NYS TRAVEL ALLOWANCES

The travel expenses paid under this grant should not exceed the following travel allowances currently allowed New York State employees. Travel allowances and per diems are based on prevailing federal and state rates and are subject to change during the grant period.
I. Personal Cars

A personal car may be used when an agency vehicle or common carrier transportation is not available or cost effective.  Mileage will be reimbursed regardless of the number of passengers.

Mileage allowances for the use of privately owned automobiles is 56¢ per mile effective January 1, 2014. Charges for gasoline, accessories, repairs, depreciation, anti-freeze, towing and other similar expenditures will not be allowed.  These are considered operating costs of a vehicle and are covered in the mileage allowance.  Tolls are allowable expenses.

Travel expenses between home and office are not allowable.

II. Expenses to and from Transportation Terminals

Employees may incur charges traveling to or from a transportation terminal, such as an airport, train or bus station.  Employees will be reimbursed actual costs for taxi or common carriers between residence and transportation terminals, or for personal car mileage.  Agencies are responsible for determining if costs are reasonable and necessary.

III. Non-Overnight Travel

Employees in travel status for day trips are allowed breakfast and dinner reimbursements based on the departure and arrival times of the trips.  For non-overnight travel, an employee may claim the unreceipted meal allowance.  Please check the GSA website (see link below) for current rates for unreceipted meals.  No reimbursement will be allowed for lunch.  The IRS considers all meal reimbursements not associated with overnight travel taxable.


Time Limits


Breakfast

Employees will be allowed reimbursement for breakfast if they have to leave at least one hour before their normal work starting time.  For example, if their regular work hours were 8 A.M. to 4 P.M., they would be entitled to breakfast on the day the trip starts if they have to leave before 7 A.M.  (If employee leaves from office, time of leaving office will govern.)
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Dinner
Employees are allowed reimbursement for dinner if they return at least two hours later than their normal work ending time.  For example, if their regular work hours were 8 A.M. to 4 P.M., they would be entitled to dinner reimbursement if they return after 6 P.M.  (If employee returns to office, time of return to office will govern.)

IV. Overnight Travel

A full per diem for travel reimbursement is defined as an overnight stay consisting of at least 24 hours. The per diem allowance includes hotel, meals (dinner and breakfast only, lunch is not a reimbursable expense), tips and incidentals.

Any area that is not specifically listed is assigned the standard Continental United States per diem rate. For updated rates please refer to the General Service Administration’s Website at: http://www.gsa.gov, and click on the Featured Topic, “Per Diem Rates.”
Go to:  http://www.gsa.gov/portal/category/100120 to view the maximum per diem rates in New York State. When an employee stays at a hotel and the lodging cost exceeds the maximum lodging amount, the excess should be taken from the meal allowance to avoid going over the maximum per diem rate.

Meal Allowances 

Employees are reimbursed up to the maximum Federal meal allowance rate for the area of assignment.  No reimbursement will be allowed for lunch.  

July 2013


July 2013



June-08

