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October 2007 – SOPM Chapter Travel and 
Conferences

On October 1, 2007 the Standard Operating Procedures Manual Chapter on Travel 
and Conferences was revised. (see link below)
http://dfoapps.nycenet.edu/SOP/Default.aspx?c=1159

Changes included the following:
1. Change in the reimbursement rate with respect to mileage when utilizing one’s 

personal vehicle to conduct DOE business (This was subsequently returned to 
pre-October 1, 2007 reimbursement rates).

2. U.S. General Services Administration (GSA) rates would now be utilized in 
connection with all reimbursements for out of town travel and conferences. 

3. That an on-line TRAC (Travel Reimbursement and Approval Certification) 
document was being developed. All requests for travel and conference 
reimbursements would have to be processed through the TRAC document when it 
goes into production. 

4. The elimination of submission of paper forms (OP221, OD-7 etc.) for claims of 
reimbursement for both local and out of town travel.

5. On-line submission of requests for Authorization to Use Personal Vehicle (Local 
travel only)

http://dfoapps.nycenet.edu/SOP/Default.aspx?c=1159
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May 2008 - TRAC  (Travel Reimbursement and 
Approval Certification) Document

In May, 2008 the on-line TRAC document for travel and conference 
reimbursement was brought on-line in production.

1. The TRAC System is designed so that the individual 
requesting reimbursement of expenses is responsible for the 
entry of their reimbursement claim.

2. All requests for travel and conference reimbursement must 
now be processed through the TRAC document.
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Request for Local Travel 
Reimbursement
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What Makes Up a TRAC Local Reimbursement 
Claim?

A TRAC Claim for reimbursement of local travel expenses consists of 
the following steps:

On-Line request through TRAC for Authorization to Use Personal 
Vehicle (If Necessary).
Approval by Supervisor
On-line entry through TRAC for claim for reimbursement of local 
travel expenses
Approval by Supervisor
Addition of accounting information by TRAC Admin user
FAMIS approval of accounting information by FAMIS (Level 200) 
Approver
Payment generated by system
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Use of Personal Vehicles

Reimbursement Rates for Use of Personal Vehicle

All DOE Staff: $8.40 per day (minimum rate) or $0.28 cents per mile
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Log In
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TRAC – (Travel Reimbursement and Approval 
Certification) Log In

All requests for travel and conference reimbursement must 
be processed through the on-line TRAC document. 

http://dfoforms.nycenet.edu/trac/

The TRAC document can be accessed over the internet. You do 
not have to be logged on to a DOE computer

http://dfoforms.nycenet.edu/trac/
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TRAC - Log In Screen
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Request for 
Authorization to Use 

Personal Vehicle
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Request for Use of Personal Vehicle
The request for Use of Personal Vehicle can be made without logging into the 
actual reimbursement document. This can be accomplished by clicking on the 
link on the lower left-hand portion of the log in screen
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Request for Use of Private Vehicle Form
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Request for Use of Private Vehicle Cont.
User completes form
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Request for Use of Private Vehicle Cont.
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Request for Use of Private Vehicle Cont.
User enters their e-mail address, the e-mail address of their 
supervisor, selects the appropriate certification reason and 
selects Submit.
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Supervisor Receives e-Mail Notification 
of Use of Personal Car Request
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The user receives a copy of the e-mail as well, indicating that the request 
was sent to the supervisor. This request must still be approved by the 
supervisor. Users have been attempting to enter the car number as soon 
as they have initiated the request, which results in rejections by the 
system.

User Receives e-Mail Notification of Use of 
Personal Car Request
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The supervisor can click on the attachment of their e-mail to 
review the request

Personal Vehicle Request Reviewed by 
Supervisor 
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When the Supervisor selects approve they are asked to 
confirm their selection.

Supervisor Review and Approval
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Supervisor will see this screen upon confirmation.

Supervisor Review and Approval Cont.
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Personal Vehicle Request Approved by 
Supervisor
An e-mail is sent to the requester advising that the request has 
been approved.
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Personal Vehicle Request Rejected by 
Supervisor
An e-mail is sent to the requester advising that the request has 
been disapproved.
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Submission of Claim for 
Local Travel 

Reimbursement
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Steps in Processing a Local Travel 
Reimbursement Claim

A claim for reimbursement of local travel expenses consists of the 
following steps:

Have travel data and receipts available
Have Approved Authorization to Use Personal Vehicle Car 
Number (If Necessary).
Log into TRAC and select Local Travel Reimbursement
Entry of travel details for each date
Entry of claim data for each date of travel
Submit on-line to Supervisor for approval
FAMIS user adds accounting information to claim
FAMIS approver authorizes for payment
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Submission of Reimbursement Claim
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Select Local Travel Reimbursement
NOTE: You can also make a Request for Use of Personal 
Vehicle from this screen
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Employee Details Screen
You need to enter your Employee Reference Number. Your e-mail address 
has been pre-populated from the log in.
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Employee Reference Numbers

Your Employee Reference Number can be located on your 
Pay Stub (see below), or you can do a Search in TRAC
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Once you enter your Employee Reference Number and click 
Retrieve your name is filled in on the document.

Employee Details Screen (Cont.)
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Complete the form by indicating the phone number and mailing information.
NOTE: Be sure to include apartment numbers. A significant number of checks 

are returned the DOE due to missing, incomplete or incorrect 
apartment numbers

Employee Details Screen (Cont.)
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Travel Details Screen
Here is where you’ll begin entering data to describe each 
date or dates of travel.
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Enter details for first date of travel. If you need to enter 
additional dates select Add more Dates (Fragmented Travel)

Travel Details Screen (Cont.)
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Enter data for second date of travel. Add as many dates as 
necessary. Select Next when done.

Travel Details Screen (Cont.)
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Expense Details Screen
This screen is used to enter the expenses associated with 
each date.
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For the first date the minimum mileage rate is selected. The 
Personal Car Approval Number field appears and the 
mileage total of $8.40 for the day is populated.

Expense Details Screen (Cont.)
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Enter the approved car number. The car number is case sensitive and 
is preceded by the word car (ex. car3596). Enter any other claims 
(tolls, parking, etc.) associated with this date, and then Select Next 
Date to enter your claim for the next day or day (s) for which you are 
claiming reimbursement.

Expense Details Screen (Cont.)
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For the second date, actual mileage is being claimed. Select 
actual mileage, enter total miles and car number. When 
finished with entries for all dates select Next.

Expense Details Screen (Cont.)
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Approver Details Screen
Here the user enters the e-mail , name and title of his/her 
supervisor
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User Review of Claim
The user is given the opportunity to review the claim they are 
submitting.
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User Confirmation of Claim
After review the user certifies and submits their claim.
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User Receives TRAC Number
After submission, the user will receive a Tracking ID Number. Users should 
retain this number in order to make any inquires regarding this claim.
This TRAC document now goes to the supervisor for approval, and upon 
approval goes to FAMIS.
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Sample e-Mail to User of Claim Approval
User receives an e-mail indicating that the claim request was 
approved.
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Sample e-Mail to User of Claim Rejection
The user will receive an e-mail if their claim request has been 
disapproved.
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User Responsibilities

Users are expected to maintain records of their local travel.

Users are expected to retain receipts (tolls, parking, etc.) in 
support of their claim.

Users should submit their claim for reimbursement in a timely 
basis. In general the claims should be entered monthly.

The supporting documentation should have the appropriate 
TRAC number recorded on it, for submission to the 
supervisor and/or FAMIS user to support their claim for 
reimbursement, as well as retention for audit purposes
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TRAC Admin
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TRAC Admin
TRAC Admin is a function in FAMIS where the accounting 
information with respect to where the reimbursement is to be 
charged is associated with the TRAC document and approval 
for the issuance of payment to the employee is made.

Once the supervisor has approved the reimbursement request, 
the following steps need to take place for issuance of a check 
to the employee:

1. FAMIS user reviews claim and supporting documentation 
in TRAC Admin and attaches accounting information to 
the document.

2. A FAMIS approver (Level 200) reviews and approves the 
document for payment.
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TRAC Admin Access
Some school users have been given the TRAC Admin 
function which they access through the FAMIS Portal.



48

Admin User Searches for Documents
Documents can be located by Document Number, Last 
Name, First Name, or Location
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Review of Claim
TRAC Admin user can review the daily data for the claim. 
The TRAC Admin user cannot edit the claim, but can reject 
the document if corrections are required.
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Entry of Accounting Information
The TRAC Admin user enters the appropriate accounting 
information for payment of the claim
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FAMIS Approval

After the accounting information has been associated with 
the TRAC document, a FAMIS (Level 200) user will go into 
TRAC Admin and approve the TRAC document, generating a 
request for issuance of a reimbursement check to the 
employee.
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FOR ASSISTANCEFOR ASSISTANCE……....

Contact your ISC Contracts/Procurement Team:

Erna Brown Contracts Officer 718-391-8040 
ebrown2@schools.nyc.gov

Kris Pinon Procurement/Ext Use 718-391-8049 
kpinon@schools.nyc.gov

Patricia Simmons Procurement/Ext Use 718-391-8194 
psimmon1@schools.nyc.gov

mailto:ebrown2@schools.nyc.gov
mailto:kpinon@schools.nyc.gov
mailto:psimmon1@schools.nyc.gov
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Queens Integrated Service Center
Yvonne Torres Executive Director 718-391-8222 ytorres@schools.nyc.gov 
Sandy Brawer Deputy Executive Dir. - Business 718-391-8212 sbrawer@schools.nyc.gov 

Roberto E. Tillman Asst. Dir. Citywide Schools 718-391-8365 rtillma@schools.nyc.gov

District 75 Support Team
Catherine Ammirati HR Deputy Director 718-391-8152 cammira@schools.nyc.gov

Erna Brown Contract Officer 718-391-8181 ebrown2@schools.nyc.gov

Bob Colasuonno Sr. Grants Officer 718-391-8149 bcolasu@schools.nyc.gov

Lainie Diaz HR Assistant (Clerical) 718-391-8241 ldiaz16@schools.nyc.gov

Walford Luke ISC Officer 718-391-8040 wluke@schools.nyc.gov

Jennifer Medina HR Partner 718-391-8189 jmedina12@schools.nyc.gov

Theresa Muhammad Payroll Support 718-391-8535 tmuhamm1@schools.nyc.gov

Minnie Paulson Budget Officer 718-391-8245 mpaulso@schools.nyc.gov

Kris Pinon Contract Analyst - Ext Use 718-391-8049 kpinon@schools.nyc.gov

Jorge Rivera ISC Officer 718-391-8283 jrivera4@schoiols.nyc.gov

Patricia Simmons Contract Support - Ext Use 718-391-8194 psimmon1@schools.nyc.gov

Susan Than Budget Analyst 718-391-8188 sthan@schools.nyc.gov

Sandra Wheelock Payroll Support 718-391-8570 swheelo@schools.nyc.gov

Carolyn Williams Clerical Timekeeping 718-281-3271 cwillia@schools.nyc.gov

mailto:ytorres@schools.nyc.gov
mailto:sbrawer@schools.nyc.gov
mailto:rtillma@schools.nyc.gov
mailto:cammira@schools.nyc.gov
mailto:ebrown2@schools.nyc.gov
mailto:bcolasu@schools.nyc.gov
mailto:ldiaz16@schools.nyc.gov
mailto:wluke@schools.nyc.gov
mailto:jmedina12@schools.nyc.gov
mailto:tmuhamm1@schools.nyc.gov
mailto:mpaulso@schools.nyc.gov
mailto:kpinon@schools.nyc.gov
mailto:jrivera4@schoiols.nyc.gov
mailto:psimmon1@schools.nyc.gov
mailto:sthan@schools.nyc.gov
mailto:swheelo@schools.nyc.gov
mailto:cwillia@schools.nyc.gov
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NEW YORK CITY DEPARTMENT OF EDUCATION
Joel I. Klein, Chancellor

Kathleen Grimm, Deputy Chancellor for Finance & Administration

NEW YORK CITYNEW YORK CITY
Michael R. Bloomberg, MayorMichael R. Bloomberg, Mayor

Vincent Clark

Chief Executive Officer
Integrated Service Centers
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