
ILR NYC TRAVEL REIMBURSEMENT PROCESS

As part of a LEAN: Continuous Process 
Improvement initiative, the New York City office 
of ILR has revised a series of travel procedures.
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The Project
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As an outcome of the NYC Administrative Review project, faculty and staff identified 
some areas to review for process improvement.  One area identified was travel 
reimbursement processing. 

To identify more efficient procedures, we used the Lean Process Improvement method, 
which has been adopted by many departments at Cornell and in other large 
organizations.  This is a participative approach which allows a team of staff involved in 
the processing, as well as customers of the process, to review the existing methods and 
cooperatively identify potential improvements.

Although we started with a review of the travel reimbursement process, our goal was 
to test the Lean Process method, to develop a familiarity and competency with it, and 
then, hopefully, to apply it to other areas identified for potential improvement.

We believe the method has worked quite well for this project, that it can be effective in 
other areas, and look forward to using it in the future.



Why Lean?
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What is the Lean Process?
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How is it implemented at Cornell?



NYC LEAN Team Goals

1. Improve turnaround time of travel reimbursements

2. Improve compliance and consistent enforcement of travel policies

3. Simplify and consolidate travel reimbursement process

4. Reduce workload for program support staff

5. Empower staff to provide feedback to customers

6. Improve communication between process partners and customers

7. Develop familiarity with Lean Process Improvement
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What has happened as a result of the Lean Process?

 Improved clarity for travel reimbursement requirements and 
general travel policies

 Updated travel reimbursement form that will now be used across 
NYC departments 

 Created written procedures for reimbursement process that can be 
used for internal reference and new hire training

 Developed Quick Tips, FAQ’s and Traveler Checklists that can be 
used by Travelers and Administrators 

 Uploaded all new forms and procedures onto ILR Finance Website
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Where to Find the Results
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http://www.ilr.cornell.edu/fiscal/policies/index.html



Domestic Travel Reimbursement Procedure
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Travel Expense Reimbursement Form 
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International Travel Reimbursement Procedure
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International Travel Checklist
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Travel Reimbursement - Quick Tips
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FAQ’s
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Additional Expense Related Updates
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• Direct Deposit :  We encourage you to sign up to receive non-payroll reimbursements 
through direct deposit by completing the following form: 
http://www.dfa.cornell.edu/payments/processing/reimbursements/ach.cfm

• Use of Object Codes: It is no longer necessary for department administrative staff to 
assign object codes to expenses reimbursement requests. FTC and the Finance Team 
will assign these on behalf of each Department. 

• Direct Billing Receipts: It is no longer necessary for department administrative staff 
to submit a copy of a receipt for direct billings (Statler Hotel, C2C Bus) with the travel 
reimbursement form. It is only necessary to identify charges as direct billing.

• Tax Exempt Certificate: If we need a tax exempt certificate, we must now request it 
from FTC (Wei Liu) for each individual request.  Keeping a blank form in our files is 
against Cornell Policy. Previously we contacted Patti Giordano in the Tax Compliance 
to request a tax exempt certificate.  This practice is no longer applicable.

• IRS 2014 Mileage Rates: The IRS mileage rates for 2014 have decreased. Business 
miles reimbursement is now 56 cents per mile, down from 56.5 cents in 2013.



Future Goals

 Introduce a travel portal on the ILR Finance website

 Convert existing forms to web forms to further automate the workflow

 Consider other areas where the Lean process can help remove waste and 
add value at ILR-NYC

http://www.ilr.cornell.edu/fiscal/policies/index.html

For more information about this revised travel process contact your 
department administrative staff, Lya Simonet or Wil Stringer
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ILR Lean Team for Travel Reimbursement Process
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