National Advisory Board Meeting
Travel Arrangements

May 24-25, 2006
Transportation to Madison
Due to changes in University of Wisconsin policies, we are no longer able to have airfares direct billed to CIRTL. We ask that you purchase your own airline ticket.
If you decide to use your own travel agency or any on-line service, 2 quotes are required by the university if your airfare is over $500.00 for economy seats.  Without these quotes there is a strong possibility that the university will not reimburse you for your airfare. If you prefer, you may purchase your ticket through Capitol Travel in Madison (800-222-4791). Capitol Travel will provide any required flight related documentation for your expense report. You will be reimbursed for your travel expenses after your trip to Madison, including any booking fee charged by a travel agent.
Another key component to getting your airfare reimbursed is a passenger receipt.  If you purchase your ticket on-line, please forward any electronic confirmations or receipts to Mary at mjfish@wisc.edu. This way we will have your itinerary to attach to your travel expense report.  A paper copy of the passenger receipt can also be obtained at the airport when you start your trip to Madison.

Please contact Mary before purchasing a ticket if your trip to Madison will be part of a multi-city trip. 
Hotel (1-2 nights – 5/23 and 5/24)

The Edgewater Hotel
666 Wisconsin Avenue
608-256-9071 or 800-922-5512

[http://www.theedgewater.com]

A non-smoking room reservation has been made for you at the Edgewater Hotel for the evenings of May 23-24. Please let Mary know if you need to change your reservation, for example if you plan to arrive the morning of the 24th.  The cost of your room will be direct billed to CIRTL.  You will be responsible for any additional expenses, such as room service, phone calls, etc.  The Edgewater has DSL access in guestrooms.
Ground Transportation to and from the Madison Airport

The Edgewater Hotel (666 Wisconsin Avenue)

The Edgewater Hotel has an airport shuttle service.  There is a courtesy phone located near the baggage area at the airport.  If you are short of time, the hotel is about a 15-minute taxi ride from the airport and less than $20.  Please remember to get a receipt for the taxi.
Costs/Reimbursement/Receipts

CIRTL will reimburse you for ground transportation to and from the airport, and for meals other than those provided during the CIRTL National Advisory Board Meeting.  The maxima allowed are as follows:

Breakfast: $8.00; Lunch: $9.00; Dinner: $17.00

(Receipts are required)

Receipts are needed for all taxi fares and any miscellaneous expenses (such as parking).

We look forward to your visit!  If you have any questions about the CIRTL National Advisory Board Meeting arrangements, please feel free to contact Mary Fish or Kitch Barnicle.

	Mary Fish

(608) 263-0630

mjfish@wisc.edu
	Kitch Barnicle

(608) 262-9174

kabarnicle@wisc.edu


