the lower $150 round trip rate.  Alternatively, you can also book the bus yourself on the Campus to Campus website (will be same $150 cost if you use department charge) or take a different means of transportation and file for business expense reimbursement from Cornell.  
3. Contact Pat White (pmw2118@columbia.edu), with cc: to whomever is hosting the meeting, to book a NYC hotel.  The hotel will usually be the Hotel Lucerne. Pat will arrange for a direct bill from the hotel to Columbia.  Pat will send your reservation to you. You are responsible for incidental purchases.
4. The hosting Columbia TSI manager will arrange for working meals.
5. Dinner expense is reimbursed for each hotel night of the business trip when there is no group business dinner. It is your responsibility to choose a restaurant and submit the expense to Cornell per your travel procedures.
6. Other miscellaneous business expenses should be recorded and submitted to Cornell per current travel and business expense reimbursement procedures.
Any other arrangement should be discussed and agreed to by the TSI Integration Manager. 
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