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Syracuse Regional Airport Authority 

Travel Expense Guidelines and Reimbursement Procedure 

 

Overview 

The Syracuse Regional Airport Authority (the “Authority”) believes that Authority members, 

officers, staff and employees should be reimbursed for certain reasonable and necessary business 

travel costs incurred while on Authority business.  Specific rules exist under the Fair Labor 

Standards Act (www.dol.gov) concerning transportation allowances and time worked while 

traveling.  Based on this information, the Authority has established the following guidelines to 

follow when submitting expense statements for reimbursement of charges incurred as a result of 

business travel. 

Travel and Parking by Members of the Authority 

Members of the Authority must receive approval by the full Authority for reimbursement of 

travel expenses incurred while on official Authority business outside of attending regular, special 

and committee meetings of the Authority. While on official Authority business at Syracuse 

Hancock International Airport, Authority members will be provided parking at no cost.  All other 

guidelines and procedures mentioned in this policy apply to Authority members.  Travel 

expenses incurred by Authority members to and from Authority meetings are not reimbursable. 

Members of the Authority shall be given the same parking privileges afforded to all employees 

who work at Syracuse Hancock International Airport.  As is the case for all employees who work 

at the Airport, Authority Members may park in the designated employee lot during times when 

they need to park a vehicle at the Airport and are not on Authority business.  Authority Members 

will be issued parking badges for access into the employee lot.   

General Mileage Allowances 

A transportation (mileage) allowance is provided for any staff or employee who must drive his or 

her personal car for authorized and approved Authority business.  Reimbursements for the 

transportation costs between the regular workplace and the staff and employee’s residence are 

not included.  The transportation allowance is indexed according to current IRS guidelines 

(www.irs.gov).  It is the employee’s responsibility to maintain insurance coverage.  An 

allowance for insurance is already included in the IRS reimbursement rates.  

http://www.dol.gov/
http://www.irs.gov/
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A staff member, or employee requesting reimbursement for travel expense must submit a 

statement on the proper Authority form explaining the business purpose for which expenses were 

incurred (the Expense Statement is available upon request from the Secretary of the Authority).  

Claims for travel must show the distance traveled, places and the purpose of travel.  General 

statements, such as, “on official business”, “by direction of”, “in connection with duties”, do not 

meet these requirements.  If purchases are made, the receipts must be attached to the claim for 

consideration for reimbursement.  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. 

In addition to mileage, reimbursement for tolls and parking will be allowed.  The staff member 

or employee’s expense statement should identify the date, time, location and amount of tolls and 

parking fees.  Receipts must be obtained and attached to the expense statement to be considered 

for reimbursement.  Reimbursement for toll costs between the regular workplace and the staff 

member or employee’s residence are not allowed.  

Meal Expenses/Lodging Expenses 

Any staff or employee, who is in travel status, is eligible for reimbursement for meals (including 

a reasonable tip up to 15%).  Reimbursement rates will be based on current U.S. General 

Services Administration Per Diem Rates for New York (www.gsa.gov). Breakfast on the first 

day and dinner on the last day will also be reimbursed provided they meet the following 

requirements for arrival and departure times: 

Staff and employees will be allowed reimbursement for breakfast if they have to leave at 

least one hour before their normal work starting time and if their destination is more than 

55 miles from both the workplace (the Airport) and place of residence.  For example, if 

regular work hours are 8:00 a.m.- 4:00 p.m., the employee would have to leave home 

before 7:00 a.m. and travel at least 55 miles to claim reimbursement for breakfast. 

Staff and employees will be allowed reimbursement for dinner and lodging if they return 

at least two hours later than their normal work ending time and must have traveled at 

least 110 miles.  For example, if regular work hours are 8:00 a.m. – 4:00 p.m., the staff 

member or employee would have to return after 6:00 p.m. and must have traveled at least 

110 miles (distance from the Airport) to claim reimbursement for dinner. 

Lunches are reimbursable if staff and employees travel at least 55 miles from the workplace 

(distance from the Airport).  Breakfasts, lunches, and dinners are not reimbursable for local 

training sessions that do not meet the criteria above.  Reimbursements for meals do not include 

any alcoholic beverages. 

 

http://www.gsa.gov/
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Travel Times as Hours Worked 

Staff and employees who travel from their home to a destination to perform work and return 

home at the end of the work day are engaged in ordinary home-to-work travel which is not 

considered work time. 

For staff and employees who must frequent Authority work locations, not on or adjacent to the 

Airport premises, throughout the work day, travel time between job sites is considered time 

worked. 

When a staff member or employee travels overnight, the time worked is equivalent to the staff 

member or employee’s normal workday (i.e. 8:00 a.m. – 5:00 p.m.).  Time spent traveling in an 

airplane or car is not considered time worked, nor is time spent traveling that is outside the 

normal workday. 

Overnight Accommodations 

Reservations for hotel accommodations and rental vehicles are to be arranged by the Authority’s 

Secretary.  The Authority will generally pay these fees directly to vendors via check to avoid 

sales taxes, and to obtain government price discounts whenever possible.  Reasonable 

transportation expenses incurred for travel to hotel accommodations may also be submitted for 

consideration of reimbursement (e.g. taxis - including reasonable tip, subways and buses to and 

from airports and/or train stations). 

Overnight travel should be managed to minimize costs to the Authority while at the same time 

allowing for the safety and comfort of the staff and employees as they work away from home.  

To determine “reasonable” per diem costs for meals and lodging in various areas, staff and 

employees should refer to the standards set forth in the NYS Comptroller Guidelines for these 

items (www.osc.state.ny.us), which are based on the above referenced GSA per diem rates for 

New York State. 

 

Adopted:  January 13, 2012 
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http://www.osc.state.ny.us/

