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The purpose of this memorandum is to set fo1ih the guidelines for processing and reimbursing expenses 
incurred for travel necessitated by institutional responsibilities. These guidelines apply to all travel 
funded by the School of Medicine, unless noted otherwise. This policy supersedes all previously issued 
policies regarding travel. 

For procedural information on how to get Travel Requests and Vouchers for institution-related travel 
approved and processed see the TRAVEL module of Sinai Central Documentation at: 
http:sinailrnowledge.mssm.edu/Sinai eentral/finance applications/travel/ 

I. LOCAL/REGIONAL TRAVEL VS. INTERCITY TRAVEL

II. 

m. 

All travel falls into one of the following two categories:

1) 

2) 

Local/Regional Travel: Generally non-overnight travel within a 75-mile radius of 
Manhattan. This travel does not require the use of Travel Requests and Travel Vouchers. 

Intercity Travel: All travel not classified as local/regional. Intercity travel is classified 
further as either Domestic or Foreign. 

Domestic Travel: Travel within and between any of the fifty states of the U.S., its 
possessions and territories, and Canada. U.S. possessions and territories include: 
Commonwealth of Pue1io Rico, Guam, Virgin Islands (St. John, St. Croix, St. Thomas), 
American Samoa, Wake Island, Wilkes, Peale, Midway Island (Sand, Eastern), Johnston 
Atoll, Kingman Reef, Caroline Islands, Marshall Islands and Mariana Islands. 

Foreign Travel: Travel to destinations not considered domestic travel. 

TRA VF,I, REQUESTS & VOUCHERS 

/ 
A traveler must obtain authorization for intercity and foreign travel on a Travel Request prior to 

Gtraveling. To obtain reimbursement and reconcile the advanced funds, the traveler must complet 
a Travel Voucher soon after returning from the trip. Travel Request and Travel Voucher are 
processed online, in Sinai Central. 

GUIDELINES FOR MAKING TRAVEL ARRANGEMENTS: 

Standard Criteria for Planning Travel Arrangements and Requesting Expense Reimbursement. 
The School of Medicine reimburses its personnel for reasonable and proper expenses incurred 
while traveling on institutional business. By using the following guidelines to plan travel, the 
appropriateness of reimbursement requests will be assured. 
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