POLICYONTRAVELANDENTERTAINMENT
EXPENSEIREIMBURSEMENT

Dated: June 27, 2022
Supersedes: Travel Expenseand ReimbursemenPolicy









airfare available, considering the following:

i.  Travelers'itinerary and connection times and
ii. Restrictionsii.



are reimbursed based on the College’s standard mileage rate,
which covers the use of the vehicle and gasoline. The College will
reimburse employees using the IRS Standard Miles Rate for



meals charged to the lodging receipt.

3. Incidental expenses include fees antips for persons providing services
such as



for reimbursement. Allowable cost for the room is the single room rate
plus tax unless the other party is also



8. A new Travel Advance will not be autbrized until all previous advanes
are closedout.

9. The advance should not be used for service payments such as honoramifor expe
nses such as gifts,

ehapskiddviiiecinfudiale cleared wiBimlays from the "end date” of the
trip or event specified on the travel advance form. Funds not utilized must
be refunded to the College within 30 days.

11.In the event an employee is separftad the College prior to thei r trip,the empl
oyee is obligated to fully rémburse NYMC for any travel
tstanding.

Cancellations/Refurds

1.Tickets that have been personally pu aresubsequentl
y cancelled may be re

prizes, or awards. advanceou



Flight Insurance: Flight insurance purchased by individuals is no&a
reimbursable expense.

Personal Automobiles: College employees using personal automob#eo
travel on official College business must maintain adequatability
insurance fo















APPENDIX B

OFFICE OF THEGENERAL COUNSEL/OFFICE OFINSTITUTIONAL COMPLIANCE
ADMINISTRATION BUILDING, 2ND FLOOR
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