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Guiding Principals



Guiding Principles -
Where to Start

* Travelers and their supervisors should work with
their agency’s finance office or travel unit when
they have questions

* The following resources offer guidance and policy
related to State employee travel:

OSC Travel Manual

OSC Guide to Financial Operations, Section XIlI|
OSC Travel Regulations (2 NYCRR Part 8)
Agency-specific policies

« Agency finance office or travel unit personnel may
also contact the BSE at stexpend@osc.ny.qgov for
assistance when other resources are exhausted

Guide to Financial Operations, Section XllI.1


mailto:stexpend@osc.ny.gov

Guiding Principles for
Travel: B.R.A.I.N.

 When in doubt, travelers, supervisor and

agency approvers should consider if a
travel scenario and expenses are:

* in the Best Interest of the State

 Reasonable

» Actual Expenses

« Supported by Itemized Receipts

* For Necessary Travel

OSC Travel Manual, page 2



T'ravel Status



Determining Travel Status

- Employees are in travel status when they
must travel 35 miles or more from BOTH
their home AND their official station

 Employees are traveling in proximity (not
in travel status) when they travel fewer
than 35 miles from EITHER their official

station OR their home

OSC Travel Manual, page 3



‘Travel Status vs. Proximity

Travel: What’s the Ditterence?

« Employees are eligible for reimbursement
of expenses for lodging, transportation,
meals & incidentals, etc. when they are in
travel status

- Employees are typically only reimbursed
for personal vehicle mileage when
traveling in proximity

« Any other travel expenses incurred while

traveling in proximity are allowable only when
necessary and in the best interest of the State

« Such expenses should be pre-approved and
include a documented justification

OSC Travel Manual, page 4



Personal Vehicle Mileage



Personal Vehicle Mileage
Guidelines

* Travel between an employee’s home and
official station is considered commuting
and is not reimbursable

* Personal vehicle mileage is reimbursable
for trips between:
« Home and an alternate work location
 Official station and an alternate work location

* Alternate work locations
 Please see the OSC Travel Manual and the 2025 Fall

Conference Travel Refresher and FAQ for more
information on personal vehicle mileage

OSC Travel Manual, page 4


https://www.osc.ny.gov/state-agencies/conference/videos/travel-refresher-faqs-fall-conference-2025
https://www.osc.ny.gov/state-agencies/conference/videos/travel-refresher-faqs-fall-conference-2025

LLodging and Per Diem



LLodging and Per Diem
Reimmbursement

* The following is based on a receipted
reimbursement (method ll), which is the most
common

« See the OSC Travel Manual for additional information
on unreceipted reimbursements (method I)

 Employees in travel status are eligible for
reimbursement of meals and incidental
expenses (M&IE/per diem) and lodging for
overnight trips

OSC Travel Manual, pages 4-5, 7
GSA - Per Diem Rates



LLodging and Per Diem
Continued

* The per diem amount covers expenses for
dinner, breakfast the following day as well
as incidental expenses

* Travelers may also be entitled to extra meals
on the first and last day of travel if they meet
the following conditions:

« An additional per diem for breakfast on the first day if

the traveler departs at least one hour before their
normal work start time

« An additional per diem for dinner if they return at
least two hours later than their normal work end time
on the last day of travel

OSC Travel Manual, pages 4-5, 7
GSA - Per Diem Rates



Determining Lodging and
Per Diem Amounts

« Rates for lodging and per diems are
established and published by the United
States General Services Agency (GSA)
and are based on location

* Lodging and M&IE Rates can be found at
https://www.gsa.gov/travel/plan-book/per-diem-
rates

 When meals and/or lodging are provided
as a part of a conference or event,
additional reimbursement is not
permitted

OSC Travel Manual, pages 4-5, 7
GSA - Per Diem Rates



https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://www.gsa.gov/travel/plan-book/per-diem-rates

Common Carniers

Air Travel, Rail Travel, and Vehicle Rentals



Travel via Common Carrier

* Travel via Common Carrier is often the most
efficient and cost-effective method of
transportation, especially when traveling
between Albany and New York City

* The Office of General Services has a contract
with Stovroff and Taylor for state travel
management, as well as negotiated rates for
Air Travel, Amtrak, and Vehicle Rentals

OSC Travel Manual, pages 9-10
OGS Travel Contracts: https://ogs.ny.gov/procurement/new-york-state-travel-contracts



Common Carrier - Air Travel

 Air Travel: Must be booked through the
authorized state travel agency using the OGS
contract with Southwest or American Airlines

 Employees may only use non-contract fares when (i)
the fare saves $200 or more per round-trip, (ii) the use
of a contract fare would incur unnecessary overnight
lodging, or (iii) in case of an emergency

OSC Travel Manual, pages 9-10
OGS Travel Contracts: https://ogs.ny.gov/procurement/new-york-state-travel-contracts



Common Carrier - Amtrak

 Amtrak: NYS has a negotiated maximum rate
of $68 for a one-way fare between Albany-
Renssalaer or Hudson and New York-Penn
Station

« Can be booked through the state travel agency (with a
processing fee) or in person with a NYS employee ID

OSC Travel Manual, pages 9-10
OGS Travel Contracts: https://ogs.ny.gov/procurement/new-york-state-travel-contracts



Common Carrier - Vehicle Rental

* Vehicle Rental: OGS offers negotiated rates
with Enterprise/National and Hertz that
include necessary insurance and liability
coverage

 Travelers should select the most cost-effective vehicle
available. If there is a business need for a larger
vehicle, the traveler must obtain approval from the
Agency’s Finance Office

OSC Travel Manual, pages 9-10
Negotiated Rental Rates: https://online.ogs.ny.gov/purchase/snt/awardnotes/7200123174p.pdf



Additional Resources



Resources

* Always remember to consider B.R.A.l.N. when
booking travel and submitting expense reports

* For additional information about the topics
discussed in this refresher presentation, please
take advantage of the following resources:

« OSC Travel Manual

« OSC Guide to Financial Operations, Section XIlI
« OSC Travel Regulations (2 NYCRR Part 8)

«  Office of General Services Travel Contracts

« 2025 Fall Conference Presentation

«  Agency-specific travel policies



https://www.osc.ny.gov/files/state-agencies/travel/pdf/agencies-travel-manual-attachment.pdf
https://www.osc.ny.gov/files/state-agencies/travel/pdf/agencies-travel-manual-attachment.pdf
https://www.osc.ny.gov/state-agencies/gfo/chapter-xiii/xiii1-employee-expense-reimbursement-overview
https://www.osc.ny.gov/state-agencies/gfo/chapter-xiii/xiii1-employee-expense-reimbursement-overview
https://govt.westlaw.com/nycrr/Browse/Home/NewYork/UnofficialNewYorkCodesRulesandRegulations?guid=I9ac6be10b59a11dd8ea68310c5e658c4&originationContext=documenttoc&transitionType=Default&contextData=(sc.Default)
https://govt.westlaw.com/nycrr/Browse/Home/NewYork/UnofficialNewYorkCodesRulesandRegulations?guid=I9ac6be10b59a11dd8ea68310c5e658c4&originationContext=documenttoc&transitionType=Default&contextData=(sc.Default)
https://ogs.ny.gov/procurement/new-york-state-travel-contracts
https://ogs.ny.gov/procurement/new-york-state-travel-contracts
https://www.osc.ny.gov/state-agencies/conference/videos/travel-refresher-faqs-fall-conference-2025
https://www.osc.ny.gov/state-agencies/conference/videos/travel-refresher-faqs-fall-conference-2025

SEFS Demonstration



Finding SKS Coach
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SIS Coach Search Page

SFS Coach Training

Search User Training and Materials

To select a Topic or Training Type, use the drop-down lists.

To search by the name of the matenal, type directly In the Training Material field or use the Training Material look-up feature by clicking on the magnifying glass
Keyword search can be used with or without selecting any other search fields.

Leaving all fields blank brings back all results; additional criteria returns more specific results.

Topic = Travel and Expenses v ! Training Type v

Training Material | Select Course Name Q% Keyword(s) Enter Search Keywords 7z Clear |
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