DMVA TRAVEL REGULATIONS

October 1, 2001


INSTRUCTIONS NON-STATE EMPLOYEE OUT OF STATE TRAVEL
All DMVA out of state travel requires authorization.  The level of authorization varies depending on the mileage traveled.  Travel that exceed 750 miles one way requires supervisor, designated site official and Department Director's approval prior to travel.  All travel will be arranged using the state contracted carriers.  All out of state travel arrangements will be made through the Department's Travel Mangers. 

Responsibility




Action
Designated Site Official

1.  Executes with the non-state employee a signed






"Letter of Understanding" (See Exhibit 4) at least 4






weeks prior to making any type of training/ 






conference or travel request.  All travel costs should






conform to Standard Travel Regulations (STR).






2.  Submits a signed copy of the "Letter of 






Understanding" and a W-9 Vendor Registration Form






to OFS/Accounting for processing.






3.  If training/conference has a charge, submit a






Request for Purchase (DMVA Form 6-1) for the






payment of the training class and check with OFS/






Accounting to verify the vendor is on the state vendor






file.  (NOTE: DMVA will pay for the training directly






with a credit card or reimburse another agency or






the non-state employee if they pay for training. 






DMVA will reimburse only the original receipt or 






cancelled check.)






4.  If the non-state employee or his agency is paying






for the conference up front, OFS/non-state employee 






or his agency will determine how the conference is to






be reimbursed to him/her.

Non-State Employee

5.  At least thirty (30) days prior to travel dates, the






non-state employees should arrange for their own air






accommodations keeping in mind the most 






economical and efficient way possible.  (NOTE: See






Questions and Answers)






6.  Must use the state contracted travel agent to book






the hotel.  Single occupancy rate only.






7.  Contacts the state contracted travel agent if the 






hotel and rental car has been approved by the 






program manger.  (No personal use of the rental car






expenses is reimbursable.)  NOTE: No travel 






advances are allowed to non-state employees.






8.  Upon returning home, submit to Program Manager






for approval a completed Travel Request






Reimbursement form DMB-23 with original receipts.

Program Manager


9.  Reviews and approves Travel Request 

Reimbursement form and forwards to OFS/Accounting for processing.

DMVA/OFS



10.  Upon receiving the Travel Request






Reimbursement form DMB-23, will process the claim






within five work days or less if there are no errors.






11.  If errors are found or receipts are not attached, 






the non-state employee will be contacted either by 






phone or E-mail for clarification.  Processing could be






delayed until the non-state employee or program






manager provides OFS/Accounting with the required






information. 

