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General

The purpose of this Traveler’s Guide is to help employees become familiar with the Travel Guidelines issued by the Office of the State Comptroller.  The guidelines cover NYS travel rules and regulations and provide instructions on how to be reimbursed for expenses incurred while traveling on official college business.  When traveling on official college business, only actual, necessary and reasonable business expenses will be reimbursed.  The Guide, therefore, does not address every possible circumstance but instead address travel more generally.  
As an employee traveling on college business you are performing a valuable service.  It is your responsibility to use travel funds wisely.  Internal controls, including the obtaining of appropriate prior travel authorization, review for reasonableness, and pre-audit procedures have been established to insure that travel expenses presented for reimbursement are in the College’s best interest and are for appropriate business needs.  All College employees are expected to exercise reasonableness and good judgment when incurring expenses for which reimbursement will be sought from the College.

Official Station 

The official station is the employee’s usual work location. The official station is designated by the college and must be in the best interest of the college.  The purpose of an official station is to establish when the employee is in travel status and therefore eligible for reimbursement of travel expenses.  Travel between the employee’s home and official station is considered commuting and is not reimbursable.  The employee’s home is considered to be in the city or town in which the employee primarily resides when working at his or her official station. 

Determining Travel Status 

When employees are on assignment at a work location more than 35 miles from both their official station and their home, they are considered in travel status and are eligible for reimbursement of travel expenses in accordance with this manual.  Employees must obtain the appropriate approvals and travel authorization prior to traveling on the assignment.
Travel in Proximity of Official Station or Home

When an employee is assigned to work at an alternate work location which is less than 35 miles from either his or her home or his or her official station, the employee is not considered to be in travel status, but rather is considered to be traveling in proximity of his or her official station.  When traveling in proximity of home or official station, an employee using a personal vehicle, is, as outlined below, entitled to be reimbursed for transportation expenses associated with the travel: 

• from home to an alternate work location 

• between the official station and an alternate work location 

• between alternate work locations 

• from an alternate work location to the employee’s home. 

When travel is from an employee’s home to an alternate work location, or from an alternate work location to home, at a minimum, transportation expenses shall be reimbursed using the lesser of 1) mileage between the employee’s home and the alternate work location, or 2) mileage between the employee’s official station and the alternate work location, times the Internal Revenue Service mileage reimbursement rate. This reimbursement method is called the “lesser of mileage rule.” 

 An example of the application of the “lesser of mileage rule.” 

· An employee is traveling to an alternate work location less than 35 miles from his/her home and less than 35 miles from his/her official station. The employee returns home from the alternate work location, without reporting to his/her official station. This employee is NOT in travel status. However, at a minimum the employee should be reimbursed following the “lesser of mileage rule.” For example, if the distance from home to the alternate work location is 25 miles and the distance from the employee’s official station to the alternate work location is 15 miles, the employee will be reimbursed for 15 miles. The “lesser of mileage rule” will also apply to the return trip home. 

When travel is between an employee’s official station and an alternate work location, or between two or more alternate work locations, transportation expenses may be reimbursed for the actual mileage between such locations at the prevailing Internal Revenue Service mileage reimbursement rate. 

Expenses for meals or lodging within the proximity of the official station are not normally be reimbursed, unless prior authorization is granted by the area vice president.  Reimbursement for travel in the proximity of an employee’s home or official station is subject to audit by the Office of the State Comptroller.  Transportation between an employee's home and his or her official station is non-reimbursable. 

Faculty Travel

· Travel to conferences shall normally be limited to four (4) days and must be approved by the Provost.

· Prior to travel, the faculty member must complete an Authorization for Travel form.  The request must be approved by both the Chair of the Department and the Provost or designee.  If the Department Chair is the individual who will be traveling, the Office of Academic Affairs must approve the travel. 

· The Chair shall consult with the Office of Academic Affairs, which will indicate whether the trip would be fully or partially supported by the College.

· A purchase requisition is also required and must be approved by both the Chair of the Department and the Provost or designee. 

· The completed Authorization for Travel form and purchasing requisition must both be submitted by the Office of Academic Affairs to the Purchasing Department at least ten (10) business days prior to the planned trip.  

· Faculty may wish to extend a business trip for personal purposes; in such cases, the College will reimburse the full airfare and the portion of the hotel stay that is required for the College business purpose.

· Travel arrangements shall be made by the traveler, including hotel reservation and conference registration.
· The Office of Academic Affairs shall be responsible for monitoring faculty travel expenditures and reviewing the faculty travel allocation reports prepared by the Business Office.
· Upon return to campus, travelers shall complete a Travel Voucher to request reimbursement.  The Travel Voucher must include original receipts and conference agenda and should be submitted to the Office of Academic Affairs for approval.

· The Office of Academic Affairs shall submit the approved Travel Voucher to the Business Office within 10 business days upon the completion of travel.   

· Travelers should obtain a copy of the College’s tax exempt certificate from the Business Office for presentation at the hotel at the time of check-in.  Hotel taxes are non-reimbursable for lodging in New York State but are reimbursable for out of state travel.    
· Incidentals are the responsibility of the traveler.  
Administrative Travel
· Travel to conferences shall normally be limited to four (4) days and must be approved by the vice president of the unit.

· Prior to travel, an administrative staff member must complete an Authorization for Travel form and obtain approval from the unit director and area vice president or designee.

· Employees may wish to extend a business trip for personal purposes; in such cases, the College will reimburse the full airfare and the portion of the hotel stay that is required for the College business purpose.

· Travel arrangements shall be made by the traveler, including hotel reservation and conference registration.

· A purchase requisition is also required and must be approved by the vice president of the unit or designee.  

· The completed Authorization for Travel form and purchase requisition must both be submitted by the vice president for the area to the Purchasing Department at least ten (10) business days prior to the planned trip.  
· Staff may wish to extend a business trip for personal purposes; in such cases, the College will reimburse the full airfare and the portion of the hotel stay that is required for the College business purpose.
· The office of the unit vice president shall be responsible for monitoring staff travel expenditures and reviewing the travel allocation reports prepared by the Business Office.
· Upon return to campus, travelers shall complete a Travel Voucher to request reimbursement.  The Travel Voucher must include original receipts and conference agenda and should be submitted to the office of the unit vice president for approval.

· The office of the unit vice president shall submit the approved Travel Voucher to the Business Office within 10 business days upon the completion of travel.   

· Travelers should obtain a copy of the college’s tax exempt certificate from the Business Office for presentation at the hotel at the time of check-in.  Hotel taxes for over night stay in New York State are non-reimbursable but are reimbursable for out of stay travel.  
· Incidentals are the responsibility of the traveler.    

Dignitaries and Guests of the College
· The College may support travel expenses for dignitaries or other guests to travel to the college or to travel to conduct official business on behalf of the College.

· Prior to the travel, the department inviting the guest or sponsoring the event shall submit an Authorization for Travel form and a purchase requisition to the appropriate vice president for approval.
· At the time of the visit, the department should provide the traveler with a Travel Voucher. 

· The traveler should submit the completed Travel Voucher, including original receipts, to the host department within 10 business days of completion of the trip to request reimbursement for any out of pocket expenses.

· The department shall submit the Travel Voucher to the appropriate vice president for approval and transmittal to the Business Office.

· Reimbursement shall be determined by the State’s allowable per diem rates.  
· Reimbursement will be processed within 2 weeks of the date the completed Travel Voucher and all required documentation are received by the Business Office.

Faculty Recruitment Travel
· The College may support travel expenses incurred by candidates who travel from outside the tri-state to the College for an interview.  
· Prior to the candidate’s travel, the department conducting the interview must submit an Authorization for Travel form and a purchase requisition to the Office Academic Affairs for approval.  The Office of Academic Affairs shall be responsible for transmitting the approved forms to the Business Office.  
· The department shall be responsible for making transportation and lodging arrangements for the candidate if she or he is traveling alone for the minimum required overnight stay (i.e., 1 or 2 nights).

· If the candidate is not traveling alone or would like to stay longer than the minimum required overnight stay, she or he would be required to make their own arrangements and to submit a reimbursement request for the allowable portion.

· Upon completion of travel the department shall provide candidates who supported their own travel expenses with a Travel Voucher.  The candidate should return the completed Travel Voucher, including original receipts, to the Office of Academic Affairs for approval.

· The Office of Academic Affairs shall review the reimbursement request and submit the approved Travel Voucher to the Business Office.

· Reimbursement is determined by the State’s allowable per diem rates.  
· Reimbursement will be processed within 2 weeks of the date the completed reimbursement request and all required documentation are received by the Business Office.

Student Travel
· For further information about student travel guidelines, please see the Student Travel Manual. 
Procedures for Obtaining Approval for Travel
· All travelers must complete an Authorization for Travel Form.  The authorization form must be signed by the chairperson or director of the department and by the appropriate vice president or designee.

·  All travel must be approved prior to initiating travel plans or making other related commitments.

· Once all the necessary approvals have been obtained, the traveler or a representative from the department makes the travel arrangements.
· A purchase requisition and the approved Authorization for Travel Form should be submitted to the Purchasing Department at least ten (10) business days before the planned trip.  
Expenses

· Reimbursable Expenses – As per NYS travel guidelines, only actual, necessary and reasonable expenses are reimbursable.

· To request reimbursement, travelers should complete a Travel Voucher for CUNY form, attach all original receipts and a copy of the official program for the event attended. 

· Non-reimbursable Expenses – Travel shall be by the most direct and economical means.  Travelers who use an indirect route assume full responsibility for any extra expense incurred.  Expenditures for laundry service, valet service, entertainment, movie rental and other personal charges are not reimbursable.
Transportation 
Common Carrier
Employees should make every effort to use the most efficient and cost effective method of transportation available.  Often time this means using a common carrier such as a train, bus, taxicab or airplane. 
When choosing a method of transportation several factors should be considered:

· Distance being traveled

· Travel time

· Number of travelers

· Number of locations to be visited

· Type of transportation available

When a common carrier is available but a more expensive method is chosen without sufficient justification or prior authorization by the appropriate College official, reimbursement will be at the common carrier rate.  If a trip is cancelled at the direction of the college, the employee will not be responsible for any costs incurred.  If the trip is cancelled or the travel arrangements are changed for the convenience of the traveler, he/she will be responsible for any costs incurred. 
Travel by Air

· Air travel should at the lowest fare.

· Employees may not use a carrier to derive personal benefit from the airline’s membership reward program, unless that carrier offers the lowest air fare.  

· Air travel should be used only in those instances where a reasonable alterative does not exist. 
· When practical, group transportation or public transportation to and from airports, (i.e., an airport bus service), should be used rather than taxicab or private limousine.  Appropriate taxicab charges are allowable. Reasonable and customary tipping is reimbursable.

· Employees must use a scheduled air carrier (as opposed to a non-scheduled charter) and travel by economy coach service only.  Flight insurance is not reimbursable.

· The stub of the boarding pass must accompany the Travel Voucher when requesting reimbursement.
Travel by Train

Travel on Amtrak will be reimbursed at the current Amtrak government rate.  The stub of the original ticket must be provided with the Travel Voucher when requesting reimbursement.

· Coach Service should be used when a trip is less than 300 miles.  First class chair seating is permitted during daytime travel when a trip is over 300 miles.  

· The most economical sleeping accommodations should be used when traveling more that 300 miles overnight. 

· The stub of the boarding pass must accompany the Travel Voucher when requesting reimbursement.
Travel by Personal Vehicles

· A personal vehicle may be used when a college owned vehicle or a common carrier is not available, or if it would be more efficient (for example, if there is a need to transport voluminous files or bulky items). 
· Mileage reimbursement rates are determined by the Internal Revenue Service.  All reasonable and necessary parking and toll charges will be reimbursed whether paid in cash or by personal EZ Pass. The college does not issue EZ Pass accounts to employees for use in personal vehicles.   

· Charges for gasoline, accessories, repairs, depreciation, anti-freeze, towing, insurance and other expenditures are non-reimbursable.  Such charges are considered operational costs and are covered in the mileage allowance. 

Travel by Rental Vehicle 
· Vehicle rentals are reimbursable only in special instances and must have prior approval from the department head and appropriate vice president. 
· When the use of a rental car is necessary, the most economical rate should be selected. 
· Reimbursement will be allowed for a period not to exceed 10 days for rental vehicles used within the State of New York.
· There is no time limitation on the rental period if the vehicle is used for out-of-state travel.
· Gasoline, tolls, insurance costs and parking fees are reimbursable.  Receipts are required in all cases.
· When using a rental vehicle, reimbursement for mileage is not allowed.
· If the college’s credit card is used to secure rental of a vehicle, liability and collision insurance coverage automatically attach.  The purchase of additional liability insurance is unnecessary.  If the college’s credit card is not used to secure the rental, it is recommended that the employee purchase liability and collision coverage.  The expense for additional liability is reimbursable if the vehicle rental is not secured with the college’s credit card. 
· It is recommended that vehicle rental be limited to 31 days or less.  
· In case an accident, the employee should file a report with the Public Safety Office immediately and also file a claim with the Business Office.
Travel by College-Owned Vehicle

· If available, college owned vehicles should always be considered when the use of an automobile is required.
· Authorization to use college owned vehicles must be approved by the Office of Administrative Affairs.  To request authorization, travelers should submit a request electronically to the Director of Public Safety at tforte@york.cuny.edu. or the Dean of Administration indicating the date, duration, and purpose of the trip, the number of travelers and the name of the driver.
· If authorization is granted, keys, EZ Pass and a gas card may be obtained from the Public Safety Office and should be returned to that office at the end of the trip.

· Gasoline, tolls, parking fees, and other necessary expenses are reimbursable.  Original receipts are required in all cases.
· If justified, emergency expenses e.g., road service, will be reimbursed. 
· Parking tickets and citations for other traffic violations are the responsibility of the driver.  
Reimbursement Allowances 
Overnight Travel Reimbursement 
Employees may choose one of two reimbursement methods for overnight travel. Travelers may not, however, combine the two reimbursement methods on the same trip.  Breakfast and dinner expenses are reimbursable; lunch is not. 

(Method # 1) Unreceipted Method 
This method provides a flat rate allowance for meals and lodging regardless of where lodging is obtained, including lodging with relatives or friends.  Rates are established based on the city or county where lodging is obtained or the location to which the employee was traveling (whichever rate is less).  The location must be indicated on the Travel Voucher and purchase requisition.  No receipts are required when using this method. Current rates are as follows:

Location







Per Diem

New York City and Nassau, Suffolk, Rockland and 

Westchester Counties






$50.00

Cities of Albany, Binghamton, Buffalo, Rochester, 

Syracuse and their respective surrounding metropolitan areas

$40.00

All other locations in New York State




$35.00

Out of State (this includes any out of state tax on lodging)

$50.00
Employees using this unreceipted method are also eligible for an additional $5.00 for breakfast on the day of departure if they leave their home at least one hour earlier that their normal work start time. Employees are also eligible for an additional $12.00 for dinner on the day of return if they return at least two hours later than their normal work ending time. 

Receipted Method (Method 2) 

This method provides reimbursement of actual lodging expenses and an allowance for meals based on federal reimbursement rates for the county of lodging.  The per diem rates for locations within the continental United States are revised annually. See http://www.osc.state.ny.us/agencies/travel/meals.htm for current rates.  Since rates are based on the location of lodging, the county and city must be indicated on the Travel Voucher.  Receipts are required for lodging, but not for meals when using Method 2.  

The traveler is responsible for checking the current per diem rates before initiating travel arrangements and also for any difference between the allowable per diem and a higher actual rate, unless the actual rate was pre-approved by the unit vice president.  
Each day an employee is in overnight travel status, her or his lodging and meals are reimbursable up to the allowable maximum per diem. The meal per diem covers dinner the first night and breakfast the following day. 
Employees using this method are also eligible for an additional per diem for breakfast if they must leave home at least one hour before their normal work begins on the day of departure, and/or for dinner if they return home at least two hours later than their normal work day ends on the day of their return.  In these cases, breakfast and/or dinner will be reimbursed up to the maximum per diem meal allowance specified for the specific area of lodging.  The per diem meal allowance is apportioned for breakfast and dinner.  Please see http://www.osc.state.ny.us/agencies/travel/meals.htm for current meal allowances. 

Maximum lodging rates exclude taxes.  For travel within New York State, a Tax Exemption Certificate (ST-129) should be presented at check-in.  Travelers should obtain a copy of the college’s tax exemption certificate from the Business Office for presentation at the time of check-in.  Lodging taxes paid in New York State are non-reimbursable.  For travel outside of New York State, state and local taxes are not included in the lodging per diem and are reimbursed in addition to the per diem lodging allowance. 

Occasionally, employees may be unable to find a hotel at a rate that is at or below the maximum federal lodging per diem rate for the location of travel.  In such circumstances, the traveler must obtain prior approval from the appropriate vice president to exceed the prevailing federal rate. 
Day Trip Reimbursement

Employees are eligible to be reimbursed for breakfast and/or dinner for day trips based on departure and return times.  Employees are eligible to be reimbursed for breakfast if they are required to leave their home at least one hour before their work schedule normally begins, and/or for dinner if they return home at least two hours after their work day normally ends. 
Employees without meal receipts are reimbursed $5.00 for breakfast and/or $12.00 for dinner.  For example, leaving NYC at 8:00 a.m. for Albany, or returning from Albany the same day at 7:00 p.m.  If the employee’s scheduled work hours are from 9:00 a.m. to 5:00 p.m., in this example, the employee would be entitled to be reimbursed $5.00 for breakfast and $12:00 for dinner.

Employees with meal receipts are reimbursed up to the maximum amount of the meal per diem allowance specified for the particular area of travel.  The meal per diem allowance is apportioned for breakfast and dinner. Please see http:/www.osc.stste.ny.us/agencies/travel/meals.htm for current meal allowances.
Conferences, Seminars, Conventions, Training
Whenever possible, college sponsored conferences should be arranged at facilities honoring the federal per diem rates for meals and lodging.  The cost of meeting room rentals, equipment, luncheons and breaks are normally paid directly by the college.  In selecting the conference site, the college should consider cost, location and other special requirements. Standard purchasing procedures should be followed.  

On occasion, employees must attend conferences sponsored by other organizations at facilities which exceed the maximum lodging rate.  On such occasions, employees must obtain prior approval from the appropriate college official to exceed the allowable per diem rate. The Business Office, when reviewing the authorization to exceed government rates, considers the following:

· Available comparable lodging within nearby locations 
· Transportation costs commuting between the conference site and the location of the lodging
· The schedule of conference events; early morning or late night
· Whether the traveler is an officer of the sponsoring organization

· Whether the traveler is a speaker or is performing other functions essential to the conference.
Social activities such as sightseeing tours and golf outings are considered personal expenses and are not reimbursable.

When meals and lodging are included in the conference or event fee, these items are not reimbursable.

IRS Reporting 
The Internal Revenue Service requires withholding and W-2 reporting by the college for the following types of travel reimbursement: 

· Per diem amounts paid to employees in excess of the allowable federal rates that are not supported by receipts

· Meal allowances paid for non-overnight travel or day trips
· Reimbursement in excess of the maximum federal mileage rate.
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