DMVA TRAVEL REGULATIONS

October 1, 2001


INSTRUCTIONS - STATE EMPLOYEE OUT OF STATE TRAVEL
All DMVA out-of-state travel requires authorization by the Director or their designee.  The level of authorization varies depending on the mileage traveled.  Travel that is under 750 miles one way must be authorized by the supervisor and designated site official.  Travel that exceeds 750 miles one way requires supervisor, designated site official and Department Director's approval prior to travel.  All air travel arrangements will be made using the state-contracted carriers.  There will be no deviation from this policy.   Employees are directed to contact the Department's Travel Managers for all out of state travel arrangements and information.  Employees are not to call the state's contracted travel agent for business related air travel information arrangements. 


WHO




Does What
Employee


1.  Completes DMVA Travel Request Approval form four





(4) weeks prior to travel.

Employee


2.  Forwards DMVA Travel Request Approval form to 





Supervisor for approval.

Supervisor


3.  Supervisor approves and forwards it to designated site





official.  (NOTE: If disapproved, return to employee).

 Designated Site Official
4.  Approves/disapproves request.  If approved forwards original to the Department Travel Manager with a copy to the supervisor.  (If disapproved, returns form to the supervisor).

Dept. Travel Manger
5.  Reviews Travel Request Approval form for proper


signatures.  


*  If travel exceeds 750 miles one way, sends to 


appropriate Deputy Director for approval (Director approves 


only senior staff not reporting to a deputy).

Department Director/
6.  Reviews travel request for over 750 miles one way and 

Deputy Director
and returns approved/disapproved request to Dept. Travel





Manager.

Dept. Travel Manager
* Upon receipt of the Travel Request Approval form with





required signatures, forwards a copy to finalize travel 





arrangements.

Supervisor


7.  Upon receiving  the approved Travel Request Approval 





form  from the Department Travel Manager, informs 





employee to contact the travel manager to finalize travel





arrangements.

Employee


8.  Contacts the Department Travel Manager to secure 





arrangements upon receipt of approved Request for Travel.

Dept. Travel Manger
9.  Books air, hotel & rental car if applicable and forward





request to accounting.  Advise employee to submit Travel 





Advance Request form if needed.

Employee


10.  If travel advance is needed, completes Travel Advance





Request (A-772) form.  Once approved submits to 





OFS/Accounting for review and processing (NOTE: The form





must be submitted at least two (2) weeks prior to travel).

DMVA/OFS


11.  Reviews Travel Advance Request form A-722 for 





accuracy and submits to CFO for approval

DMVA CFO


12.  Reviews Travel Advance Request form A-722 and 





either approves or calls OFS/Accounting for further 





information.

DMVA/OFS


13.  Processes the Travel Advance request to be received





by traveler no less than three (3) days prior to travel.

Employee


14.  Attends the training/conference and upon returning 





home, submits Travel Request Reimbursement form 





DMB-23, with original receipts attached to supervisor for 





approval.

Supervisor


15.  Reviews and approves employee's Travel Request 

Reimbursement for and sends to OFS/Accounting for

processing. 

DMVA/OFS


16.  Upon receiving the Travel Request Reimbursement form





DMB-23, will process claim within five (5) working days 





unless errors are found.  If errors are found or receipts are





not attached, the employee will be contacted either by phone





or E-mail for clarification.  Processing will be delayed until





employee contacts OFS/Accounting with the required 





information. 

