
 

 

 
 

 

Travel rules have been established in the best interest of New York State and SUNY New Paltz. 
Only actual, necessary, and reasonable business expenses will be reimbursed. 
 

 
 

  
 

 
 

 
 

  
 

 
  

 
 

 
 

 
 

  
 

 
  

 
  

 
 

  
   

 
 

 
  

 
 

 



 

 

 
 

  
 

 
 

 
 

  
 

 
 

  
 

 

 
 

 Meals 
o Breakfast or dinner not provided by the hotel or University are reimbursable up 

to the per diem rate for the area at the following: 
 Breakfast: 20% of full M&IE per diem rate 
 Dinner: 80% of the full M&IE per diem rate 
 Lunch is not reimbursable 

o You must submit itemized, paid receipts for these meals 
o Tax and tip are reimbursable, alcohol is not 

 
 Documentation 

o All receipts and documentation related to travel and lodging during the campus 
visit must be retained and submitted with reimbursement paperwork (including 
boarding passes/tickets, travel itineraries, etc.) 

o Itemized receipts showing the amount and method of payment are required for 
expense reimbursement   

o Boarding passes, tickets, or e-tickets must also be provided to verify travel 
occurred 

o Please note that airline ticket receipts sometimes do not show the method of 
payment   

 If this is the case, the traveler must submit additional documentation that 
does so, such as an invoice/statement from the ticketing agency  

 A credit card statement will also be accepted if an invoice/statement 
from the ticketing agency cannot be obtained 

o Travel paperwork must be received by SUNY New Paltz within three (3) months 
of the travel date(s) to be eligible for reimbursement 



 

 

o Failure to follow the above items may affect your total reimbursement.
 
 

  
 

  
 

 
  
  

 
  

  
  

 
 

 

 If you have any questions, please contact the search committee, or our Travel Office at: 
travel@newpaltz.edu or 845-257-3178 

 


