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THE BIOMEDICAL RESEARCH INSTITUTE OF NEW MEXICO 
BRINM is a public nonprofit organization under the Internal Revenue Code 501(c)(3).  It 
is one of more than 89 similar nonprofit organizations associated with VA medical 
centers nationwide.  Passed in 1988, Public Law 100-322, Section 204 authorizes the 
establishment at any Department of Veterans Affairs medical centers of a nonprofit 
corporation to provide a flexible mechanism for the receipt and administration of 
research/education funds other than VA appropriations.  The purpose of BRINM is to 
advance the research/education mission of the Department of Veterans Affairs through 
the support of research/education-related activities at the New Mexico VA Healthcare 
System (NMVAHCS). 
Sources of funding may be grants, contracts, gifts from for-profit companies, charitable 
foundations, the National Institutes of Health and other federal agencies, professional 
societies, other nonprofit entities, and individuals.  Because the only statutory purpose 
of BRINM is to facilitate VA research/education, all funds received must be administered 
for purposes relating to VA approved research or to further VA approved education. 

The statutory members of the BRINM Board of Directors are the medical center’s 
Director, Chief of Staff (COS), the Associate Chief of Staff for Research (ACOS/R) and 
the Associate Chief for Education (ACOS/E). Generally non-statutory members of the 
Board are drawn from people with backgrounds in Veterans’ affairs, military experience, 
legal, financial, and medical or scientific expertise of benefit to BRINM. Please contact 
the Biomedical Research Institute of New Mexico’s (BRINM) Administrative Office or 
visit www.brinm.org for BRINM’s current Board of Directors. 

BRINM is located on the NMVAHS Albuquerque campus in Building 14.  If you have any 
questions or would like additional information about BRINM, please call 505-256-5467. 

MISSION STATEMENT 
Biomedical Research Institute of New Mexico’s (BRINM’s) mission is to facilitate high-
quality scientific research and education in order to improve the healthcare and quality 
of life for our nation’s veterans and, ultimately, humankind. 

 
GUIDING PRINCIPLE 

BRINM supports Department of Veterans’ Affairs (VA) investigators in making 
successful advances in medical diagnosis and treatment by providing quality services in 
research and education. 

 
CORE VALUES 

BRINM has defined 14 core values supporting its commitment to ethical practices; 
BRINM’s Core Values are to: 

• Ensure patient safety and health above all else 
• Protect the confidentiality of all sensitive information whatever the source 

(PHI, VA, customer or study proprietary, etc.) 

http://www.brinm.org/


• Ingrain integrity into our business and personnel practices 
• Commit to the VA Ethics Policy and practices 
• Prevent any existing or potential conflicts of interest from occurring 
• Focus on our customer’s requirements and challenges 
• Maintain a safe and secure work environment 
• Empower our employees and contractors 
• Implement internal and external quality processes 
• Maintain open and transparent communications with all stakeholders 
• Maintain positive attitudes 
• Provide professional and personal opportunities 
• Promote safety and security awareness 

 
GOALS 

• To be the institution of choice for administration of research and education 
funding 

• To foster collaboration that will further the BRINM mission 
• To create a rewarding and challenging environment in which to conduct 

research 
• To educate the public about VA research 

 
GENERAL POLICY STATEMENT 

These policies are intended to serve as guidelines.  No policy guidelines can anticipate 
every circumstance or question that may arise.  As BRINM continues to grow, the need 
may arise to change policies described in these guidelines. Therefore, BRINM reserves 
the right to revise, supplement, or rescind any policy or portion of the guidelines from time 
to time as it deems appropriate, in its sole and absolute discretion.  Principal investigators 
(PI) and BRINM employees, if applicable, will be notified of such changes as they occur. 
The programs and operations of BRINM are subject to the scrutiny and review of the VA 
Inspector General (IG). 

No policy of BRINM shall be knowingly carried out if it conflicts with Federal, State or Local 
authority or to the common ethical principles of academic medicine, research, or 
education.  In keeping with this, no activities of BRINM shall involve monies, income or any 
direct personal benefit to BRINM directors and employees. 

All checks/Electronic Fund Transfers (EFTs) must be made payable to the Biomedical 
Research Institute of New Mexico (or BRINM).  Funds received in support of a particular 
activity can be accepted only if the principal investigator (PI) holds an appointment at the 
NMVAHCS and only if the NMVAHCS Research Committee has approved the project.  A 
letter, memorandum or contract stating whether the funds are for restricted or unrestricted 
research, continuing research and/or education, must accompany all checks. 



It is important to contact the BRINM administrative office as soon as possible once a 
decision has been made to apply for a (non-VA) peer reviewed grant or enter into a 
clinical trial.  This will help avoid unnecessary delays.  In the case of grant submissions, 
there are often many forms to be completed, some of which require signatures from 
BRINM and/or VA officials that are not always easy to obtain.  The BRINM 
administrative office has the necessary application information, forms, etc. to assist the 
PI with a grant submission.  Under no circumstances can a PI sign on behalf of 
BRINM or VA.  For more information regarding grant proposals or clinical trials, please 
contact the BRINM administrative office.  

An administrative fee is charged on all funds deposited into BRINM. These funds are 
used for administrative expenses such as salaries, legal and accounting fees, office 
expenses, insurance and other necessary operational expenses.  Exceptions to the 
administrative fees are made when donations are received from Veterans’ Service 
Organizations or private individuals contributing less than $2,000. 

 
CODE OF ETHICAL CONDUCT 

This applies to all members of BRINM Board of Directors, BRINM employees and 
volunteers of BRINM. BRINM’s Code of Ethical Conduct has been designed to ensure 
appropriate transparency and compliance with appropriate legal and regulatory 
requirements established for non-profit corporations; as well as any applicable 
Department of Veterans Affairs and National Institutes of Health (NIH) policy 
guidelines and principles. 
BRINM has an active governing body, the Board, which is responsible for setting the 
mission and strategic direction of BRINM and provides oversight of the finances, 
operations, and policies of BRINM.  The Board 

a. Ensures that Board and committee members have the requisite skills and 
experience to carry out their duties and that all members understand and fulfill 
their governance duties acting for the benefit of BRINM and its public 
purpose. 

b. Has a conflict-of-interest policy that ensures that any conflicts of interest or 
the appearance thereof are avoided or appropriately managed through 
disclosure, recusal, or other means. 

c. Is responsible for the hiring, firing, and regular review of the performance of 
its Executive Director, and ensures that the compensation of the Executive 
Director, and other senior management positions as the Board deems 
appropriate, is reasonable. 

d. Ensures that the Executive Director and appropriate staff provide the Board 
with timely and comprehensive information so that the Board can effectively 
carry out its duties. 

e. Ensures that BRINM conducts all transactions and dealings with integrity and 
honesty. 



f. Ensures that BRINM promotes working relationships with Board members, 
employees, volunteers, and program beneficiaries that are based on mutual 
respect, fairness, and openness. 

g. Ensures that the organization is fair and inclusive in its hiring and promotion 
policies and practices for all Board, staff, and volunteer positions. 

h. Ensures that policies of BRINM are in writing, clearly articulated, and officially 
adopted. 

i. Ensures that Board or Board committee members do not hold or adopt 
financial interests that conflict with the conscientious performance of duties. 

j. Is responsible for engaging independent auditors to perform an annual audit 
of BRINM’s financial statements, for understanding the audit scope and 
approving the audit, and for overseeing the reliability of financial reporting 
including the effectiveness of internal control over financial reporting, and for 
reviewing and discussing financial statements to determine whether they are 
complete and consistent with operational and other information known to the 
board members. 

k. Ensures that the resources of BRINM are responsibly and prudently 
managed.  

l. Ensures that BRINM has the capacity to carry out its programs effectively. 
 

CONFLICTS OF INTEREST 
This applies to all members of BRINM Board of Directors, BRINM employees and 
volunteers of BRINM. This Policy intents to prevent conflicts of interest, and for 
managing a conflict when it exists. This Policy has been designed to ensure appropriate 
transparency and compliance with appropriate legal and regulatory requirements 
established for nonprofit corporations (NPCs), such as BRINM. 

a. This Policy is intended to supplement, but not replace, federal and state laws 
governing conflicts of interest applicable to VA-affiliated nonprofit research and 
education corporations such as BRINM.  Section 7366(c)(1), Title 38 U.S.C., 
provides, as to conflicts of interest: 

Each member of the board of directors of a corporation established under 
this subchapter, each employee of such a corporation, and each employee 
of the Department who is involved in the functions of the corporation during 
any year shall be subject to federal laws and regulations applicable to 
Federal employees with respect to conflicts of interest in the performance 
of official functions. 

b. Interested Party.  Persons covered under this policy, as well as their relatives 
and business, personal, and professional associates, are hereinafter referred 
to as an interested party or parties. 

2. Conflict of Interest 
A conflict of interest may exist when the interests or concerns of an interested party may 
be seen as competing with the interests or concerns of BRINM.  More specifically, a real 



or actual conflict of interest denotes a situation in which a BRINM director or employee 
has knowledge of a private economic or other interest that is sufficient to influence the 
exercise of his or her duties and responsibilities owed to BRINM. 

A potential conflict of interest arises when individuals can foresee that a private interest 
may someday be sufficient to influence the exercise of their duty but has not yet. 

An apparent conflict of interest exists when there is a reasonable apprehension, which 
reasonably well-informed persons could properly have, that a conflict of interest exists. 

All three situations are included in the terms or words “conflict of interests” or “conflicts” 
as used in this Policy. 

Examples.  There are a variety of situations that raise conflict of interest concerns 
including, but not limited to, the following: 

a. Financial Interests - A conflict may exist where an interested party directly or 
indirectly benefits or profits as a result of a decision, policy or transaction 
made by BRINM.  Examples include situations where: 

• BRINM contracts to purchase or lease goods, services, or properties from 
an interested party 

• BRINM offers employment or compensation to an interested party 
• An interested party is provided with a gift, gratuity, or favor of a 

substantial nature from a person or entity that does business or seeks to 
do business with BRINM 

• An interested party is gratuitously provided use of the facilities, property, 
or services of BRINM 

• BRINM adopts a policy that financially benefits an interested party 
b. Use of Information – Interested persons shall not use information received 

from participation in BRINM affairs, whether expressly denominated as 
confidential or not, for personal gain or to the detriment of BRINM. 

c. Other Interests - A conflict also may exist where an interested party obtains a 
non-financial benefit or advantage that he/she would not have obtained absent 
his/her relationship with BRINM.  Examples include where: 

• An interested party seeks to obtain preferential treatment by BRINM or 
recognition for himself/herself or another interested party 

• An interested party seeks to make use of confidential information 
obtained from BRINM for his/her own benefit (not necessarily financial) or 
for the benefit of another interested party 

• An interested party seeks to take advantage of an opportunity or enables 
another interested person or other organization to take advantage of an 
opportunity that he/she has reason to believe would be of interest to 
BRINM 

• BRINM adopts a policy that provides a significant nonfinancial benefit to 
an interested party 



• Hiring subordinates with a financial, social, familial, or personal 
relationship 

 

3. Disclosure of Conflicts of Interest 
An interested party is under a continuing obligation to disclose any conflict of interest as 
soon as it is known or reasonably should be known. 

An interested party shall complete the Disclosure Questionnaire attached as Appendix A 
to disclose the material facts fully and completely about any potential, actual, or 
apparent conflicts of interests.  The disclosure statement and Affirmation of Compliance 
(Appendix B) shall be submitted upon his/her association with BRINM and shall be 
reviewed annually thereafter.  An additional disclosure statement shall be filed whenever 
a conflict subsequently arises. 

Disclosure statements will be submitted to the Executive Director or designee. 

4. Review of Conflicts 
The Executive Director or designee shall be responsible for reviewing the disclosed 
matter and may take appropriate action as necessary to protect the interests of BRINM.  
The Executive Director shall report to the Chair of the Board of Directors of BRINM (the 
Chair) the results of any review and the action taken.  The Chair shall determine 
whether any further board review or action is required. 

5. Procedures for Addressing Conflicts of Interest 
Where a conflict exists between the interests of BRINM and an interested party with 
respect to a specific proposed action, policy, or transaction, BRINM shall refrain from 
acting until such time as the proposed action, policy or transaction has been approved 
by the Executive Director.  The following procedures shall apply: 

1. An interested party who has a conflict of interest with respect to a proposed 
action, policy, or transaction of BRINM shall not participate in any way in, or be 
present during, the deliberations and decision-making of BRINM with respect 
to such action, policy, or transaction.  However, the interested party shall have 
an opportunity to provide information about the proposed conflict and/or action, 
policy, or transaction.  Also, the Executive Director or designee may request 
that the interested party be available to answer questions. 

2. The Executive Director may approve the proposed action, policy, or 
transaction upon finding that it is in the best interests of BRINM.  The 
Executive Director shall consider whether the terms of the proposed action, 
transaction or policy are fair and reasonable to BRINM and whether it would 
be possible, with reasonable effort, to find a more advantageous arrangement 
with a party or entity that is not an interested party.  

6. Documentation 



The review documents shall include: 

a. The names of the persons who disclosed or otherwise were found to have a 
financial or other interest in connection with a conflict of interest, the nature of 
the financial or other interest, any action taken to determine whether a conflict 
was present, and the Executive Director’s or designee’s decision, where 
prudent, as to whether a conflict of interest in fact existed. 

b. The names of the persons who were present for discussion, the content of the 
discussion, and any alternatives to the proposed transaction or arrangement.  
Whenever possible, the documentation should frame the decision in such a 
way that it provides guidance for consideration of future conflict of interest 
situations.  

7. Violations of Conflict of Interest Policy 
If the Executive Director has reason to believe that an interested party has failed to 
disclose a conflict of interest, it shall inform the person of the basis for such belief and 
allow the person an opportunity to explain the alleged failure to disclose. 

If the Executive Director or designee decides that the interested party has in fact failed 
to disclose a possible conflict of interest, the Executive Director shall take appropriate 
disciplinary and corrective action.  

8. Training 
All new employees, volunteers, or those otherwise affiliated with BRINM shall receive 
conflict of interest training within 90 days of their being hired by BRINM or volunteering 
or otherwise becoming affiliated with BRINM. 

Annual conflict of interest training will be given to employees, volunteers, and affiliates. 

***Visit www.brinm.org website or contact the BRINM Administrative Office for the 
most current COI Disclosure Questionnaire and COI Affirmation of Compliance 
forms*** 

Financial Conflict of Interest‐ Objectivity in Research 
The intent of this policy is to define the Biomedical Research Institute of New Mexico 
(BRINM) policy regarding objectivity in research and to define the procedures for 
reviewing potential financial conflicts of interest and addressing such identified 
instances. The purpose of this policy is to promote objectivity in research by 
establishing standards that create a reasonable expectation that the design, conduct, 
and reporting of research is free from bias resulting from conflicting financial interests 
of investigators.  
A conflict of interest (actual or perceived) occurs when any financial or other 
arrangement, situation, or action affects or could be perceived to exert inappropriate 
influence on the design, review, conduct, results, or reporting of research activities or 
findings. Conflicts may be related to financial gain, reputation, promotion, or to the role 
of research investigator vs. health care provider, among others.  
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The Department of Veterans Affairs (VA) is responsible for developing agency specific 
guidance regarding the management of financial conflict of interest in research. All 
research managed by BRINM is VA research and employees engaged in such 
research hold VA paid or VA Without Compensation (WOC) appointments, therefore, 
the NMVAHCS policy on Institutional Conflict of Interest in Research is applicable to 
BRINM activities. In addition dually appointed faculty members are subject to the 
requirements of the University of New Mexico (UNM) regarding the management of 
financial conflict of interest. Any project that involves human subjects research is 
subject to both VA and UNM (if applicable) policy and requirements regarding 
financial conflict of interest in the conduct of human research. This policy covers all 
BRINM administered research projects or programs.  
***Visit www.brinm.org website or contact the BRINM Administrative Office for the 
Financial Conflict of Interest-Objectivity in Research Policy*** 

Whistle-Blower Protection 
BRINM encourages its employees to report suspected or actual illegal or improper 
activity, financial or otherwise.  BRINM will not condone any activity that is illegal or 
improper, whether done by a Board Member or employee.  BRINM has enacted a policy 
for the protection of whistle blowers as follows: 

1. Anonymous reporting.  All employees are encouraged to report to the 
appropriate level of management on any activity that an employee reasonably 
believes to constitute fraudulent activity or is in violation of any governmental 
regulation.  All employees have the assurance that these reports will be 
considered completely confidential, and the identity of the reporting employee 
will not be disclosed. 

2. Retaliation prohibited.  BRINM does not tolerate retaliation in any form, 
including harassment or discrimination, against any employee who 
reasonably has raised concerns about possible fraudulent activity.  This also 
includes any activity that is in violation of Government regulations.  Any 
reports of retaliation will be thoroughly investigated, and any offending 
employees will be dealt with accordingly. 

3. Training.  In addition to written documentation in the employee handbook, 
BRINM mandates training to educate all employees as to what may constitute 
fraudulent activity and appropriate action to take if fraudulent activity is 
suspected. 

Report to the Executive Director or Chairman of the Board any activities that you believe 
to be illegal or improper.  Employees will be protected against retaliatory actions 
resulting from reporting unethical conduct.  Any employee who feels that adverse action 
has been taken toward him/her due to a report of improper activity should notify the 
Executive Director or the Chairman as soon as possible. 

 

http://www.brinm.org/


DOCUMENT RETENTION AND DESTRUCTION 
BRINM shall retain records for the period of their immediate or current use unless 
longer retention is necessary for historical reference or to comply with contractual or 
legal requirements.  Records and documents outlined in this policy may include paper, 
electronic files (including e-mail) and voicemail records regardless of where the 
document is stored, including network servers, desktop or laptop computers and 
handheld computers and other wireless devices with text messaging capabilities. 
In accordance with 18 U.S.C. Section 1519 (destruction, alteration, or falsification of 
records in Federal investigations and bankruptcy) and the Sarbanes-Oxley Act of 2002, 
BRINM shall not knowingly destroy a document with the intent to obstruct or influence 
an “investigation or proper administration of any matter within the jurisdiction of any 
department or agency of the United States ... or in relation to or contemplation of such 
matter or case."  If an official investigation is underway or even suspected, document 
purging must stop to avoid criminal obstruction. 
*** Record Retention Schedule is on file in the BRINM Administrative Office*** 
 

EMPLOYMENT POLICIES – GENERAL 
BRINM may employ full- and part-time employees to carry out its research and 
educational mission.  Employment with BRINM is on an at-will basis.  This means that the 
employment relationship can be terminated at any time by either the employee or the 
employer for any reason not prohibited by law.  Employment decisions shall be based 
upon the recommendation of the PI, with final approval by the Executive Director and/or 
BRINM human resources administrator. 

Equal Opportunity Employer 
BRINM is an equal opportunity employer.  Our policy is clearly and simply stated as 
follows: 

It is the policy of this organization to offer equal opportunity to all qualified 
employees and applicants for employment without regard to race, religion, color, 
sex, national origin, age, sexual orientation, gender identity, disability, or veteran 
status (“protected class status”).  BRINM also complies with applicable state and 
local laws governing nondiscrimination in employment.  We will take positive action 
to ensure fulfillment of this policy in all areas, including hiring, placement, 
promotion, transfer or demotion, recruitment, employment ads, wage rates or other 
forms of compensation, and selection for training, layoff, or termination.  All such 
decisions are based on individual merit, qualification and competence, and on 
promotion of the principle of equal employment opportunity. 

This policy is part of BRINM’s commitment to comply with the requirements and 
objectives set forth by presidential Executive Order 11246, Title VII of the Civil Rights 
Act of 1964, the Age Discrimination in Employment Act of 1967, the Americans with 
Disabilities Act of 1990, the Uniformed Services Employment and Reemployment Rights 



Act, the Vietnam-Era Veterans Readjustment Assistance Act of 1974, the Rehabilitation 
Act of 1973 and any applicable federal, state and local laws, as amended. 

BRINM’s policies and objectives regarding equal employment opportunity and affirmative 
action programs will be regularly reviewed to determine the progress toward our stated 
goals. 

Non-citizens of the United States are eligible for employment only under certain alien 
status.  Please contact the human resources administrator for more information. 

An Employment Request Memorandum (See BRINM website at www.brinm.org for all 
forms referenced in the Policy Guidelines) listing the duties, responsibilities, qualifications, 
estimated start date and proposed salary of the position shall be submitted to the BRINM 
human resources administrator when a PI wishes to hire an employee with BRINM funds.  
The executive director and the human resources administrator must approve this request.  
The job opening will be posted at the BRINM office, the Cooperative Studies Program 
Clinical Research Pharmacy Coordinating Center (CSPCRPCC) and any other requested 
location for a minimum of five business days.  The posting requirement is not necessary 
when hiring for a position that requires less than twenty (20) hours of work per week. 
Arrangements for a classified advertisement in the Albuquerque Journal (or other 
newspaper/website of general circulation) can be made through the BRINM administrative 
office.  BRINM will collect original resumes and forward copies to the hiring PI.  As BRINM 
receives resumes, the applicants’ names will be recorded on an applicant flow record.  
Once the selection has been made, the human resources administrator will hire the 
applicant(s).  Upon selection of an applicant, the PI must provide applicant flow information 
to the human resources administrator. No PI should contact a candidate independently. 

 

Nepotism 
Careful consideration is to be given to the hiring and placement of persons closely related 
(i.e. immediate family) to an existing employee to avoid either actual or potential conflicts 
of interest or preferential treatment.  For this policy, “immediate family” is defined as: 

• Spouse/Life Partner 
• Spouse/Life Partner’s Parents 
• Parents 
• Grandparents 
• Children 
• Children’s Spouse/Life Partner 
• Grandchildren 
• Sister/Brother (and any spouse/life partners) 
• Any individual who resides with the employee as a member of his/her family 

The above relationships include any commonly and legally recognized family relationships 
such as step-, half-, and foster-parents, children, siblings, etc. 
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An applicant who is closely related to a current employee is not eligible for employment in 
a position that would result in one family member directly reporting to or reviewing the 
performance of another. 

Individuals may not be placed, as the result of a change in employment status (i.e. 
transfer, promotion, etc.) into a department or situation where an immediate family 
relationship affects, or appears to affect, their or other employees’ impartiality, judgment, or 
effectiveness in the performance of BRINM business.  For example, closely related 
individuals may not supervise each other or audit the work of an immediate family 
member. 

If, while working at BRINM, employees become closely related as defined above, they 
may continue employment as long as no supervisory relationship is established.  Should a 
conflict occur, BRINM will attempt to find a suitable position to which one of the affected 
employees may transfer.  If a suitable position is not available, the employees involved 
may determine which of them shall remain.  The conflict situation must be resolved within 
six months from the date a change in immediate family status occurs. 

Closely related employees, or employees who become closely related, must immediately 
inform their Principal Investigator or supervisor of their relationship.  Questions about 
whether a relationship is covered by this policy are to be directed to the BRINM Human 
Resources Administrator. 

 

Sufficient Funding Requirement 
Hiring research/educational staff is discouraged unless the PI has sufficient funds to cover 
at least six months of employment related expenses.  These expenses include salary, 
applicable benefits (see Benefits section), employer’s share of payroll taxes, 
unemployment insurance and workers compensation.  Deductions from each project 
account for these expenses will be made as incurred. 

BRINM’s Responsibilities Concerning New Employees 
It is BRINM’s responsibility to arrange a VA appointment for new employees through the 
VA research office with sufficient time for the paperwork to be processed before the 
individual begins work.  All newly hired employees must have an orientation with the 
BRINM human resources administrator on the first day of employment.  The new 
employee will complete necessary administrative paperwork and receive an employee 
handbook. 

IPA Guidelines 
IPAs are agreements pursuant to the Intergovernmental Personnel Act which provides a 
mechanism for the Federal Government to share staff across institutional boundaries. 
Here at NMVAHCS, IPAs are usually implemented to allocate BRINM employees to VA 
funded projects, but it is possible to use IPAs for VA employees working on BRINM or 
UNM projects. 
 



The IPA mechanism may not be used under the following circumstances: 
• For an employee who has been a BRINM employee for less than 90 days 
• For an employee serving in administrative or clinical functions 
• For a temporary employee, including postdocs and others in training positions 

(and in the case of a VA employee, those with a time limited appointment) 
• For more than two years without amendment, or for a total of four years without a 

break in service of one year 
 

Other rules established by the federal Office of Personnel Management or by VA, may 
apply. 
Effective October 1, 2024, BRINM is implementing the following changes: 
 

A. For Principal Investigators who have more than two IPA contracts, BRINM 
charges a fee for processing and maintaining IPAs to offset associated Human 
Resources and other administrative costs. The fee is 10% of the salary and 
benefit cost of the IPA, not to exceed a predetermined maximum per IPA contract 
and must be funded through unrestricted sources. 

B. The IPA administrative fee is a maximum of $5,000 per employee per IPA 
contract. Principal Investigators must have administrative, residual or other 
unrestricted funds available to cover these costs. 

C. The 3rd IPA contract and all remaining IPA contracts will be billed a minimum 
$500 administrative fee, which will be billed the 1st month following IPA initiation. 
The initial $500 fee will offset the standard 10% fee of the total direct IPA cost. 
Only when the cumulative 10% fee exceeds the initial $500 fee will the 10% 
administrative fee be applied, and then only until the $5,000/contract cap is 
reached. 

D. IPA questionnaires must be completed a minimum of two (2) weeks prior to the 
effective date to assure seamless implementation at the desired IPA start date. 
IPA questionnaires can be requested from BRINM Contracts & Grants. 

E. All VA compliance requirements must be met prior to IPA start date and 
activation. This includes that the WOC appointment must cover the entire IPA 

F. appointment period. If the WOC is scheduled to expire prior to the IPA 
appointment period, either the IPA or the WOC appointment must be adjusted. F. 
For BRINM employees covered under an IPA, the IPA start date must coincide 
with the start of a BRINM pay period. 

 

Non-Exempt Employee Time Keeping 
All non-exempt employees are paid based on hours worked and they are required to 
enter their hours worked in a biweekly electronic timecard and/or manual timecard 
(contact BRINM for current policy on which employees are required to complete both 
electronic and manual timecards) for each pay period.  The biweekly timecard must be 
verified by both the employee and supervisor/approver. When operating requirements or 
other needs cannot be met during regular working hours, employees will be given the 
opportunity for overtime work assignments.  All overtime work must receive the 



supervisor's and BRINM’s prior authorization.  Overtime assignments will be distributed 
as equitably as possible to all employees qualified to perform the required work.  
Overtime compensation is paid to non-exempt employees at one and one-half times 
straight rate for all hours worked over 40 in a week and in accordance with federal and 
state laws. 

As required by law, overtime pay is based on actual hours worked.  Time off or any 
leave of absence will not be considered hours worked for purposes of performing 
overtime calculations.  Employees who work overtime without receiving prior 
authorization from the supervisor may be subject to disciplinary action including 
termination. 

When a non-exempt employee travels to a special assignment in another city, the time 
spent traveling in excess of normal commuting time is counted as hours worked.  Travel 
delays caused by outside factors, such as bad weather, need not be counted as working 
time. 

Exempt Employees 
Exempt employees will be compensated at a set salary rate.  An employee who is 
classified as “exempt” will complete an electronic timecard for each biweekly pay period. 
The biweekly timecard must be verified by both the employee and supervisor/approver 
Exempt employees cannot earn overtime. 

 

Pay Periods/Timecards 
Employees of BRINM will be paid on a biweekly basis.  Each pay period will consist of 
fourteen days.  Direct deposit will be issued on Friday following the end of the pay period. 
BRINM currently uses an outside company for its payroll support.  It is the employee's 
responsibility to ensure that accurate timecards are completed and verified in time to be 
processed.  It is the PI’s or direct supervisor’s/approver’s responsibility to review, approve, 
and verify the employee's timecard.  Timecards must be completed and verified by no later 
than 9:00 a.m. on Monday following the end of the pay period. 

Periodic Pay Increases 
Employees are eligible for a 3% increase in base salary after each year of service or last 
pay increase based upon the recommendation of the employee's direct supervisor.  An 
annual formal written performance evaluation is required by BRINM to support a pay 
increase.  Supervisors and employees are strongly encouraged to discuss job 
performance and goals on an informal, day-to-day basis.  BRINM will send the 
performance appraisal forms prior to the anniversary date of the employee. 

BRINM will provide yearly cost of living adjustments (COLA) based on the U.S. 
Department of Labor, Bureau of Labor Statistics' Urban Consumer Price Index (CPI-U) 
to all employees or the Federal pay increase provided by the Office of Personnel 
Management (OPM) if the increase is greater than the CPI.   



Wage and Salary Transfers 
The transfer of wages and salaries occasionally becomes necessary because of the 
following: 

• Initiating a new project 
• Closing an active project 
• Lacking timely PI notification of correct salary allocations 
• Placing an Interagency Personnel Agreement (IPA) 
• Receiving project budget modifications 
Transfer requests are submitted by the PI through the HR Administrator.  Initiation, 
submission, review approval, and issuance of the transfer request are performed 
through the following steps (refer to attached templates 1 through 3): 

1. The PI submits a request for the transfer to the BRINM HR 
Administrator.  The request may be made in a written memo or through 
e-mail, which is preferred.  The initial request must include a memo of 
justification that addresses: 
a. The affected dates 
b. The name of the employee 
c. The affected BRINM Project numbers 
d. The hours of employee time required to be transferred and the 

future allocation percentage 
e. The reason behind the transfer request 
f. The PI’s signature (this signature may not be delegated) or e-mail 

sent from the PI’s address 
2. The HR Administrator reviews the transfer request, ensures that 

appropriate source documentation justifying the expense change request 
is attached, and submits the request to the BRINM ED. 

3. The ED reviews the PIs justification and verifies that it meets the criteria 
for approval, including (but not limited to): 

• Clear and verifiable reasoning and cause for action 
• Legal and statutory requirements 
• Individual grant policy guidelines 
The only acceptable reason is a failure to communicate to BRINM, in a 
timely manner, the transfer of personnel between projects due to funding 
status. 

4. If the ED determines the justification meets the validity criteria, the 
request is approved and returned to the HR Administrator for processing.  
If the request is not approved, the ED notifies the PI of the rejection. 

Inclement Weather 
Employees are expected to make every effort to get to work during periods of inclement 
weather, but it is not the intention of BRINM to require employees to take risks which 



may endanger their safety.  It is BRINM’s policy that BRINM personnel assigned to VA 
research projects must check in with their supervisors concerning inclement weather.  
The BRINM administrative office will follow Kirtland’s Air Force Base in delays/closures 
due to inclement weather.  This information is provided through the public broadcast 
system (television, radio, internet, etc.).  If the BRINM office is closed due to inclement 
weather, employees should not report to work and will be paid their normal pay for the 
day.  If the office is open, employees should report to work.  If the employee cannot 
report to work, he/she should notify his/her supervisor immediately and must use 
vacation time. 

BENEFITS 
Employees are offered BRINM sponsored benefits based on their eligibility and the 
current offered benefits. 

***Visit www.brinm.org website or contact the BRINM Administrative Office for 
information of the most current benefits and enrollment information*** 

NO HARASSMENT POLICY 
Biomedical Research Institute of New Mexico (BRINM) absolutely prohibits in the 
workplace any form of sexual harassment or other form of harassment based on 
race, national origin, ethnic status, gender, age, religion or disability. 
BRINM is committed to maintaining a pleasant workplace environment for all 
employees, which is free from harassment of any kind, including sexual harassment.  
The core guiding principles of our Company, by committing all employees to “treat all 
with dignity and respect” and to be “professional in everything we do,” set the standard 
of workplace behavior.  Although this policy focuses primarily on sexual harassment, it 
applies equally to all forms of harassment and the procedures and guidelines within this 
policy apply to all kinds of harassment.  Consequences for violations of this policy 
include immediate termination of employment. 

All Harassment Is Prohibited 
Harassment is not limited to only sexual harassment.  Harassment at work may include 
other categories, such as race, color, national origin, religion, age, sexual identity, and 
disabilities.  It may also include retaliation against an employee who has made a charge 
of discrimination, or testified, assisted, or participated in an investigation or inquiry into 
alleged misconduct.  These and related forms of aggressive acts that deprive a 
reasonable employee of the right to work in an environment free from discriminatory 
intimidation, ridicule, insult, or violence will not be tolerated.  Appropriate measures shall 
be taken to correct such conduct, up to and including termination of employment. 

 

Sexual Harassment 
Sexual harassment is a violation of the laws of the State of New Mexico as well as a 
violation of Title VII of the Federal Civil Rights Act of 1965.  The Federal Equal 
Employment Opportunity Commission (EEOC) defines sexual harassment as: 

http://www.brinm.org/


Unwelcome sexual advances, requests for sexual favors, and other verbal or physical 
conduct of a sexual nature when: 

• Submission to such conduct is made either implicitly or explicitly a term or 
condition of employment; 

• Submission or rejection of such conduct by an individual is used as the basis 
for employment decisions affecting such individual; or 

• Such conduct has the purpose or effect of unreasonably interfering with the 
individual’s work performance or creating an intimidating, hostile, or offensive 
working environment. 

Many forms of offensive behavior constitute sexual harassment.  Examples of this type 
of behavior include, but are not limited to, the following: 

1. Unwelcome, unwanted or harmful Physical actions such as: Hugging, 
kissing, massaging, touching, pinching, physical assault, impeding or blocking 
movements intentionally, and hostile physical interference with normal work. 

2. Unwelcome, unwanted or harmful Verbal actions such as: Using foul 
languages and slurs; commenting about another person’s physical 
appearance; telling sexual jokes or stories, commenting about anyone’s 
sexual activities, fantasies or history; indirect or direct requests for sexual 
activity; whistling or other inappropriate noises; instigating gossip and rumors 
about another person’s sex life, and unwelcome and repeated requests for 
dates. 

3. Unwelcome, unwanted or harmful Non-Verbal actions such as: Making 
sexually oriented gestures with facial or mouth expressions, leering, 
suggestive body language; displaying in the workplace sexually oriented 
pictures, cartoons, objects, and calendars; suggestive, obscene or 
inappropriate written communication of any kind. 

Any conduct, whether physical, verbal, non-verbal or visual that is of a sexual nature, 
which is unwelcome, unwanted or harmful is sexual harassment and it will not be 
tolerated by BRINM in the workplace or any Company-sponsored event.  Any employee 
violating this harassment policy, whether the harassment is sexual or of another form, 
will be subject to disciplinary action, up to and including discharge. 

 

NON-DISCIPLINARY GRIEVANCE 
An employee grievance refers to a formal complaint that an employee raises against 
their employer due to dissatisfaction with some aspect of their employment. This 
complaint typically concerns issues that the employee feels are unfair, unjust, or deviate 
from company policies. Our goal is to find equitable solutions at the lowest possible 
level.  These procedures will be kept as informal and confidential as possible.  This is to 
ensure equality and fair play for all concerned. 



All grievances will go first to an employee's immediate supervisor for resolution.  If the 
employee’s immediate supervisor is involved in the grievance, then the BRINM human 
resources administration should be contacted. 

If the problem cannot be solved at this level, the employee may seek assistance from 
the BRINM administrative office. Records must be kept of all grievances (exception: 
minor grievances settled with immediate supervisor). 

Copies of all records will be sent to the BRINM administrative office. 

 

FISCAL POLICIES 
Acceptance and Deposit of Funds 

All receipts must be made payable to BRINM, not to an individual.  All funds accepted 
by BRINM must be accompanied by appropriate documentation as to the nature and 
use of the funds.  Separate accounting is kept for restricted and unrestricted funds.  
Separate accounting is also kept for each research/education project being conducted 
through BRINM.  PIs will receive financial statements that list a beginning balance, 
receipts and expenditures and available balance. 

Expenditures 
Funds on deposits with BRINM may only be used in support of VA research or education 
activities.  Expenditures on personnel costs, materials and supplies, equipment, travel, etc. 
must qualify as pertinent.  Upon request for disbursement of funds from a BRINM project 
account, a brief explanation of the relationship that the expenditure has to VA research 
must be provided.  Medical licenses or other expenses that would benefit an individual 
personally cannot be paid through BRINM. 

Reimbursement of VA Services 
Specific medical center costs incurred for clinical/diagnostic/support services provided 
solely for the purpose of obtaining data on patients in a funded study, exclusive of 
routine patient care should be reimbursed.  These reimbursements will be made from 
the appropriate research project account.  Reimbursable services may include, but are 
not limited to: Imaging, Laboratory and Pharmacy.  Projected medical center costs that 
may be generated beyond normal patient care are to be budgeted by the PI and 
reserved for payments against bills of collection from the NMVAHCS. 

Purchase Requisition Orders 
All requests for purchases should be submitted on a BRINM purchase requisition form.  
This form should be completed by the PI or designated individual.  Once the Purchase 
Requisition is completed and signed, the original copy must be forwarded to BRINM, for 
approval.  The approval process will ensure that sufficient funds are available and costs 
are reasonable. Processed/approved Purchase Requisitions will be authorizations for 
BRINM to remit payment on any invoice issued associated to the Purchase Requisition. 



A PI may purchase required supplies or equipment with personal funds or credit card and 
be reimbursed by BRINM when the purchase is substantiated with an original vendor 
receipt.  Credit card receipts alone are not sufficient.  The PI must complete a “Payment 
Reimbursement” and submit it to the BRINM. 

Payment Authorization 
Upon receipt of a Bill of Collections (BoC) from the NMVAHCS, BRINM will forward a 
payment authorization form with a copy of the BoC to the PI or the designated individual to 
approve payment.   

Payment for Subject Participation 
A research protocol may involve payment to participants using BRINM funds for 
participation in the project.  Before a participant can be paid, the Research Committee 
must approve the project.  The project must also have Human Research Review 
Committee (HRRC) approval.  Finally, an approved Consent Form must also be completed 
and signed by the participant(s). 

Upon approval by BRINM and with sufficient notice, a virtual/debit card will be issued to 
the participant.  The debit card will be given to the study coordinator for distribution. 

Subscriptions/Memberships 
BRINM is committed to fostering access to scientific information that allows VA and 
BRINM personnel to remain current in their fields and apprised of cutting-edge 
developments for the benefit of VA research and education.  This involves subscribing 
to published journals and e-journals as well as facilitating VA investigators’ full 
participation in scientific and educational organizations and conferences. 
Expenditures for continued education, including scientific books, conference and 
registration fees, society memberships, etc., specifically relating to a research activity, 
may be requested by submitting the appropriate paperwork to BRINM.  Subscriptions or 
professional association dues, with the exclusion of license fees, may be paid for by 
appropriate research or general operating funds.  All dues and subscriptions must list 
the address of the VA. 
Expenditures for published journals and e-journals must be made from the investigator’s 
residual account unless an approved protocol specifically calls for the subscription then 
the project account may be charged. 
Everything paid for by BRINM on behalf of an Investigator must support approved 
research programs or education activities.  If the fund account indicated is a general 
donation, the investigator must certify that the expense is within the scope of the 
donor’s intent. 
Organizational memberships cannot be paid for by BRINM funds unless membership is 
necessary to receive the organization’s journal or publications. 
Everything that is ordered and paid for by BRINM must come directly to the VA facility.  
This means that subscriptions to journals and other publications cannot be sent to the 
investigator’s home or to another location.  If the address information is different from 



the VA facility, all changes must be made by the investigator.  Any incomplete requests 
will be returned to the investigator.  Renewals can only be made for one year at a time. 

Honoraria for Guest Speakers and Consultants 
Occasionally, speakers or consultants may be invited by a PI to give lectures or perform 
consulting work relating to his/her research project.  Payment to the speaker/consultant 
will be in the form of an honorarium.  To assure that proper payment is made, the PI 
should submit a memorandum to BRINM in advance of the event with the following 
information concerning the speaker/consultant: 

• Full name 
• Social Security Number 
• Complete home address 
• A statement describing the nature of work that will be conducted and how it 

will benefit the research project.  The anticipated amount to be paid the 
speaker/consultant, which will include airfare, per diem, speaker/consultant 
fee, and other incidental expenses 

Upon completion of lecture or consulting work, the PI should complete the “Honoraria 
Form” and submit to the BRINM accountant for payment.  Payment will be released 
once the BRINM accountant has received all original receipts and confirmation of the 
speaker/consultant fee. 

Computer Equipment/Software 
Upon approval by the NMVAHCS IRM department, BRINM will order the approved 
equipment/software.  The equipment/software is delivered directly to the VA’s 
Warehouse, who will contact IRM.  IRM will make arrangement with the PI for 
installation of the equipment/software.  BRINM must be notified that the delivery has 
been made.  Many computer components, software, hardware, and etc. will qualify as 
equipment due to cost. 

Computer equipment/software purchased with BRINM funds will be donated to the 
NMVAHCS.  Under no circumstances shall the equipment/software be removed from its 
recorded location without a written request from the PI and written approval from 
NMVAHCS. 

Computer Equipment/Software 
Upon approval by the NMVAHCS IRM department, BRINM will order the approved 
equipment/software.  The equipment/software is delivered directly to the VA’s 
Warehouse, who will contact IRM.  IRM will make arrangement with the PI for 
installation of the equipment/software.  BRINM must be notified that the delivery has 
been made.  Many computer components, software, hardware, and etc. will qualify as 
equipment due to cost. 

Computer equipment/software purchased with BRINM funds will be donated to the 
NMVAHCS.  Under no circumstances shall the equipment/software be removed from its 



recorded location without a written request from the PI and written approval from 
NMVAHCS. 

Transfer of Funds 
If the investigator is moving to another VA, an academic nonprofit or other nonprofit 
research institution to continue an ongoing VA-approved research project, remaining 
BRINM funds attributable to that project may be transferred to that institution at the 
discretion of the BRINM Board of Directors.  Equipment purchased with BRINM funds 
attributable to that project may also be transferred at the discretion of the Board of 
Directors.  Sponsor notification and approval is usually required. 

A letter must be received from the new corporation requesting the transfer and advising 
that they will accept responsibility for the research project, funds, and equipment. 
If such funds retain donor-imposed restrictions, BRINM may be required to return 
remaining funds to the donor.  
If an investigator resigns before a project is completed, the investigator may request 
that another BRINM investigator assume responsibility for research or education 
activities with BRINM funding.  This request requires either R&D Committee approval 
and/or IRB approval and may require the approval of the BRINM Board of Directors and 
sponsor approval. 
No funds or equipment may be transferred to for-profit organizations.  
The investigator should submit a written request to the Board of Directors for review.  
This request should be sent through the Executive Director as soon as possible to 
obtain necessary information for review by the Board.  
If the request is approved, the transfer will be completed within a reasonable time.  For 
transfer amounts above $25,000, a longer period may be required to complete the 
transaction.  Investigators are encouraged to notify BRINM well in advance of the need 
for major fund transfers. 
Any residual funds and equipment attributable to completed research projects or 
educational activities must continue to benefit VA research or education.  The Board 
may consider a request to transfer these funds to another VA-affiliated nonprofit 
corporation established under 38 U.S.C. §§7361-7368.  A request may be made to the 
Board of Directors for those residual funds which are not eligible for transfer to be used 
to support another investigator's research or education activity. 

Option for Additional Research Time 
This policy addresses an option where the PI wishes to use his/her residual funds in 
BRINM to pay the NMVAHCS for additional research time.  BRINM can assist 
investigators who wish to protect additional time for research and qualify to do so.  The 
following steps should be used as a guide when an investigator is interested in this 
opportunity: 



1. PI determines that he/she would like to spend time in addition to that currently 
available for the conduct of VA approved research.  The PI must determine that 
he/she has sufficient funds available to consider this option. 

2. PI discusses the use of a replacement clinician to cover the additional research 
time with his/her Service Chief. 

3. PI, Service Chief and the NMVAHCS Director (or designee) negotiates the 
number of hours to be covered and the rate, which will be a fixed monthly cost. 

4. PI must have no less than six (6) months’ worth of funding for the replacement 
clinician available in BRINM prior to initiating the arrangement. 

5. NMVAHCS will be responsible for hiring or contracting for the replacement 
clinician. 

6. A BRINM account will be established specifically for reimbursement to the 
NMVAHCS and the amount of funding necessary to cover the term of the 
arrangement will be reserved. 

7. The NMVAHCS will periodically bill BRINM for the amount agreed upon by the 
PI and the NMVAHCS.  BRINM will pay NMVAHCS from the established 
account. 

8. A Memorandum of Understanding (MOU) will be used to outline the terms of the 
agreement. 

9. The term of the arrangement will be the shorter of either, the length of time the 
PI desires to spend additional time on his/her research or the length of time the 
PI has funds available in BRINM to cover a replacement clinician. 
In any case, such arrangements shall be made for no less than six (6) months 

10. Some sources of federal funding prohibit the use of grant funds for purposes 
described in this policy.  Therefore, the investigator must determine in advance 
whether any restrictions exist on the use of funds to reimburse VA for additional 
research time. 

Support of Business Meetings and Small Conferences 
Meetings, conferences, workshops, seminars, grand rounds, town halls, symposia, and 
other similar meetings are accepted features of conducting research and education.  
Additionally, certain events, such as retreats and board meetings as well as fundraising 
and public relations, are necessary for the conduct of business.  Incidental to the 
business purpose of such meetings, it may be appropriate to serve meals or 
refreshments.  The meals/refreshments (non-alcoholic) must be secondary to the 
activities. 
Various regulations, Federal ethics standards, and the statute that authorizes non-profit 
corporations (NPCs) such as BRINM, influence whether expenditures related to such 
events are appropriate for BRINM support.  Consequently, to be considered for BRINM 
support by direct payment or reimbursement, BRINM has established the following 
policy. 



1. To be eligible for BRINM support, a meeting must have documented research, 
education or BRINM business purpose.  BRINM will not support “entertainment” 
expenses such as social activities, parties, ceremonial occasions, or those that 
provide amusement. 
• For a research related meeting: A request for BRINM support must include 

an explicit statement about the research rationale for the event; that is, its 
research related purpose and how it will further VA research.  Accompanying 
documentation should include the program, agenda or topic of discussion and 
a roster of attendees.  When appropriate, the request should tie the meeting 
to an approved research project. 

• For an educational program not related to research: The education activity 
itself must first be approved by the VAMC Education Committee.  
Documentation should include an explicit statement of the purpose and how 
the program will further the VAMC’s and/or VA’s education and training 
mission, the agenda, program or topic of discussion, and a roster of 
attendees. 

• For other BRINM business events: A request must include an explicit 
statement of how the meeting will further the BRINM’s ability to facilitate 
research and education.  Appropriate events include, but are not limited to 
retreats and board, annual membership and investigator meetings as well as 
fundraising, and public relations.  Documentation should include the purpose, 
agenda, program or topic of discussion and a roster of attendees.  

2. The types of meetings that may be eligible for BRINM support are too numerous to 
list and the characteristics of appropriate meetings may vary.  However, factors 
that BRINM will consider when evaluating a meeting for support include: 
• Whether at least one speaker makes a research presentation or presents 

educational instruction 
• Whether there is a non-VAMC speaker and/or non-VAMC personnel are 

among the expected attendees. 
• The frequency of similar meetings that may involve the same personnel.  

Irregularly scheduled meetings and/or those that occur no more than monthly 
may be eligible for support; weekly meetings generally will not 

• Whether support is requested for routine VAMC staff, committee or 
department meetings.  Generally, BRINM will not support meal expenses for 
such meetings. 

• Whether the meeting involves at least one individual who is being recruited to 
conduct research or education at the VAMC 

• Whether the meeting lasts more than two hours or extends through a normal 
mealtime 

Regardless of the type of meeting, the documentation required in #1 above is a 
prerequisite for BRINM support. 

3. Requests for BRINM support will be reviewed and approved by the individual 
designated by the board, generally the executive director or the executive 



director’s designee. BRINM will provide direct payment or reimbursement for 
reasonable meeting costs based on submission of original receipts. In the event of 
disagreement, the request will be referred to a designated member of the board of 
directors or to the full board as appropriate. 

4. BRINM encourages meeting organizers to obtain pre-approval of BRINM support 
for meetings. Such approval is not mandatory, but events lacking pre-approval may 
be denied support or may receive only partial support. 

Travel Reimbursement 
BRINM may support expenses for the domestic or foreign travel of authorized 
individuals to bona fide scientific meetings or for other research or research-related 
educational purposes.  The travel support will be consistent with BRINM policies and 
the stipulations of any relevant funding source(s). 
Reimbursement requests must be submitted within 60 days of end of travel.  Requests 
received after 60 days require a justification for the delay and may be denied or 
considered as taxable income.  Requests received after 120 days will be denied. 
If the travel reimbursement is for a visiting fellow or scholar, the visa status of the 
individual must allow such reimbursement.  BRINM must pre-approve travel for foreign 
fellows or scientists.  
Note: Original receipts are required for all reimbursements. 
Cash advances of 80% of per diem and hotel as well as pre-paid airfare may be 
requested by using a BRINM Travel Advance form. 
Travel advances must be requested prior to travel and will be advanced five (5) 
business days prior to the travel date.  Requests for reimbursement, Request for Travel 
Reimbursement should be submitted within 30 days after travel has been completed. 

If another organization is providing partial reimbursement for a trip, sufficient information 
must be provided to BRINM to show that BRINM is reimbursing appropriately.  For 
example, the VA travel documents showing which items have been reimbursed and the 
amount. 
Documentation of the meeting dates, location, and topic or theme must be provided.  A 
program guide or brochure (a copy of the cover is sufficient if all the information is 
stated on it); an invitation letter; or other written documentation that includes the dates, 
location and purpose must be submitted with the reimbursement request. 
Individual items $25 or greater in cost must be accompanied by receipts.  Items costing 
less than $25 need only be itemized. 

Registration: Meeting registrations can be pre-paid through BRINM directly to the 
meeting organizer, Registration-Conference Request Form.  Alternatively, the 
registration cost will be reimbursed after the meeting along with other travel 
expenses. 
Lodging: Full reimbursement of reasonable hotel expenses with appropriate 
documentation will be made.  The original itemized hotel bill must be submitted 



with the reimbursement request.  Any additional charges from the hotel for an extra 
person stay must be documented and provided to BRINM. BRINM will not 
reimburse for this additional charge. 
Per Diem: The per diem reimbursement (meal and incidental expenses) will be at 
the federal per diem rate.  Travel days will be paid at 75% of the federal rate, 
regardless of the time of departure.  
If an investigator hosts a special meal meeting with research collaborators, these 
costs may be paid separately with a clear research rationale and compliance with 
the policy on “Support for Meetings and Conferences”.  Such events must be 
discussed with the Executive Director or designee to ensure that reimbursement 
will be allowable.  

Transportation: Reimbursement for travel costs will be based on the most 
reasonable method of travel to the location, generally coach airfare.  Travelers are 
encouraged to plan their travel far enough in advance to be able to receive the 
lowest available air fare. 
If the traveler chooses to take an indirect route, interrupt the business travel or 
utilize a mode of travel that requires additional accommodations enroute, any 
resulting expense will be borne by the traveler. 
Please note: 
• Reimbursement for ground transport is limited to travel between the home or 

place of business and the airport; the airport and meeting site and return 
• Mileage expenses for private automobile use will be at published government 

rates.  Reimbursements for travel using a private automobile will not exceed 
the cost of roundtrip coach airfare or the most reasonable travel method 

• Coach airfare will be reimbursed.  Any exceptions require prior approval from 
the Executive Director or designated authority 

Vehicle Rental: Travelers are encouraged to use cost effective public 
transportation when available but are authorized to rent vehicles when necessary.  
Travelers are encouraged to seek the lowest possible rate for compact vehicles. 

BRINM recognizes the requirements of persons with disabilities and will make 
every effort to accommodate those needs.  Please contact the BRINM 
administrative office for further information. 
BRINM and VA employees are prohibited from accepting cash for reimbursement 
of expenses from other sources while being fully funded for travel by BRINM. 
Alcoholic beverages: Please be reminded that BRINM will not pay for alcoholic 
beverages consumed on your trip. 
Foreign Travel: All foreign travel should be reported to the foundation as soon as 
possible. An e-mail should be sent to the executive director specifying the following 
items: 
• Name of Traveler 
• Location of Travel 



• Purpose of Travel 
• Dates of Travel 

VA Requirements: If you are a VA employee seeking reimbursement from BRINM for 
travel related to your research or education programs, there are additional procedures 
you must follow.  As a government employee going on domestic or foreign travel, you 
are responsible for complying with the requirements of your employer. 

For VA employees: 
VA personnel must follow VA travel requirements and forms as well as BRINM 
travel policy and forms. All travel by VA employees paid by BRINM must be pre-
approved in accordance with the appropriate policies of the Veterans’ Health 
Administration (a request for authorized absence).  This approval allows the VA 
salaried employees to travel on Authorized Leave.  
You are responsible for filling out VA Authorized Absence Request Form OPM-71 
if you plan to use "Authorized Absence" to attend any meeting.  Attach a copy of 
this form to BRINM’s Travel Request form. 

NOTE: Persons traveling on BRINM funds cannot use government rate airfares.  All 
BRINM paid travel will be at the basic coach rate.  If you make changes to your ticket for 
which there are charges, you or your project will be charged for the changes. 
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