Travel


1. When identifying the positions performing a task, both the primary and backup positions should be included.  Use the official job title and include the position control number (PCN) if more than one position shares the same job title.  (For smaller agencies where segregation of duties is not possible, compensating controls should be noted.)   
2. All travel is carried out by the least expense method available in accordance with SAM 0200.  Planned in-state travel is given _______________ [verbal or written] pre-approval by ______________ [E2b].  Planned out-of-state travel is given _______________ [verbal or written] pre-approval by ______________ [E2b].  Verification of budget authority (and cash availability, if applicable) and entry of approved amounts into an internal budget tracking system is done by _______________ prior to travel [E2a, E2c]. 

Employees who incorporate business and personal travel must inform their supervisor prior to the trip of their plans, and document that the personal travel does not increase costs to the state [E2d]. 
3. Employees making airline arrangements should:

1. Utilize SWABIZ.com site for any flights through Southwest Airlines 

2. Utilize Ghost Card account whenever possible

3. When possible, book travel at least 2 weeks in advance to obtain the least expensive flight possible

4. Choose the least expensive seat options available (i.e. – Wanna Get Away or Economy)

5. Not charge the Early Bird fee with Southwest Airlines flights

4. Travel advances require _________________ [document] completed and approved by _____________ within ____________ [timeframe] prior to travel.  Travel advances will be issued for lodging and meals only.  [or if travel advances are not offered by agency, indicate such].

Submitting a Travel Claim

5. Employees who travel at least 50 miles from their principal duty station are eligible for meal reimbursement.  .  If meals are included with lodging, training, conferences, or any other function attended for state business, reimbursement cannot be claimed.

Employees entering travel status at or before ______ and returning at or after   ______ will be eligible for breakfast [E3b].

Employees entering travel status at or before ______ and returning at or after ______ will be eligible for lunch [E3b].

Employees entering travel status at or before ______ and returning at or after ______ will be eligible for dinner [E3b].

Incidentals may be claimed if travel status exceeds ____ miles and/or _____ hours from employee’s principal duty station [example given;-state your agency’s criteria] [E3c].  

Employees claiming mileage for personal vehicle use while on agency business will be reimbursed within the following guidelines:

· Mileage will be reimbursed for any miles driven greater than the calculated roundtrip mileage from employee’s residence to principal duty station and back to residence

· Employee will receive full personal vehicle reimbursement rate if the use of personal vehicle is not simply for the convenience of the employee; if it is, reimbursement will be at ½ the current reimbursement rate [state any other criteria] [E3d].
Employees utilizing personal vehicles for state business or utilizing state Motor Pool vehicles are not allowed to have any non-State individuals in their vehicles at any time.
Employees claiming Lodging for either in-state or out-of-state must submit a receipt for reimbursement.  Lodging expenses are reimbursed at the lower of the applicable GSA rate for city and date or the actual lodging expense (including lodging taxes and fees).
Employees shall submit their travel claim within 30 days of completing travel [E3e].  All travel claims must be filed on a standard TE form with original signatures by the claimant and their immediate supervisor [E3a].  Travel claims must include the destination, including city, purpose of trip, transportation codes, and time entering and leaving travel status.  Any airline itineraries, training or conference agendas, or original receipts must be attached to the TE form.  If reimbursement is for mileage, Mapquest or equivalent internet mileage calculation should be included.  Dates and times indicating when the travel switches from business to personal, and vice versa, must be clearly delineated on the travel claim [E3f].

Corporate Travel System Cards (Ghost Account)
6. The following positions serve as the Travel Card Administrator (TCA):

Position


PCN








(Main)







(Back-up)

Note: Must be senior fiscal or administrative staff members.

7. The Ghost Account is used only for approved airline expenses.
8. All charges in the Ghost Account will comply with current State travel regulations, policies and procedures.
9. The TCA will reconcile and pay monthly billing statements timely as to avoid any late payments. (Late payments reduce the State’s rebate).  

10. Ghost account payments will be made using the vendor number assigned by the Controller’s office to ensure payments are sent to the correct address.
11. Any disputed charges will be reported immediately using the instructions found on the monthly billing statement.
12.  A monthly supervisory review of the billing statement to ensure proper usage of the Ghost Account and timely payment will be done by the _________________.
Individual Liability Travel Cards – Travel Cards
13. Supervisory personnel will determine who can receive a travel card.

14. Travel cards are only issued to employees with at least six months of continuing service who travel overnight at least four times a year.

15. The TCAwill Issue a Travel Card Employee Agreement Form to any employees requesting a travel card [13a].  The form must be signed by the employee’s supervisor [E13b].  The TCA will review and sign the form, and forward it to Purchasing [E13c].
16. The employee will receive an e-mail from Purchasing containing a URL and password needed to complete the on-line application.
17. The TCA will log all new travel cards issued to employees.
18. Cardholders will:
a. Retain and submit original receipts for travel card purchases whenever required.
b. Obtain copies of original receipts that are lost and have them signed by their supervisor

c. Submit a Travel Reimbursement Request within five days upon completion of travel to obtain State reimbursement

d. Receive travel card statements and pay balances in full timely in order to avoid late charges (Late charges are the responsibility of the cardholder unless otherwise authorized per SAM 232)

19. The TCA will reconcile Travel Reimbursement Forms to supporting invoices or receipts.
20. The TCA will ensure that Travel Reimbursement forms are processed in time for the cardholder to have the funds to pay their travel card bill timely.
21. The TCA will review travel charge card reports to:

a. Ensure cardholders are paying their balances timely
b. Ensure cardholders are using the travel cards for appropriate expenses incurred while on official state business. 

c. Identify any cardholders who have not used their travel card in the previous 12 months.  
22. The TCA will:

a. Cancel and retrieve cards from terminated employees or employees transferring to another agency or employees not utilizing card in previous 12 months.
b. Revoke travel card privileges from cardholders who do not pay their travel card bills timely.
c. Revoke travel card privileges from cardholders who use their travel card for personal purchases.
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