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Travel Reimbursement Information

We appreciate your interest in employment with Fitchburg State University, and welcome you to
our campus. We encourage all candidates traveling to the institution to use the most economical
choice for transportation, car rental and lodging options.

To assist you with your arrangements we are providing the following information. Please note
that rates are subject to change.

Booking through one of the online search engines may provide some very economical package
options.

Overnight Candidates
Mode of travel:
e Airline
e Train
e Bus
e Personal vehicle

Car Rental - please note the University is only allowed to pay the cost of the daily car rental fee
for the period of time that the candidate is here for an interview. (If a candidate chooses to
accept the insurance and liability waivers etc. that the car rental agencies offer, those expenses
will be the responsibility of the candidate.)

Hotel lodging: Candidates can reserve a room at one of the following for a one night stay to
receive the university discounted rates.

Double Tree by Hilton - Leominster, MA - Fitchburg State University has a special corporate
rate with the Double Tree by Hilton (99 Erdman Way Leominster, MA 01453).

To make a reservation, please call them directly at 978-534-9000 or reserve rooms online at Fitchburg
State University discounted rate, which is now 10% off their best available rate
https://www.hilton.com/en/book/reservation/deeplink/?ctyhocn=ORHLEDT &corporateCode=0002854040

(Do not book a room from any pre-paid booking sites, like Expedia, Kayak, AAA, Travelocity, etc.,
once you book a room with these types of sites Hilton cannot adjust the rate or refund money).
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Howarth House/Bed & Breakfast — Fitchburg, MA - Located within walking distance of
Fitchburg State University at 81 Ross Street, Fitchburg, MA 01420. During the week room costs
are $175-$195 and the weekend costs are $195-$215; Fitchburg State University receives a
discount of 10% off of these costs during the week or weekend.

The owners are Ryan and Sarah Jordan. In order to reserve this special rate contact 978-342-
2851. www.howarthhouse.com

Non-Local Candidates/Overnight

e Every expense must have an original receipt in order to be reimbursed. The original
receipt must indicate the balance has been paid.

e An itemized receipt is required for meal reimbursement.

e Candidates are reimbursed for travel, if there are extenuating charges for travel, the
university will assess if additional funding is available and will notify the candidate.

Local Candidates/Non-overnight

e Personal vehicle mileage, train/bus fare are reimbursable expenses.

e Every expense must have an original receipt in order to be reimbursed.

e An itemized receipt is required for meal reimbursement.

e Iftravel requires additional funds please contact the search committee chair to
communicate the difference required for travel, in the case of extenuating circumstances.
The university will assess if additional funding are available and will notify the
candidate.

General Information

e Mileage reimbursement is $0.70 per mile, subject to change.
e Alcoholic beverages are not reimbursable.

Process

Each candidate is responsible for their travel arrangements and expenses. Following the
interview, reimbursement will be forwarded to the candidate after appropriate itemized receipts
and forms have been completed and submitted to the search committee chairperson.

When a candidate completes their travel, the candidate may submit a scanned copy of their
itemized receipts to the search committee chair. Please make certain that their name, mailing
address (home address) and phone number is included with the expense reimbursement request.
Attaching an itemized list of expense reimbursements with the original receipts is very helpful.
A completed W-9 form shall also be included. A W-9 form is required in order to process
candidate expense reimbursement.

If you have any questions, please contact the search committee chair.
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