DMVA TRAVEL REGULATIONS

October 1, 2001


I.  PURPOSE:

A.  The State of Michigan's Standardized Travel Regulations (STR) shall govern all employees and no-state employees traveling at state expense. The Department may adopt any additional administrative policies that further define and address the uniqueness of this agency. 

B.  These regulations prescribe the policies and procedures for the guidance of all employees and non-employees who travel on official business for the Department of Military and Veterans Affairs (DMVA).  This policy is not expected to cover every possible situation involving travel.

C.  It is the policy of DMVA to reimburse travelers in a consistent and equitable manner for those reasonable and necessary expenses incurred while traveling on official business.  People traveling on official business are normally reimbursed for actual costs up to the maximum allowances.  However, it is allowable for the traveler to claim and be reimbursed less than the maximum rate. 

II.  APPLICATION:

This publication is effective immediately and is applicable to all state employees, non-state employees and military personnel (in state duty status), whether in pay or non-pay status for the processing of request to travel. 

III.  REFERENCES:
State of Michigan's Standardized Travel Regulations Booklet and current travel rate schedule.  DMB-VTS Vehicle Services Web Site:  http://www.state.mi.us/dmb/mgmt/services/vts/
Hand book for State Government Travel

Department of Military and Veterans Affairs Designation of Official Work Stations map.

State of Michigan Contract Travel Agent

Departmental Travel Manager

IV.  EXHIBITS:

Exhibit 1 - DMVA Travel Request Approval Form.

Exhibit 2 - DMVA Air Travel Arrangement Form  

Exhibit 3 - DMVA Travel Advance Form.

Exhibit 4 - DMVA Letter of Understanding.

Exhibit 5 - DMB Form A-23 - Travel Expense Voucher

Exhibit 6 - Employee Questions and Answers.

V.  DEFINITIONS:

DMB:

Department of Management and Budget

DMB-VTS
Department of Management and Budget, Vehicle and Travel Services

DMVA-OFS
Department of Military and Veterans Affairs, Office of Financial Services

DMVA-CFO
Department of Military and Veterans Affairs, Chief Financial Office in OFS

Official State Travel:  An authorized trip away from one's official work station which is required to accomplish an assigned task. 

STR:  Standardized Travel Regulations

Supervisor: Person who approves your time and attendance.

Designated Site Official: Veterans Homes Commandant;  Base/Camp Commanders (or designee); VA Director; Program Directors; Armory Managers - persons authorized to approve Travel Approval Request less than 750 miles.

Department Director: Adjutant General/Department Director - person authorized to approve out-of-state travel in excess of 750 miles one way, (or his/her designee).

Deputy Director:  Air Guard, Army Guard and Veterans Affairs' Deputy Directors designated by the Director to approve travel in excess of 750 miles one way for persons within their chain of command.

Dept. Travel Manager:  Person who arranges employee travel ensuring that travelers follow state and Department policies and procedures.

Non-State Employee:  Any person who is traveling on behalf of DBA and is not a State of Michigan Civil Service Employee, e.g., board members, contractors, and advisors. 

Official Work Station:
A.  For those personnel assigned to the Lansing Headquarters, Lansing Artillery and USPFO complexes, the entire Lansing Metropolitan area including Grand Ledge, is designated as one official workstation to incorporate the corporate limits of the City of Lansing, East Lansing, Martin Luther King Boulevard establishments, Capital City Airport, State Secondary Complex and other adjacent offices and/or facilities.  

B.  For the individuals that have been assigned 2 different armories, their official workstation is their main armory designated by DMVA Office of Human Resource Management.

C.  The official workstation for all other personnel not assigned to facilities covered in A or B above will be the city, town or building  assignment in which the facility an individual is assigned to, located in, or the city, town or building assignment nearest to the facility.

D.  No reimbursement is allowed for travel between and employee's home and official workstation. 

VICINITY MILEAGE:

A.  The local mileage necessary for the conduct of official business.  This mileage is to be listed as a separate line item on the DMB form A-23 Travel Expense Voucher and must be reasonable for travel within that particular city or locale.  Vicinity mileage that exceeds 50 miles in any one given day whether state vehicle, rental or private vehicle must be supported by and itinerary that sufficiently details the mileage claimed.

B.  Standard mileage will be used for all travel of vicinity mileage for those state employees with an official work station in the Lansing Metropolitan area and traveling in the Lansing Metropolitan area except when traveling to an airport (see item c below) or when no Department or pool car is available. 

C.  In conjunction with air departures, and in lieu of leaving a state vehicle parked at an airport, an employee can be reimbursed at the premium mileage rate to and from home to the airport when using a personal vehicle and will be reimbursed for the airport parking fee during the period of official travel status. 

D.  Vicinity mileage used within the official home work station are while performing official business is reimbursable at premium mileage rate if no department pool car is available (contact - OFS/State Property Division to check availability of pool car).  If a pool care is available and employee elects to use personal vehicle, standard mileage rate is used.  If travel exceeds 50 vicinity miles, a written explanation is required. 

TRAVEL ADVANCE
After approvals have been obtained and all details worked out, an Advance for Travel Expenses may be requested for long, unusual trips and some international trips.  Advance requests must be made two weeks prior to travel through DMVA/OFS.

*  Travel advances are estimated expenses.  Once the employee has returned home and submits a Request for Travel Reimbursement, any travel advance balance must be refunded to DMVA within 14 days. 

TAXABLE TRAVEL REIMBURSEMENTS - As defined by IRS include:

A.  Meals paid for when official travel does not include overnight lodging away from the traveler's home.

B.  The portion of the reimbursement for premium mileage that exceeds the Standard Federal Mileage Rate.

C.  The personal use of non-exempt state vehicles.  The value of personal use mileage is calculated by multiplying the number of personal miles by the Federal Standard Mileage Rate. 

MEALS
A.  State employees should be aware that meals within their official workstation are not reimbursable unless they are authorized by sponsors of conferences or official meetings.

B.  Do not include guest meals or business meals of another state employee in a Travel Expense Voucher.  The meal cost of non-state employees must have prior approval of the supervisor and comply with State Travel Regulations (STR) 7.8.  An explanation of why the meeting was required over the meal hour, a description of what was discussed and an identification of the guest(s) is required.  Guest meal rates are the same as those applied to the state employee.  No receipts are required.

C.  Meals included in conference fees cannot be claimed for reimbursement for meal allowance.

D.  Meal reimbursement when included in accommodations (hotel, etc).  The language and intent of the STR has always been to reimburse employees for reasonable costs incurred while traveling on business for the state.  When lodging or other travel is obtained that includes a meal, the employee is not entitled to reimbursement for that meal.  The State of Michigan does recognize the fact that in some instances the "meal" provided is substandard or not adequate, therefore, the following determination has been made as to when an employee can seek reimbursement:


a.  When the meal is identified as a "hot breakfast", "deluxe" or "super" continental breakfast which include hot entrée's, wide variety of Danish, muffins, rolls, cereals, fruits, juices, etc. or otherwise, there will be no additional reimbursement provided by the state.


b.  When a provider offers a limited selection such as a continental breakfast with a small selection of rolls, Danish, donuts, etc., coffee and perhaps juice and fruit or the meal is found to be inadequate, reimbursement  can be sought with sufficient justification (i.e. receipts, explanation) for reimbursement. 


c.  When the air travel includes a snack or there is a manager's reception at the lodging these will not be considered as a meal and reimbursement can be sought without receipt. 

TIPS

*  Reimbursement for tips (porters, maid service and taxis) is a maximum of $2.0 per day.  You must be in over-night travel status to get the reimbursement for tips.
PARKING AND TOLL CHARGES
*  Reimbursement for toll roads, bridges, parking charges, and parking meters are allowed.  No receipts are required for toll roads, bridges, and parking meters. Receipts are required for parking garage and parking lot charges. 

LODGING
A.  (1)  If lodging is within current state rates or if conference/training is at the same site as lodging, the employee makes their own lodging reservations.

     (2)  If lodging exceeds state rates and/or lodging is not provided at the conference/training location, lodging arrangements must be handled through the State Contracted Travel Agent.

B.  DMVA requires paid, original receipts to support all lodging expense claims.  When booking your hotel lodging through the State Contract Travel Agent, it is the employee's responsibility for obtaining and putting the confirmation number on the Travel Reimbursement Voucher when requesting travel reimbursement. 

C.  If a spouse or companion accompanies an employee, the lodging reimbursement is limited to the single room rate or the state maximum, whichever is less.

D.  When an employee is lodging at a military establishment, DMVA will reimburse at the rate the military establishment charges, not a per-diem rate.

E.  For conference hotel rates, see STR 6.8 and attach a copy of the conference reservation form that indicates the room rates.  "All  officers and employees traveling on official business are expected to incur expenses in a prudent manner."  STR 1.3.

ALCOHOLIC BEVERAGES
*  Reimbursement for alcoholic beverages or bartender services is never allowed. STR 8.3.

POLITICAL DONATIONS, CHARITABLE CONTRIBUTIONS or GIFTS

*  Tickets to political events, charitable fundraisers and retirement dinners are never reimbursable. The actual cost of the meal provided a the event would be allowable with prior approval of the Department Director or his/her designee. 

TELEPHONE COSTS

A.  Business related telephone and FAX calls are reimbursable.  Dates, place, and person called and the nature of the business must be shown on the voucher.

B.  Personal phone calls are not reimbursable.

RENTAL VEHICLES
POLICY:  For DMVA business purposes, if ground transportation is only required to travel between the airport and the work site (e.g. conference location), travelers must inquire into the availability of common carrier before incurring the cost of a rental car.  Most airports are adequately serviced by taxi or shuttle.  Many hotels also offer courtesy shuttle service for their guests. 

Under certain circumstances, the use of a rental my be necessary.  The business purpose for use of a rental car must be clearly documented on the Travel Reimbursement Voucher.  Justification for the expense of car rental must be documented (based on comparable total cost, availability and functionality for the intended business use), in lieu of alternative transportation such as taxi, shuttle, or courtesy shuttle.  

Car rental expenses are only reimbursable if necessary to conduct official business.  Travel for sightseeing or similar purposes are personal and not reimbursable. 


A.  Rental cars are permitted with documented justification and supervisor approval when the employee is in travel status.


B.  No personal use of the rental car is reimbursable.  If an employee stays at a training location prior to or beyond the training session, the rental car will be pro-rated on a daily basis for reimbursement.  


C.  Any daily mileage to be reimbursed must be explained on the travel voucher. 

Rental Car Insurance
The Collision Damage Waiver (CDW) or Loss Damage Waiver (LDW) is not reimbursable by the state or DMVA.  Employees have two options for coverage while driving rental automobiles.  Their personal automobile insurance policy may include CDW or LDW coverage when renting automobiles or the may purchase:


Liability coverage.  Personal automotive liability policies normally provide liability coverage while driving another vehicle.  DMVA will not reimburse employees for liability insurance costs. 

*  Rental car insurance is not reimbursable and will be denied.  (STR-Section 5.3a & Guide to Government procedure 0820.01 INSURANCE AND INSURANCE-RELATED SERVICES).  If the Car Rental Company does not provide car rental insurance, the employee is responsible for purchasing the insurance.  (STR-Section 5.3a & Guide to Government procedure 0820.01 INSURANCE AND INSURANCE-RELATED SERVICES).

AIRFARE
A.  All reservations for air travel must be made through the Department's Travel Managers (NOTE: Grand Rapids Home for Veterans, D.J. Jacobetti Home for Veterans, Veterans Affairs Directorate, and Michigan National Guard Headquarters each have a travel manager).

B.  The Department's Travel Manager can book an air flight for a spouse or companion traveling with the employee.  The employee will be charged a $20 booking fee by the state contracted travel agent.  A spouse or companion is not eligible to fly at the state rate.  Any additional costs associated with setting up travel for a spouse or companion is the responsibility of the employee.

C.  No frequent flyer miles or voluntary bumps are allowed when flying o state paid air flights.

D.  All Travel Request Approval forms should be submitted to the Department Travel Manager 4 weeks prior to travel so that we can provide you with the best service possible and to acquire the lowest possible airfare.

E.  For air travel, the employee is allowed one day of travel before the conference/training starts and one day for travel to return home after the conference/training has ended. (NOTE:  See Questions and Answers Section)

F.  Flight arrangements will be made to fly the employee into the airport nearest to he conference/training location. 

G.  When traveling with a spouse or companion, the employee's official business airfare accommodation's will be made prior to the spouse's airfare arrangements.  Special arrangements will not be made to accommodate spouse and/or companions accompanying the employee. 

H.  Once the Department Travel Manager has completed travel arrangements, changes and cancellations will not be permitted except for documented emergencies.  Changes and cancellations must be approved by the supervisor.  Once travel arrangements have been finalized by the Department Travel Manager, employees are not permitted to contact the state contracted travel agent to make changes to these arrangements.  To do so would inflict unnecessary fees charged to the Department.  These fees will be processed by the Department and the employee will be charged for reimbursement to the State of Michigan. 

INFORMATION
A.  All out of state travel exceeding 750 miles one way, must be approved in advance by the Department Director or Deputy Director Army Guard, Deputy Director Air Guard, Deputy Director Veterans Affairs Directorate. 

B.  All in-state travel must be approved in advance by the employee's immediate supervisor. 

C.  All non-state employees must sign a "Letter of Understanding" (see Exhibit 4) at least three (3) weeks prior to making any type of training or travel arrangements.

D.  The travel rate schedule currently in effect represents the maximum allowable reimbursement.  Copies of the Travel Rate Schedule, Standardized Travel Regulation (STR), will be distributed by DMVA-OFS as revisions of these documents are received from DMB-VTS.

E.  All individual traveling on official business are expected toe exercise the same care in incurring expenses that a prudent person would exercise when traveling for personal reasons.

F.  All out-of-state travel, once approved, must be booked using the Department's Travel Managers. 

G.  When the employee fails to make proper hotel reservations, a Hotel Exception From (CS-1681) is needed.  This must be filled out by the employee and returned to DMVA-OFS for processing.  Once this form is approved by DMB-VTS, DMVA/OFS-Accounting will process the hotel reimbursement.  If it is not approved by DMV-VTS, the employee will not be reimbursed for the hotel charge that exceeds the state's defined maximum nightly amount. 

H.  After an employee selects a travel status (either Per Diem or Meal Allowance plus actual lodging charges not in excess of maximum allowed), the employee will be required to use the same travel status each time travel reimbursement is sought until the condition in which the Per Diem status was allowed is changed.  However, Per Diem is not allowed when staying on a military establishment. 

I.  Mode of Travel may be by:


1.  State-owned vehicle assigned to DMVA


2.  DMB-VTS Motor Transport Division Pool Vehicle.


3.  Commercial Air Travel


4.  Privately Owned Vehicle (P.O.V.)


5.  State Air Planes


6.  Railroad


7.  Federal Air Transportation

J.  Federal and State-owned vehicles are not to be used for personal business.  Reimbursement for personal use of these vehicles, is to be made payable to the "State of Michigan" for all mileage driven.

K.  Use of POV in lieu of a state-owned vehicle, federal vehicle or commercial transportation For Official Business may be authorized by DMVA unless directed otherwise by the employee's supervisor.  Every effort is to be made to use a state or federal vehicle first, especially for in-state travel.  (NOTE) The availability of state-owned DMVA vehicles and Vehicle and Travel Service vehicles are coordinated through the Department Vehicle Contact, Property Section, DMVA-OFS.

L.  For approved travel, reimbursement of POV mileage will be allowed at the premium mileage rate only if no DMVA or DMB motor vehicle is available (see Vicinity Mileage) on the date(s) for which premium mileage is being claimed.  A statement to the effect that no state or federal vehicle was available on the date(s) traveled is required to be included.

M.  An employee driving a P.O.V. may start and terminate a field assignment at their home or official work state at the discretion of their supervisor approving travel or the division head, provided that reimbursement for such mileage will be based on Lycos mileage map on the internet using the most direct route.  Where assignments start and/or terminate at the employee's home, reimbursement will be based on the most direct route from the home to the field assignment and return but in no case  shall such mileage charge exceed that had the assignment started and terminated at the employees official workstation (STR 5.3A).

N.  Vicinity mileage necessary for conduct of official business while away from official workstation is allowable and must be shown as a separate item on the voucher.  When, however, such mileage is in excess of 50 miles in any one day the charge must be supported by a listing of the vicinity itinerary in sufficient detail to justify the mileage claimed.  Note:  This also applies to rental cars for official business only and gas reimbursement.  No reimbursement will be allowed for travel between an employee's home and official workstation or sightseeing.

O.  All travel must be by the most direct travel route.  In cases where an individual travels and indirect route for their own convenience, any extra costs shall be borne by the individual and reimbursement for expenses will be based only on such charges as would have been incurred by a usually traveled route.  If travel by the most direct route is not possible because of construction, detour or other legitimate reasons, the claim for additional mileage should be separately stated and explained on the Travel Expense Voucher. 

P.  The maximum daily meal allowance is base on the following schedule (STR 6.3).

    Breakfast - When travel commences prior to 6:00 a.m. and extends beyond 8:30 a.m.

    Lunch - When travel commences prior to 11:30 a.m. and extends beyond 2:00 p.m.

    Dinner - When travel commences prior to 6:30 p.m. and extends beyond 8:00 p.m.

    Midnight Lunch - Shall be at lunch rate if travel and work extends beyond midnight. 

Q.  Individuals who are furnished lodging  and/or meals without charge by a state or federal institution/facility or families are not entitled to the lodging or meal allowance as provided by the Standardized Travel Regulations (STR). Meal allowances may also not be claimed for if meals are provided at no additional cost as part of the class, seminar or meeting, regardless of where the gathering is held. 

R.  If employee pays training or conference registrations fees, original receipts must be attached to the Travel Reimbursement Request form (DMB-23).  A program, literature or receipts must also be attached showing whether or not meals are included in the fees.

