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1. Travel Policy Statement 
The purpose of this Travel Policy is to help employees and Town Officials understand and apply Town’s travel rules and regulations and to provide instructions regarding reimbursement for expenses while in travel status. The Town Board sets rules and regulations for reimbursement of expenses incurred while travelling on official town business. These rules and regulations are also included by reference in collective bargaining agreements. When travelling on official Town business, only actual, necessary, and reasonable business expenses will be reimbursed.
2. General Guidelines and Responsibilities 
The official station is used to determine allowable travel expense reimbursement. Employees are in travel status when they are more than 35 miles from both their official station and their home. The official station is generally considered your place of work; however, if you do leave from your residence, mileage can be charged. 
Employees will not be allowed meals or lodging within 35 miles of the employee’s official station or place of residence. 
Travel between the employee’s home and official station is considered commuting and is not reimbursable. 
Town employees and officials should check OGS contracts for the type of travel related services needed. Currently OGS has contracts for car rentals, airfare, and centralized travel agent services, both state-wide and regional. Travel agents may charge a transaction fee for various services. You can get more information on these contracts through the OGS web site at http://www.OGS.state.ny.us. 
3. Town Responsibility 
Ensure that;

1.  all authorized travel is in the best interest of the Town 
2.  all charges are actual, reasonable, and necessary 
3.  all expenses comply with travel rules and regulations 
4.  the most economical method of travel is used in the best interest of the Town

5.  compliance with IRS regulations 
6.  the official station of each employee is designated in the best interest of the Town 
7.  employees obtain appropriate approvals prior to travelling, and exceptions or waivers are justified and necessary 
8.  adequate funds are available for travel 

4.  In State Travel
An “Authorization to Travel” form must be submitted and approved by the Department Head and the Town Supervisor for any day travel. In addition, any overnight travel must be approved by the Town Board via Resolution. 

On ALL travel vouchers, the dates of the trip meals, lodging, mileage, etc., and the place of the conference or meeting must be noted on the voucher. It is not sufficient to submit a voucher for payment without noting where, when and why these expenses were incurred.

5.  Out of State Travel
Out of State travel requires that an Authorization for Travel Form be submitted to the Town Supervisor, who will then submit it to the Town Board for approval by Resolution. Out-of-state travel ALWAYS requires a Resolution and a claim for expenses be submitted for meals, lodging, mileage, etc. while on business out of New York State. Expenses will not be paid unless the trip has been previously authorized by the Town Board. A copy of the Resolution authorizing the trip must be attached to the travel voucher.
6.  Multiple Attendants At A Conference/Seminar
If a travel request is submitted with more than one person attending the same meeting, from the same department, an explanation should also be submitted to the Town Supervisor as to the justification why one person could not attend and share the information with his/her colleagues.
      7.         Unreceipted Meal Method
Employees will be paid a per diem meal allowance as listed below:
*Use the Per Diem Rates tool:
https://www.osc.state.ny.us/state-agencies/travel/travel-reimbursement-rates
· Breakfast


· Dinner        

Employees are not required to submit meal receipts. 

8.
Mileage Rates
Employees are encouraged to use a Town vehicle if they work in a department that has vehicles, but will be reimbursed at the current IRS rate for the use of personally owned vehicles authorized by the Town Supervisor. A statement must be attached to the travel voucher to support all claims for mileage reimbursement.
9.
Lodging
If employees are attending meetings, seminars, or conferences where the lodging is not included, then they must make every effort to reserve lodging at government rates. Travel requests will be screened for compliance.

The Town provides reimbursement of actual lodging costs based on federal reimbursement rates for the county of lodging. The per diem rates for locations within the continental United States are revised annually and can be found at https://www.osc.state.ny.us/state-agencies/travel/travel-reimbursement-rates

. Since rates are based on location of lodging, the county and city must be indicated on the travel voucher. Receipts are required for lodging. 

Each day the traveler is in overnight travel status, the traveler is eligible for reimbursement for lodging up to a maximum lodging per diem and a per diem allowance for meals (as outlined in Section 6) The meal per diem is for dinner the first night and breakfast the following day. 

Travelers are also eligible for an additional $10.00 for breakfast on the day of departure if they have to leave at least one hour before their normal work start time. They 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. 

For travel within New York State, a Tax Exemption Certificate (ST-129) should be used. A current New York State Tax Exemption Certificate (ST-129) can be obtained from the Accounting Department. For travel outside of New York State, state and local taxes are not included in the maximum lodging amount and will be reimbursed in addition to the per diem amount. 

Finally, on occasion, travelers may be unable to find a hotel at a rate that does not exceed the maximum federal lodging per diem rate for the location of travel. If that occurs, the traveler must obtain prior approval to exceed the federal rate from the Accounting Office.
10.
IRS Requirements 

The Internal Revenue Service generally requires withholding and W-2 reporting for the following types of travel reimbursements: 

Per Diem amounts paid in excess of the rates allowed by the federal 
      
government which are not supported by receipts 

Meal allowances paid for non-overnight travel or day trips
Mileage reimbursements in excess of the maximum federal rate 

11.
Procedures, Forms, and Instructions
Authorization to Travel

An Authorization to Travel Form (see attached) must be completed prior to the beginning of each trip as described in Section 2 and 3. Please note that if a form is not on file for a trip, either in or out of State, the Accounting Department will be unable to process the travel voucher. Please follow the instructions listed below for proper submission of the forms:

Type of Request:
Authorization to Travel in-state              
Send Form To:

Authorization to Travel                                overnight or out-of-state

Supervisor
Town Board
Town Board

12.
Rental Cars
Commercially rented vehicles should be used only when other means of transportation are not more advantageous. An explanation for the use of a rented automobile is required for reimbursement. The receipt and the justification must be submitted with the travel voucher. The Town will set up a corporate account with the car rental company and provide for payment with the applicable credit card. The Town will also provide the rental company with a valid Certificate of Insurance.  
13.
Foreign Travel
Please note that travel to any foreign country involving foreign currency should be converted to U.S. dollars on the travel voucher. A local bank will provide the conversion rate on the date of travel. Please indicate, on a separate form, the conversion rate used for each day and the name of the bank that provided the conversion rate. This form should then be attached to the travel voucher.

14.
Tax-Exempt
Any employee traveling within New York State is required to supply a tax-exempt form where lodging is obtained. Blank exempt forms may be obtained from the Accounting Office. It is suggested that travelers identify themselves as Town employees when making lodging accommodations in order to prevent any unnecessary charges.
15.
Reimbursement On A Travel Voucher
When submitting a travel voucher, the registration fee paid for the conference should be indicated, including a copy of the registration fee receipt or brochure that would explain what the registration fee included. Some registration fees include meals and the traveler should not obtain any meals that were prepaid in the registration. If the registration receipt is not available and the registration fee was paid by check, enclose a copy of the front and back of the canceled check.

Original receipts are required for any parking, tolls, taxi fares, airfare, and lodging. Please make sure to staple all receipts onto an 8 1/2” X 11” sheet of paper behind the travel voucher. Odometer readings must be indicated on the voucher or on an attached sheet.

Travel vouchers should always be submitted promptly after the completion of a trip. If a travel voucher is received in the Supervisor’s Office, audited and errors found, the voucher will be returned to the appropriate department for correction.

16.
Forms and Instructions
Travel related forms are available through the Auditing Department. The forms that the Town will be using are attached:


1.
Authorization to Travel


2.
Application for Travel Advance


3.
Statement of Automobile Travel


4.
Tax Exempt Certificate
Instructions
Please type or print clearly. Do not use abbreviations. If additional space is needed, please attach a separate sheet. Please fill in all information that applies to a particular trip. The department head’s original signature and title are required. Please also remember to enter beside the department account number, the expense account from which this trip will be expensed.

Exceptions to this travel guide will be handled on an individual basis by the Town Supervisor or his designee. Prior approval for exceptions is necessary.

The Town’s policy has been and continues to be: “alcoholic beverages are not a reimbursable expense.”
TOWN OF PLATTSBURGH
AUTHORIZATION TO TRAVEL

A.
Name & Title





Date





# of Persons Traveling Together

Department Account





Departure Point



Destination






Departure Date



Return Date






Departure Time



Return Time






Meeting Starting Time


Meeting Ending Time







Purpose of Trip










Method of Travel: 
 Train 

 Bus 

 Airline 







 Town Vehicle 

 Personal Vehicle with attached     

                                                                                                                                Declination letter
******************************************************************************

B.
Estimated Expenditures:

Mileage



Miles _______ times IRS rate________
Hotel





Meals





Registration




Other





TOTAL





Please attach brochure or other literature as back-up for estimated costs.

The reimbursement of Travel Expenses must be within the established rates and is subject to the availability of funds in the Department Budget.







Date 





Traveler’s Signature

Approved: 




Date  





Department Head









Approved: 




Date 





Town Supervisor
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