
 

 

 

microMORPH & Arnold Arboretum Summer Course 2016: 

How to Arrange your Travel 
 

microMORPH is willing to reimburse for travel costs up to a maximum of $700 for international travelers and  $500 

for travelers coming from within U.S. You will receive reimbursement request forms during the course. 

 

Airfare Reimbursement Guidelines 

 

There are many policy restrictions on reimbursable travel expenses to consider when making your air travel 

arrangements: 

 

All flights: 

 Foremost, every flight must be scheduled to arrive at Boston Logan airport no sooner than Sunday 

June 12, 2016 and the departure date from Logan must be no later than Saturday June 25, 2016.  

 You must book the lowest priced, coach class, roundtrip airfare available. 

 We cannot reimburse for any portion of the ticket cost if frequent flyer miles are redeemed at all to pay 

for any of the ticket.   

 

International Flights: 

Because this course is funded by a U.S. Federal grant, several factors must be considered when making 

international flight reservations. Most specifically, all international air travel need to conform to the U.S. 

Federal Fly America Act in order to be reimbursed by this Federal grant.    

 

For these reasons, it is required that you submit your proposed flight itinerary (whether domestic or 

international) to Jess Gard (jgard@fas.harvard.edu) for approval prior to booking your flight. If you book 

before seeking approval to ensure the flight is within policy, you risk not being reimbursed for the cost of your 

flight.  

 

After the course, you will be required to submit your eTicket along with proof of purchase (i.e., your bank or credit 

card statement showing the transaction), along with the rest of your reimbursement paperwork.   

Please be mindful when submitting an itinerary for approval, office hours are Monday-Friday 9am to 5pm US 

Eastern Standard Time.  

 

Considering the fast approaching date for the course, we request that you submit your itineraries for 

approval between May 2-May 31, 2016.  

 

Ground Transportation Reimbursement Guidelines 

 

Please keep all receipts for trains or buses just as you would for airlines. 

    

If you choose to rent a car, you must rent the most economic vehicle consistent with business needs and travel 

circumstances (usually a compact or mid-size) and must not exceed a full-size vehicle. If you do rent a car, please 

be sure to keep the receipts for the car and any gas you purchased.    

 

You may choose to use your personal car if doing so is less expensive than other means of transportation.  If 

you will be driving your own car, we can reimburse you for mileage. You can estimate your mileage through any 

on-line mapping program (i.e. google maps).   
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