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SAMPLE COMPLETED FORM

New York State

Statement of Automobile Travel

Attach to Travel Voucher

Traveler Fred M. Lastname Account No. XXXXXX
Department  English
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 8:15p.m. | 8:45p.m. 9
Comments: Enter Total Miles from this Statement on NYS Travel Voucher Form Total Miles * 28
This form is available oniine at: http://bscintra.buffalostate.edu/accounting/ * Entries are rounded to the nearest mile.

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

AC 160 (Rovised 1182)

Signature of Traveler
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Links to Travel Information

Rates:

Lodging, Meal and incidental expense rates for the continental U.S.:
http://www.policyworks.gov/org/main/mt/homepage/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:
WWWw.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/method1.htm

Tax Exemption Certificate for hotel stays within New York State (PDF format):
http://www.tax.state.ny.us/pdf/2000/st/st129 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 of personal vehicle:
WWW.0sc.state.ny.us/agencies/travel/mileage.htm
Attach Statement of Automobile Travel form to your NYS Travel Voucher.




(19)

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.com/
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 Information:
http://www.buffalo.com/Travel.asp
Home Town travel-related information.

National and International Travel Information:
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.com/agency 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/accounting/

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 forms 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 XL.S 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 if you 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 of a blank form by clicking the printer icon on your Internet
Explorer browser, or by clicking File/Print.

You can complete a form on your computer by typing the requested information
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
information, 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 form 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.



