
New York State TRAVEL VOUCHER 

Originating Agency 

Buffalo State College 

'SAMPLE COMPLETED FORM IState University of New York 

I Originating Agency Code 

28160 

(16-a) 

Interest Eligible (YIN) 

N 

rOucher# 

Payment Date (MM I DO I YY) ase UseOnty 

Zip CodeL!J Social Security Number IROUIe A
999-88-9999 

~ Payee Name (Last) (First-FULL) (MI) Suffix 

Lastname Fred M Dr.
...:J Negotiating Unit Code Account(s) to be charged 

08 UUP 429999 
L:J Destination county 

Pittsburgh, PA IAllegheny
l!J Questions regarding this trip can be directed to: 

Name Phone and extension 

Fred Lastname ext.9999 
2J Purpose of Travel 

Uability Date (MM I DO , YY) 

Payee Amount 

IRS Code Merch Iinv. Rec'd Date (MM I DO , YY) 

Statistic Type Statistic 

Ref. "nv. No. (Umit to 14 additional spaces)
 
TRAVEL
 
Ref. Iinv. Date (MM I DO I YY)
 

. 

Student Teacher supervision and attendance at annual conference of American Association of College English 
Professionals.
 

~ Departure Date & Time 0 AM l!.J Retum Date & Time D AM ~Travel Authorization D Yes D No
 

09/08/021 10:00 '0 PM I 09/11/02(' 8:45 fJl PM' I 
Comments This form IS available online at: nttp:llbsclntra.buffalostate.eduJaccountlngl 

~ Transportation Expense 
US Airways ticket paid by college- receipt attached 

2J Lodging 
3 Days @$ 77.. 50 per day 

Days @ $ per day 
~ Meals 

3 Breakfasts @ $ 9.00 + 4 Dinners@ $ 
Breakfasts @ $ + Dinners @ $ 

~ Miscellaneous expenseS/explanations 

Pittsburgh taxis $50; airport parking $24; registration fee $125 
business telephone call noted on hotel bill $2.50 

16 Total Mileage from Attached AC160 

28 miles @ $ 0.365 per mile 

PAYEE'S CERTIFICAnON 
I hereby certify that the above account and schedules annexed are just. true and correct; that no part thereof has 
been paid, except as stated therein, and that the balance therein stated is actually due owing, and that the amounts 
daimed were necessary and incurred in the performance of my authorized official duties. 

/~17:. ~"" ilJ Professor 
Traveler'S SignatUre Official TiUe 

123 Anystreet. English 
Home Address Department 

Tonawanda, NY 14150 KH-999 
City, State ZIP Campus Address 

Buffalo, New York 09/12102 
Office Station Date 

SL _., ... 1_...JIo(·~ ~CKII"I~AIIUN 

I, the claimants supervisor, certify that this account has been examined and, to the best of my knowtedge and 
belief. the amounts daimed therein were necessary tor the pelfonnance of the claimanfs authorized duties. 

(;2.£dA.n.A """"~./Y.'1Y\ /' Chair 9/13/2002 
Supervisor Approval I TItle Date 

TItle Date 

Account No. Var~ Yr. 

Receipts
 
AltaCnea
 

37.00
 

VOUCHER TOTAL
 

OR
 

DEPT LIMIT
 

~ Advance 

Amount-

Dyes 

DNo 

Amount 

$ 

$ 232.50 
$ 

$ 175.00 
$ 

s" 201.50 

$ 10.22 

$ 619.22 

STATE COMPTROLLER'S PRE-AUDIT 

certified for Payment 

of the 
Verified Total Amount 

By 

FOR AGENCY FINANCE OFFICE USE ONLY 

Approved 
AutnonzeG Signature 

Title Date 

Object Account:Ho,;; ~:',".: 



----------------------- --------

, SAMI>~E COMPLETED FORM t
(16-b) 

New York State 

Statement of Automobile Travel 
Attach to Travel Voucher 

Traveler Fred M. Lastname Account No. X)OOC(X 

Department _E_n..Q_lis_h _ 

Time of Miles 
Date Origin Destination Departure Arrival Traveled 

09/08/02 Campus Kenmore East HS 10:00 10:20 8 

09/08/02 Kenmore East HS Buffalo Airport 11:30 12:05 11 

09/11/02 Buffalo Airport Home 8:15 p.m. 8:45 p.m. 9 

Comments: Enter Total Miles from this Statement on NYS Travel Voucher Form 
Total Miles * 28 

This form is available online at: http://bscintra.buffalostate.edulaccountingl * Entries are rounded to the nearest mile. 

I hereby certify that the travel indicated was necessary and on official business. 

:rCiVuntM~ 
Signature of Traveler 

AC 160 (Revised 11192) 



13SC Accounting - 'rravd Voucher Fomls and Rate Inlc)mlation 
(17) 

Accounting Office 

Instructions:\\lho \\/e /\rc
 

r'reqllt"lltly !\sked
 ;rllis page provides copies of the Nc\v '{ork State travel voucher forms and links 
()Ut~st.i()ns to travel rate and allo\vance information. 

]'travel 

Nc\v Y()rk Stat.e rrravel V()uchcr FOnl) XL.S 

St.at.e'menl of j\ut,onl0bile 1'<ravel Fornl XI..~S 

(.~ollege ·T~ravell\uthorizati()n .E~stin1.ated i~xpen.se Fornl XL;S 

(~()l,lcgc YI"ravel (~ash i\dvance l\pplication Fom1 XLS 

\'*/eb yrravel L,inks 

http://bscintra.bufl'aJ()Slai.e.edu'/accountingl 



(18)
 

Links to Travel Information
 
Rates: 

Lodging, Meal and incidental expense rates for the continental U.S.:
 
http://www.policyworks.gov/org/main/mt/holnepage/mtt/perdiem/travel.shtml
 
The standard rate is up to $55 for lodging and $30 per day for meals. The above
 
link provides rates for higher cost metropolitan areas listed by city and county.
 
Detailed Hotel receipt required to obtain these allowances. Conference hotel rate­

Provide copy of brochure listing conference hotels and rate.
 

City and County cross reference listings:
 
http://www.naco.org/counties/queries/city srch.cfm
 
Find the county in which the town or city you are visiting is located.
 

Meal Breakdown for Breakfast and Dinner for each per-diem rate:
 
www.osc.state.ny.us/agencies/travel/meals.htm
 
Departure time 6:59 a.m. or earlier? Add 1 Breakfast allowance.
 
Return time 6:01 p.m. or later? Add 1 Dinner allowance
 
Departure time 6:59 a.m. or earlier, and return time 6:01 p.m. or later? Add 1 full
 
per-diem amount.
 

Lodging, Meal and incidental expense rates for Alaska, Hawaii, Puerto Rico,
 
Guam, Canada, and all other Foreign Countries:
 
www.state.gov/m/a/als/prdm/
 
Note: The meal breakdown for these locations is 20% breakfast and 80% dinner.
 

Lodging, Meal and incidental expense allowances without receipts:
 
www.osc.state.ny.us/agencies/travel/methodl.htm
 

Tax Exemption Certificate for hotel stays within New York State (PDF format):
 
http://www.tax.state.ny.us/pdf/2000/stlst129 1000.pdf
 
College employees are required to use this form to obtain an exemption from state,
 
local and occupancy taxes within New York State. For out of state hotels, taxes
 
may be reimbursed in addition to the lodging cost.
 

Mileage Rate for use ofpersonal vehicle:
 
www.osc.state.ny.us/agencies/travel/mileage.htm
 
Attach Statement ofAutomobile Travel fonn to your NYS Travel Voucher.
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Travel Tools: 

Currency Converter:
 
www.oanda.com/converter/classic
 
Convert payments made in foreign currencies to US dollars for any date.
 

Driving distances and Maps:
 
http://maps.yahoo.com/py/ddResults.py
 
Find the distance between any two locations and get directions and maps.
 

Buffalo-Niagara International Airport Information:
 
http://gates.buffaloairport.coml
 
Check on flight arrival and departure status and other airport information.
 

New York State Thruway Authority:
 
http://www.thruway.state.ny.us/tolls/calc/index.html
 
Calculate tolls and distances between exits and other Thruway information.
 

Buffalo Area Travel Related Links and Infonnation:
 
http.://www.buffalo.com/Travel.asp
 
Home Town travel-related information.
 

National and International Travel Infonnation:
 
http://www.virtuallythere.com/bulletin/
 
This bulletin provides useful information for travelers.
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Vendors: 

NFT Travel Agency - telephone (716) 691-5880, or 1-800-633-6782:
 
http://www.nfttravel.comJagency locations.html
 
NFT Travel is the authorized NYS agency for airline, and train reservations and
 
more.
 

Enterprise-Rent-a-Car:
 
http://www.enterprise.com
 
Enter zip code 14222, or your home zip code to find nearby branch locations and
 
telephone numbers. Enterprise is the authorized NYS car rental agency for
 
outbound rentals from the Buffalo area.
 

National Rent-a-Car - telephone 1-800-227-7368
 
http://www.nationalcar.com
 
National is the authorized NYS car rental agency at airport locations.
 
Refer to New York State Recap number 5005133 when making reservations
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User Guide for the Accounting Office Intranet Page travel forms and resources 

•	 The site address is: http://bscintra.buffalostate.edu/aCCQllllting/ 

•	 This site was set up to provide one stop access to college travel forms and links to 
websites providing travel rates for lodging, meals, mileage, NYS hotel tax exempt 
form, and other travel information. 

•	 The fonns may be printed as blank copies, or may be completed on your 
computer and then printed. The forms are in Excel format. 

•	 This resource replaces the appendix sections of the college travel manual copies 
previously distributed to departmental offices. Travel guidelines will be reissued 
in September 2002 and distributed to faculty and staff. 

•	 This resource must be accessed using Internet Explorer as the browser. 

•	 Go to the website using the address given above and select the item you want to 
view by clicking on the XLS or HTML link to the right. 

•	 When you visit this site for the first time, most computers will return a pop up 
File Download option box asking ifyou want to Open or Save to your hard drive. 
Select the option to OPEN the item. You can avoid having this pop up box 
appearing every time by eliminating the checkmark in the reminder box. 

•	 You can print a copy ofa blank fonn by clicking the printer icon on your Internet 
Explorer browser, or by clicking FilelPrint. 

•	 You can complete a form on your computer by typing the requested infonnation 
in each box and then use your keyboard arrow or enter keys to enter the 
information in a box and move to the next box. After you complete the 
infonnation, you can print a completed copy using the previous direction. 

•	 You can save a copy of a form, or completed form to your Excel file directory by 
clicking File / Save As and entering a new unique filename for the fonn and 
clicking Save. 

•	 To exit the application you can close Internet Explorer by clicking the "X" button, 
or by clicking File/Close. When prompted - Do you want to save changes? ­
click NO. To exit and keep Internet Explorer running, use the Home or Back 
buttons on the browser. 

•	 This resource will not electronically transmit or submit your forms. These travel 
documents are payee forms and require your signature as payee and need to have 
original receipts and travel documentation attached. The traveler needs to prepare 
a hard copy and forward it for a supervisor's approval. 


