
SUNY Cortland 
Hierarchy of Vehicle Usage 

 

  

Traveling for 
Official University Business 
SUNY Cortland Employee 

Request a 
Fleet Vehicle

Fleet Vehicle 
Available (No 

Waiver Received)

Take Fleet 
Vehicle @ 
$25/day + 

gas

Take Personal 
Vehicle*

Reimbursed at 
$0.21/mile

Fleet Vehicle Unavailable 
(Waiver Received)

Request a 
Rental Car on 
State Contract

Take Rental 
(~$36/day + gas)

Take Personal Vehicle* & 
Complete OGS Trip 

Calculator (regardless of 
miles traveled)

Reimbursement will be 
the lessor of rental vs. 

mileage

Fleet vehicle should be requested 
at least 2 weeks prior to trip or 
upon immediate notification of 

travel.  Failure to do so may result 
in reimbursement at $0.21/mile.

*Per OSC Travel Manual, “Charges for 
gasoline, oil, accessories, repairs, 
depreciation, anti-freeze, towing, 

insurance and other expenditures will 
not be allowed. These are considered 

operational costs and are covered in the 
mileage allowance.”

https://www2.cortland.edu/offices/purchasing-office/travel-guidelines/#official-station
https://webapp.cortland.edu/Formstack/Services/Forward?form=3742317&viewkey=wogOwkZJ4e
https://cortland.sharepoint.com/:f:/s/purchasingaccountspayable/EpmdYkkmXY1HoJLF7pj_jxoBNN8u2Y3eJdX23ynBPJfdaQ?e=cy2bw7


SUNY Cortland 
Hierarchy of Vehicle Usage 

 

  

Traveling for 
Official University Business 
SUNY Cortland Employee 

Official Station not SUNY Cortland

Request a Rental 
Car on State 

Contract

Take Rental 
(~$36/day + 

gas)

Take Personal Vehicle* &
Complete OGS Trip Calculator
(regardless of miles traveled)

Reimbursement will be the lessor 
of rental vs. mileage

*Per OSC Travel Manual, “Charges for gasoline, oil, 
accessories, repairs, depreciation, anti-freeze, towing, 

insurance and other expenditures will not be allowed. These 
are considered operational costs and are covered in the 

mileage allowance.”

https://www2.cortland.edu/offices/purchasing-office/travel-guidelines/#official-station
https://cortland.sharepoint.com/:f:/s/purchasingaccountspayable/EpmdYkkmXY1HoJLF7pj_jxoBNN8u2Y3eJdX23ynBPJfdaQ?e=cy2bw7

