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Basics

Who can use the Colgate shuttles?
e Any CMC attendee (participant, auditor, faculty, staff, or family member) arriving at or
departing from the Conference can book Colgate’s Airport, Train, and Bus Shuttle for
trips between the campus and the transportation hubs in Syracuse and Utica.

What is the shuttle’s passenger capacity?
e A shuttle can seat 22 passengers.

Travel Logistics

How long does it take to travel from my transportation hub to campus or from campus to my
transportation hub?
e Rides to or from Utica will take approximately 45 minutes, and rides to or from Syracuse
will take approximately 1 hour, 15 minutes.

What are the shuttle times?
e Syracuse Airport and Regional Transportation Center
o Departing campus/Hamilton at: 3 a.m., 6 a.m., 9 a.m., noon, 3 p.m.
o Departing Syracuse at: 10 a.m., 1 p.m., 5 p.m., 9 p.m., 11:59 p.m.
e Utica Bus and Train Station
o Departing campus/Hamilton at: 6:30 a.m., 9:30 a.m., 2:15 p.m.
o Departing Utica at: 3 p.m., 6 p.m., 9 p.m.

What if my arrival or departure time will be outside the scheduled hours for shuttle service?
e The Transportation shuttles may not be able to accommodate your travel arrangements.
e There are private ride share options, though sometimes unavailable and likely costly.
e There are hotels near the transportation hubs in the Syracuse and Utica areas for late
night arrivals. These arrangements and costs are the responsibility of the reserving

party.



What are the pickup & drop-off locations?
e On campus:

o Standard Pickup & Drop-off Options: Frank Dining Hall, Donovan's Pub, 65
Arena, Townhouses, Colgate Bookstore, Colgate Inn, Hotel One75, and Holcomb
Bed and Breakfast.

o For CMC Attendees booking a shuttle to arrive for registration: When you fill out
the Reservation and Travel Details Form (the second of two forms required to
reserve a shuttle), select Frank Dining Hall from the list of drop-off locations, then
add a comment stating that you wish to be dropped off at Pinchin Hall. If the
shuttle stops at Frank Dining Hall instead, tell the driver that you had requested
drop-off at Pinchin and ask to be taken there.

e Syracuse Airport: Baggage Claim Area B.
e Utica and Syracuse Train/Bus Stations: In the front of the building near the bus stop.

Reservations

Do | have to make a reservation?

e Yes, shuttles operate by reservation only. If you're making a round trip, fill out the Shuttle
Reservation Form (for Official Colgate Business) once for departure and once for return,
for a total of two submissions.

e See the information about deadlines under Time Frames & Policies below.

Where do | make a reservation?
e Use the Airport, Train and Bus Shuttle page for the reservation links and additional
shuttle operations information.

What is the cost to reserve a spot on the shuttle?
e To or from Syracuse Hancock International Airport or Syracuse Regional Transportation
Center (bus and train station): $700 each way
To or from Utica bus and train station: $60 each way
Payment is collected via credit/debit card you supply. We are not able to accept cash or
checks for payments.

What option do | select to arrange transportation to and from the airport, bus or train station?

e You can use the Shuttle Reservation Form (for Official Colgate Business) option to book
your shuttle reservation. It will take you to the Colgate Faculty/Staff Shuttle Request
TouchNet page.

e Please read each question on this form thoroughly and provide your answers in the
format requested. When you submit the form, you will receive an auto reply, which will be
your reservation confirmation.

e The form will request a budget code and department if utilizing one. Please leave this
blank. It is for internal use when the University is covering travel costs.



https://docs.google.com/forms/d/e/1FAIpQLSeJg592kupTTLC_aAWOPw7IFBsjI4L-sjOobZs9HJl5AaIvAg/viewform
https://secure.touchnet.net/C20587_ustores/web/store_main.jsp?STOREID=78&SINGLESTORE=true
https://secure.touchnet.net/C20587_ustores/web/store_main.jsp?STOREID=78&SINGLESTORE=true
https://www.colgate.edu/about/campus-services-and-resources/airport-train-and-bus-shuttle
https://secure.touchnet.net/C20587_ustores/web/store_main.jsp?STOREID=78&SINGLESTORE=true

e Round trips (either destination): Please fill out the form once for departure and once for
return, for a total of two submissions.

Why did the shuttle reservation collect only my payment and not my travel information?
e In the TouchNet email receipt is a link to a Google form for the Reservation and Travel
Details Form. Submit this form after completing the TouchNet Shuttle Reservation Form.

Communication

What communication do passengers receive?

e After submitting the Shuttle Reservation Form (for Official Colgate Business),
passengers will receive an email with the initial payment confirmation and a link to the
Reservation and Travel Details Form which asks for the passenger’s specific travel
details.

e A travel confirmation email will be sent 2-3 days prior to the travel date with the pickup
time and anyone sharing the ride. Sometimes the Transportation Department will need to
shift pickup times based on number of passengers and timing. This will be indicated in
the confirmation email.

Are passengers told if they’'ll be sharing a shuttle?
e Yes. In the travel confirmation email that’'s sent 2-3 days prior to the travel date, because
timing could change due to other passengers’ travel delays.

Is there a number passengers can call regarding delays or flight cancellations? Or just because
they’re lost or can’t find the shuttle?
e No, but the Transportation Department checks the transportation@colgate.edu email
account nearly 24/7.

Whom do | contact if | have additional questions?
e Contact the Transportation Department during business hours, 8 a.m.—4:30 p.m.,
Monday—Friday.
o Phone: 315-228-7709
o Email: transportation@colgate.edu
o Emails and voicemails received outside of business hours will be addressed the
next day.


https://docs.google.com/forms/d/e/1FAIpQLSeJg592kupTTLC_aAWOPw7IFBsjI4L-sjOobZs9HJl5AaIvAg/viewform
https://docs.google.com/forms/d/e/1FAIpQLSeJg592kupTTLC_aAWOPw7IFBsjI4L-sjOobZs9HJl5AaIvAg/viewform
https://secure.touchnet.net/C20587_ustores/web/store_main.jsp?STOREID=78&SINGLESTORE=true
https://docs.google.com/forms/d/e/1FAIpQLSeJg592kupTTLC_aAWOPw7IFBsjI4L-sjOobZs9HJl5AaIvAg/viewform
mailto:transportation@colgate.edu
mailto:transportation@colgate.edu

Time Frames & Policies

Request deadline
e We ask that you submit your request at least two business days in advance, taking into
account business hours (8 a.m.-4:30 p.m., Monday—Friday). For example, if you need a
ride at 1 p.m. on Friday, you will need to send in your request no later than 4:30 p.m. on
Wednesday. For trips occurring on Saturday, Sunday, or Monday, put in your request no
later than 4:30 p.m. on Thursday.

Refund/Cancellation/No-Show Policy

e Cancellations must be sent by email to transportation@colgate.edu. If you miss your
flight/train/bus, or you do not cancel your ride at least 1 business day in advance, you
will be charged for the ride.

e Depending on the delay, a refund may be made if the Transportation Department,
transportation@colgate.edu, is notified before a driver is sent to the airport for a pickup
(typically 90 minutes before the scheduled pickup time).

Email is monitored nearly 24/7 by Transportation Department staff.

If a flight/train/bus is delayed past midnight, the shuttle may be canceled. The
Transportation Department will communicate any cancellation to you by email, and they
recommend a rideshare, which is pretty reliable going from the airport/train station to
campus.

Unavailability Policy
e |[f our office cannot honor your request to book a shuttle, you will be responsible for
arranging alternative transportation at your expense.

Helpful Links

Airport, Train and Bus Shuttle, home web page
Shuttle Reservation Form (for Official Colgate Business), reservations and payments
(submit this form first)

e Reservation and Travel Details Form, travel details submission form (submit this form
after the Shuttle Reservation Form)

Campus Map
Email: transportation@colgate.edu
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