
Going on a 
Business Trip? 
A n  O v e r v i e w  o f  Tr a v e l  G u i d e l i n e s  ( P o l i c y  # 8 1 0 )  



DETERMINING 
TRAVEL STATUS 
Are you traveling more than 35 miles from both 

your official work station and home? 

If “No,” you are most likely 
not entitled to 

reimbursement as this is not 
considered Travel Status.* 

If “Yes,” you are eligible for 
reimbursement as you are 
considered in Travel Status. 

*Exceptions can include mileage reimbursement for supervision of student teachers, Admissions, etc. 



Complete a 
Travel Authorization 

A  Tr  a  v  e  l  A  u  t  h  o r  i z  a  t  i o n  (  TA  )  s  h  o u  l d  b  e  
c o m p l e t e d  f o u r  w e e k  s  p r i o r  t o  l e a v i n g  

o n  y o u r  t r i p .  

Complete ALL fields on the TA. 

List ALL funding sources on your 
TA. 

That includes, but is not limited to, 
Other Funds such as Research, 

Foundation and FSA. 

Use the Per Diem Rate Quick 
Link on the Travel Page to 

determine rates for the location 
you will be staying.   

Record these on your TA. 

Submit TA to your Supervisor for 
approval.   You may also need a 

signature from the funding 
account’s Authorized Signer (if 

seeking funds from another 
department), Dean, or VP. 



Always KnowYour 
Trip Allowance 

I t  i s  VERY impor t ant  that  you 
know how much you wi l l  be  
a l lowed to spend BEFORE 

you go on your  t r ip .  



Travel and 
NET Cards 

The un ivers i t y ’s  
preferred and mos t  
e ff i c ient  method of  
payment for  trave l -
re la ted expenses  i s  v ia  
the s t ate - i s sued JPMC 
Trave l  and/or Non-
Employee (NET ) Card .  

Use of a Travel or NET card requires an application and a signed agreement to abide by the rules and regulations set forth in that agreement. 



TRAVEL CARD 
U  s  e d  f o  r  E  m  p  l  o y e e  O  n  l  y  T r  a v e l  E  x  p  e n  s  e s  .  

• The Travel card may be used when the employee is in 

“Travel Status” while on official State University business 

only. 

• Travel cards may only be used to pay for travel for the 

employee whose name appears on the card. 

• Employees may not use travel cards to make personal 

purchases, even if they intend to reimburse the State for 

those expenses. In addition, travel cards must not be 

used to pay expenses that are not travel-related. 

• ONLY the person whose name is embossed on the card 

is authorized to add expenses to that card. 



NET CARD 
U s e d  f o r  N o n - E  m  p  l  o  y  e e  T r  a  v  e l  E  x  p  e n  s  e s  .  

• The NET Card is used to pay for travel expenses for 

non-employee travel on official State University business 

only. You may not use this credit card for personal 

charges or for any New York State employee travel. 

• There is one exception, which allows a New York State 

employee’s travel to go on the NET Card.   If coaching 

staff is traveling with the team or instructional staff is 

traveling with a group of students for a course or group 

activity the New York State employee’s expenses may go 

on the NET Card.  If the New York State employee is 

not in “Travel Status” and the majority of the team or 

group is NOT comprised of non-employees, the New 

York State employee’s expenses must be out-of-pocket 

payments. 

• ONLY the person whose name is embossed on the card 

is authorized to add expenses to that card. 



Travel/NET card may be used for: 
• Commercial transportation 
• Rental vehicle 
• Lodging 
• Meals (as detailed below) 
• Registration/Conference fees 
• Taxis/Parking 
• Subway 
• Fuel (when not using personal vehicle) 
• Visa/Passport 
• Historical/Cultural Site/Museum 
• Miscellaneous expenses while in travel status 
• Telephone Charges (related to official State business) 
• Unanticipated work supplies 

Travel/NET Card should not be used for: 
• Fuel for personal vehicle 
• Food expenses for staff meetings and retreats 
• Personal use of any kind 
• Travel Upgrades of any kind 
• Alcoholic beverages 
• Incidentals on hotel bill (gym/spa charges, and movie rentals) 
• Cash advances 

Purchasing Meals with Travel/NET Card: 
If cardholders choose to use the Travel Card to pay for meals, the allowance 
for meals, including gratuities shall be limited to actual cost up to the 
maximum Per Diem meal allowance. An itemized receipt for meal purchases 
is required. Alcoholic beverages cannot be paid with Travel/NET Card. 

http://www.osc.state.ny.us/agencies/travel/meals.htm


MISUSE OF 
TRAVEL/NET CARDS 

• 1st Offense:   Employee will be notified via email of the 

misuse. 

• 2nd Offense:  Employee, their Supervisor and The Internal 

Control Officer will be notified.  The Internal Control 

Officer will send a letter to cardholder (CCing their 

supervisor and HR) directing them to schedule a 

counseling session, which will include another mandatory 

training session with the Travel Administrator. 

• 3rd Offense:   Employee’s Travel/NET Card will be 

terminated and other disciplinary actions may be taken by 

HR, which could include termination of employment. 

• Any misuse of the Travel/NET Card will also result in the 

employee reimbursing the un-allowable expenses to the 

Campus. 



Transportation 
Tr a ve l e r s  s h o u l d  u s e  t h e  m o s t  e f f i c i e n t  
a n d  c o s t - e f f e c t i v e  m e t h o d  o f  
t r a n s p o r t a t i o n  a v a i l a b l e .  O f t e n ,  t h i s  
m e a n s  u s i n g  a  c o m m o n  c a r r i e r  s u c h  a s  
a n  a i r p l a n e ,  t r a i n ,  b u s  o r  t a x i c a b .  Th e  
c h o i c e  o f  t r a n s p o r t a t i o n  m e t h o d  m u s t  
b e  i n  t h e  b e s t  i n t e r e s t  o f  t h e  s t a t e .  
Tr a ve l e r s  s h o u l d  o b t a i n  t h e  l owe s t  
c o s t  c o a c h  e q u i v a l e n t  a c c o m m o d a t i o n s  
a v a i l a b l e .  



Airfare & Amtrak 
• P u r c h a s e  a i r f a r e  a n d  A m t r a k  f a r e s  w i t h  a  

s t a t e - i s s u e d  c r e d i t  c a r d  t h r o u g h  D i r e c t  
Tr a v e l ' s  C o n c u r s o f t w a r e .  

• O n l y  c o a c h  o r  e c o n o m y  f a r e  i s  
r e i m b u r s a b l e .  

• P r e - b o a r d i n g  f e e s  a r e  n o t  r e i m b u r s a b l e .  

• A i r f a r e  c o s t  c o m p a r i s o n  m a y  b e  n e c e s s a r y  
t o  j u s t i f y  m e t h o d  o f  t r a n s p o r t a t i o n ,  t i m e s  
o f  t r a v e l ,  o r  i f  p e r s o n a l  t r a v e l  i s  
c o m b i n e d  w i t h  b u s i n e s s  t r a v e l .  

• R a i l  t r a v e l  i n  e x c e s s  o f  2 0 0  m i l e s  o n e  w a y  
m a y  b e  b u s i n e s s  c l a s s .  



Rental Car 
• W h e n  t h e  u s e  o f  a  r e n t a l  v e h i c l e  i s  

n e c e s s a r y ,  p r u d e n t  a n d  l e s s  e x p e n s i v e  t h a n  
c o m m o n  c a r r i e r ,  t r a v e l e r s  s h o u l d  u s e  t h e  
N e w  Yo r k  S t a t e  E n t e r p r i s e / N a t i o n a l  o r  
H e r t z  R e n t a l  C o n t r a c t s .  

• W h e n  r e n t i n g  a  v e h i c l e  f o r  S t a t e  b u s i n e s s ,  
t h e  t r a v e l e r  s h o u l d  r e n t  i n  t h e  n a m e  o f  
N e w  Yo r k  S t a t e  a n d  s i g n  t h e  a g r e e m e n t  a s  
a n  a g e n t  f o r  t h e  S t a t e .  

• U p  t o  a  “ s t a n d a r d ”  s i z e  v e h i c l e  r e n t a l  i s  
a l l o w a b l e .  I f  l a r g e r  v e h i c l e  i s  r e q u i r e d ,  
w r i t t e n  j u s t i f i c a t i o n  m u s t  b e  i n c l u d e d  w i t h  
r e n t a l  c a r  r e c e i p t .  

IMPORTANT! 

Rental vehicles should be returned 
with the same level of fuel as when 
taken out. Refueling fees from rental 
agencies are not a reimbursable 
expense and, should they be charged 
to a State issued card, the cardholder 
would be responsible for reimbursing 
Fredonia that cost. 



University Vans 
Only groups of 5 or more may request use of a 

van via the Facilities Services webpage.  If traveling 
with non-employees a NET card must be used for 

fueling.  When traveling with a group of State 
employees, the Travel card or personal funds 

(which are reimbursable) should be used for fuel. 



Personal Vehicle 
• M a y  b e  u s e d  w h e n  a  S t a t e  v e h i c l e ,  

c o m m o n  c a r r i e r  o r  r e n t a l  c a r  i s  n o t  
a v a i l a b l e ,  i s  n o t  c o s t  e f f e c t i v e  o r  i s  
o t h e r w i s e  n o t  a p p r o p r i a t e .  

• C h a r g e s  f o r  g a s o l i n e ,  o i l ,  a c c e s s o r i e s ,  
r e p a i r s ,  d e p r e c i a t i o n ,  a n t i - f r e e z e ,  t o w i n g ,  
i n s u r a n c e  a n d  o t h e r  e x p e n d i t u r e s  w i l l  n o t  
b e  a l l o w e d .  T h e s e  a r e  c o n s i d e r e d  
o p e r a t i o n a l  c o s t s  a n d  a r e  c o v e r e d  i n  t h e  
m i l e a g e  a l l o w a n c e .  

• A l l  r e a s o n a b l e  a n d  n e c e s s a r y  p a r k i n g  
c h a r g e s  w i l l  b e  r e i m b u r s e d .  Va l e t  p a r k i n g  
f e e s  w i l l  o n l y  b e  r e i m b u r s e d  i f  i t  i s  a n  
u n a v o i d a b l e  e x p e n s e  ( f o r  e x a m p l e ,  w h e n  
t h e  h o t e l  o n l y  o f f e r s  v a l e t  p a r k i n g ) .  

CURRENT MILEAGE 
REIMBURSEMENT 

$0.725 

A Personal versus Rental Vehicle Comparison form 
MUST be completed for any trip greater than 100 
miles round-trip and should be turned in with the 

traveler’s Travel Authorization. 



FOREIGN 
TRAVEL Part One 

A l l  t r ave l  ou t s i d e  t h e  
Con t i nen t a l  US  and  Canada  
(o r  ove r  $2 , 500 )  mu s t  be  
p re - app roved  and  t h e  Tr ave l  
Au tho r i z a t i on  Fo rm re ce i ved  
i n  t h e  Accoun t i n g  O f f i c e  
fou r  week s  PR IOR to  t h e  
t r i p  Depa r tu re  Da te .  The  
Tr ave l  Au t hor i z a t i on  Fo rm 
fo r  t h e s e  t r i p s  MUST  be  
app roved  v i a  s i g n a tu re  by  
t h e  P re s i d en t  o r  t h e  d i v i s i on  
V i c e  P re s i d en t  (o r  t h e i r  
de s i g nee) .  



FOREIGN 
TRAVEL Part Two 

• Reimbursement amount is based on the maximum per diem 

allowance established by the U.S. Department of State. The 

rates are posted on the http://www.gsa.gov web site. 

Expenses should be converted to American dollars, based on 

the exchange rate in effect during the period of travel. 

• The foreign travel rates provide for lodging costs up to a 

maximum amount, and an allowance for meals and incidental 

expenses. If a traveler is entitled to the full meal per diem, the 

allowance is divided into 80% for dinner and 20% for 

breakfast. 

• The passport rules are changing. It is the traveler’s 

responsibility to know the document requirements of the 

country they are traveling to! 

http://www.gsa.gov/


FOREIGN 
TRAVEL Part Three 

• Expenses directly related to lodging and meals are 

included in the foreign per diem allowance; 

however, some expenses unique to foreign travel 

may be reimbursed at the discretion of the agency, 

such as: 

• Passport fees 

• Visa fees 

• Cost to convert currency 

• Traveler’s checks fees 

• Laundry charges for extended stay 

• Departure taxes 



Reimbursement: Method I or Method II? 

METHOD 1 

• This is a FLAT RATE per diem 
allowance for meals, lodging and 
incidentals. 

• Works well when lodging has been 
obtained at no charge (ie: staying with 
relatives or friends). 

• Regardless of stay, zip code of lodging 
is required. 

• No meal or lodging receipts required. 

• MUST be used if employee is not 
staying in a hotel. 

METHOD 2 

• Provides a meal allowance for 
breakfast and dinner based on federal 
reimbursement rates for the location 
of travel.   (Lunch is NOT reimbursable 
by NYS.) 

• A lodging receipt is required to claim 
this Method. 

• Meal receipts are not required to claim 
meal per diems. 

• Must provide ORIGINAL, ITEMIZED 
receipts for all amounts charged to 
Travel/NET card. 



IMPORTANT NOTE! 

When calculating meal reimbursements, ONLY the GSA M&IE total 
amount is utilized.  First and last day, along with other amounts under the 
‘Meals & Incidentals rates and breakdown’ heading are not to be used. 
Also, meal reimbursements are calculated by OVERNIGHT trip.  This 
means that an overnight per diem consists of a dinner on the first night 
and a breakfast on the next morning and so on.  (Ex: If you stay three days 
and two nights in Orlando where the per diem rate is $69 AND assuming 
you are not entitled for the extra breakfast the day of departure or the 
extra dinner the day of return AND you provided your lodging receipts, 
your total meal reimbursement would be $138 or 2 nights x $69.) 
Breakfast on Morning of Departure: Available to a traveler if they must leave at least one hour prior to the start of their normal 

work hours.   Method I grants $5.   Method II is 20% of meal per diem rate.** 

Dinner on Evening of Return: Available to a traveler if they return from their trip at least two hours after their normal work 
hours.   Method I grants $12.   Method II is 80% of the meal per diem.** 

*Refer to GSA website for exact per diem rates. 
**These amounts are available for both overnight and day trips. NOTE: meals on day trips are taxable. 



Lodging 
• T h e  a l l o w a b l e  p e r  d i e m  r o o m  r a t e  s h o u l d  b e  

o b t a i n e d  w h e n e v e r  p o s s i b l e .  
• If not obtainable, the traveler must complete an Over Per 

Diem Lodging Justification form. 
• L o d g i n g  p r o v i d e d  b y  a  t h i r d  p a r  t y  i s  n o t  

r e i m b u r s a b l e .  
• Method I meal reimbursement will be used if lodging 

receipt is not obtained. 
• F o r  C a n d i d a t e s  a n d  G u e s t s  t o  S U N Y  F r e d o n i a ,  

v e r i f i c a t i o n  o f  n o  o n - c a m p u s  r o o m s  M U S T  b e  
p r o v i d e d  p r i o r  t o  c o n t a c t i n g  t h e  C l a r i o n  o r  
o t h e r  l o c a l  h o t e l s .  

• P e r s o n a l  r o o m  e x p e n s e s  ( m o v i e s ,  m i n i  b a r ,  e t c . )  
a r e  n o t  r e i m b u r s a b l e .  



RECONCILING 
YOUR TRIP 

IMPORTANT DATES 

Employees seeking out-of-pocket 
reimbursement have 30 BUSINESS days after 
the Return Date showing on their Travel 
Voucher in order to receive reimbursement.   
There are no exceptions to this rule!! 
Fredonia is more restrictive than OSC by 
electing to NOT reimburse out-of-pocket 
expenses if paperwork is not received in 
Accounting/Accounts Payable within 30 
business days. 
Per OSC, we must treat all travelers by the 
same travel rules. 



RECONCILING 
YOUR TRIP 

IMPORTANT DATES 

Employees who have a state-issued TRAVEL 
and/or NET Card must have proper documentation 
turned in prior to the due date of their card 
statement. If the cardholder misses the release 
date, their monthly Spending Limit will be 
dropped to $1, until such time that 
reconciliations are 100% complete. 

It is the employee's responsibility 
to monitor the workflow of their 
paperwork. 



TRAVEL 
VOUCHER 

A Travel Voucher is REQUIRED for EACH trip.

1) Complete:
ALL blue sections on the Travel Voucher.

2) Attach:
• ORIGINAL, ITEMIZED receipts.

• An agenda, program or other documentation to 
substantiate all travel expenses or days expenses are 

claimed.
• Mileage Statement for Personal Automobile Use (if 

applicable).
• Over Per Diem Lodging Justification Form and 
Personal vs. Rental Vehicle Comparison (if applicable 

and not provided with TA).

3) Obtain:
• Supervisor’s signature

Last, but not Least: 

Turn in ALL paperwork to 
the Travel Administrator 

within the required amount 
of time to ensure speedy 

processing and no 
repercussions. 



REMEMBER 
All travel must: 
• Be in compliance with the rates and regulations 

listed here, which follow Federal, New York 
State, SUNY, and Fredonia rules and regulations. 

• Be for official State business and in the best 
interest of the State. 

• Include only actual, necessary and reasonable 
business expenses. 

• Be conducive to achieving the objectives of the 
trip while balancing factors such as least 
expensive, time and safety. 

• Be pre-approved via written documentation. 

NYS Sales Tax is NOT reimbursable! 
If staying in a hotel, don’t forget your NYS 
Exemption Certificate for Tax on Occupancy of 
Hotel or Motel Rooms (ST 129) or New York City 
Tax on Occupancy Tax Exempt or NYS Tax 
Exempt Certificate (AC946) forms. 





THANK YOU 

Q u e s t i o n s ?  P l e a s e  c o n t a c t  t h e  A c c o u n t i n g  D e p a r  t m e n t  

Trenton Lutes 

x3467 

Trenton.Lutes@fredonia.edu 
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