
GUIDELINES 
(Provide as Much Documentation as Possible) 

The purpose for travel must comply to the Divis1on of the Budget's Cost Control Bulletin K-1002. The essentiality of 
travel 1s governed by one or more of the following three conditions: 

1 The travel Involved 1s so Integrally related to the duties of the employee that failure to approve 
such travel would prohibit the employee from performing the pnmary dut1es of h1s or her position or: 

2 . Failure to approve such travel would clearly result 1n a loss of mcome to the State. The measure 
of loss of 1ncoe to the State is to be a net loss of mcome after any State expenditures for travel , 
lodg1ng, per d1em or part1c1patmg fee are considered or; 

3 The requested travel authonzat1on 1s demonstrably requ1red by the terms of a contract or grant. 

NOTE: All travel requests are to be processed through the Off1ce of V1ce Pres1dent for Adm1mstrat1on and are subJect 
to fmal approval by the State of New York D1v1S10n of the Budget. 


