QUESTIONS and ANSWER SECTION

                        STATE TRAVEL for OUT OF STATE
SECTION

QUESTION



ANSWER

Do I need specific approval or
Yes.  All travel arrangements must be preceded by 

authorization before I make 
an approved (signed) Out of State Travel Request form, 

travel arrangements?
and as appropriate, a Request for Training form.
 


You must also have specific authorization or prior









approval for:

(a) Use of a foreign air carrier;

(b) Use of extra-fare train service;

(c) Travel by ship;

(d) Use of a rental car;

(e) Use of a Government aircraft;

(f) Travel expenses related to emergency travel;

(g) Travel expenses related to travel to a foreign area;

(h) Travel expenses related to attendance at a conference.
How should I arrange my travel?
The DMVA provides travel management services under a State of Michigan government contract and you must use those services through the DMVA Travel Managers to arrange for common carrier transportation, lodging, and rental car(s).  You must arrange your travel according to DMB's policy.  Services under the State of Michigan contract may be furnished by a commercial travel agent (state contracted travel agent), electronic travel services system, or other travel management services provider.

Who do I call to make my travel
Call the Department's Travel Manager in OFS at (517)

arrangements?
483-5596, or a back-up person at (517) 483-5635. 

Grand Rapids Veterans Home Travel Manager:  Phone (616) 364-5300;  D. J. Jacobetti Veterans Home Travel Managers:  Phone (906) 226-3576, ext. 301 or back-up person at (906) 226-3576, ext. 306; Veterans Affairs Travel Managers: Phone (517) 335-6523 or (517) 335-4287.




How far in advance of my travel
As soon as an approved Out of State Travel Request


                                    can I make my reservations?
form has been signed by your supervisor and all other required signatures as outlined in the travel policy have

been obtained, but not sooner than 6 weeks from travel date.




May I call the travel agency to
No.  There is a fee charged if a travel




make my own arrangements?

agent makes your reservations.  You are re-









sponsible for any additional costs that result









from unauthorized use, and you are subject to









any penalties the Department may impose.
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What if my spouse (or


No. The Department's Travel Manager must make




 companion) is traveling

your arrangements along with your spouse or com-




 with me?  Can I/we call

panion's arrangements.  The state-contracted travel




 and make our travel ar-

agent will call you to obtain your credit card infor-




 rangements or changes to   
             mation.  There will be a fee charged by the travel




 travel arrangements?   

agency to your personal credit card.

May I travel to my destination
Yes, if your conference activities start in the 




the day prior to the conference?
morning.  If your conference/training activities start









noon or after, you will fly to your destination the 









morning of the first day of your conference.  Of 









course, if there is no flight leaving early enough to









get you to your conference before it starts, there will









be an exception for you to fly the prior day.




May I spend an extra night 

Yes, if your conference/training ends mid-afternoon




following the conference?

or later.  Or, if the only flight arrangements that can 









be made makes your home arrival too late.

May I use my own vehicle to
Yes.  

drive in lieu of flying?
 

When I arrive at my destination 
Yes, if the need is documented and it is approved by

can I get a rental car?
your supervisor.




Does the Department pay for the
Yes.  The Department will reimburse you for the

rental car?
cost of the rental car or pro-rate it if it is kept for                                                         personal use beyond the training dates.  However, when you pick up the car, you must put the charges on your own credit card. Reimbursable via Travel Voucher.




Do I get gas reimbursement

Yes, for official business only - not to exceed 50 miles




for my rental car use?


per day.

Do I get reimbursed if I pay
No. The State car rental contract carrier, National, 

for rental car insurance.
provides insurance.  If National car rental is not available at your destination and another company is used,  for your own personal protection you might want


to take out car insurance  The state will NOT cover property or vehicle damage, only liability above your personal car insurance.  Your personal car insurance may provide coverage on rental vehicles.  Some credit card companies include car rental insurance.  No insurance for damage to rental vehicles is covered by the state if damage occurs during sight-seeing excursions or personal use.  The driver of the rental car is responsible for collecting from other parties for damages.  If no insurance is taken out on the rental car by the employee, he can be sure damage costs will come out of his/her pocket first.
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Can someone other than myself
No, not if the car rental was charged to you and 




drive the rental car?


the car assigned to you.  You are the responsible 









party for the car.




When can I use a rental vehicle?
When the Department determines that use of a 









rental vehicle is advantageous to the government









and specifically authorizes such use.





A state car is not available and I
Yes.  However, you will only be reimbursed for 

don't want to drive my own 

the rental car in the amount of what you would

vehicle.  Can I rent a car?

have received for premium mileage allotment if

you would have driven your own personal vehicle.

Taxicabs, Shuttle Services, or Other Courtesy Transportation




When may I use a taxi or shuttle
(a)  For local travel.  When the Department author-

service?

izes the use of a taxi for the following, local travel 









is reimbursable:

(1) Between places of business;

(2) Between a place of lodging and a place

of business while in travel status.

(b) 
To and from a carrier terminal (airport).
(1) General authorization. Except as provided in paragraph  (b)(2) of this section, you will be reimbursed the usual fare plus tip for use of a taxicab or shuttle service in the following situations:

(i) Between a common carrier or other terminal and either your home or place of business at your official work station, or your place of business or lodging at a conference or training location; or

(ii) Between the carrier terminal and shuttle terminal.

(2) Courtesy transportation. You should use courtesy transportation service furnished by hotels/motels to the maximum extent possible as a first source of transportation between a place of lodging at the conference site and a common carrier terminal. 
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(3) Restrictions.  When appropriate, the Department will restrict or place a monetary limit on the amount of reimbursement for the use of taxicabs under this paragraph when:
(i) Suitable government or common carrier transportation service, including shuttle service, is available for all or part of the distance involved;  or

(ii) Courtesy transportation service is provided by hotels or motels between the place of lodging and the conference or training site and the common carrier terminal.

What must I do with compensa-
If you are performing official travel and a car-




tion an airline gives me if it denies

rier denies you a confirmed reserved seat on a




me a seat on a plane? 



plane, you must give the Department any pay-










ment you receive for liquidated damages. You










must ensure the carrier shows the "State of










Michigan" as payee on the compensation check

and then forward the payment to the  Department's Office of  Financial Services.




What if I earn frequent flyer points

Employees may not retain and use frequent flyer




in my work related travel?


points for their personal travel.  The rule is that

frequent traveler benefits earned in connection with official travel may be used only for official

travel.  If both personal and official frequent flyer bonus points are co-mingled into one account, all those points belong to the State of

Michigan unless the employee can separately account for the personal mileage. 

HOTEL / LODGING




Can I make my own hotel reserva-

Yes.  If you elect to make your own hotel reser-




tions? 





vations, you must stay within the current allow-



 






able rate as dictated by the State's Travel Regu-










lations.  If hotel charges will exceed the current      










allowable rate, you must call the State's con-










tracted travel agent for lodging arrangements.










The travel agent will give you a confirmation










number.  This number must be written on your










travel reimbursement request.  
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How do I pay for the hotel?


When you call the hotel to make your reserva-










tions, they will ask for your credit card number










to hold your room.  You will put your hotel 










charges on your credit card and be reimbursed










by the Department when you submit your travel










voucher.  If your hotel rate exceeds the State's










allowable rate, then the State's contracted travel










agent will make your hotel reservations and call










you for your credit card number to confirm your










reservation.  You will put the hotel charges on










your credit card and be reimbursed via your 










travel reimbursement request (travel voucher).




I'm traveling with another employee.

No.  Each employee, traveling for official state




are we required to share a room?

business, is entitled to a daily allowance for  










lodging, meals and related travel expenses.

Do I get reimbursed for phone calls?
Yes, for business calls only. Business calls must be documented with name of person called and reason for call. No personal calls are reimbursable.
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NON-STATE EMPLOYEE

LETTER OF UNDERSTANDING:     Before any travel arrangements are made, a Letter of Understanding must be signed by the non-state employee and the Program Director or Department Designee.
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What do I do when I am asked by

Fill out a "Request for Training Form", DMVA 




my supervisor to attend a class/

4-57 and have your supervisor sign approval. 




meeting/conference out of state?

Submit to the department's Training Officer in










Lansing Headquarters.  




Can I get travel advance money?

No.




Do I get reimbursed for class/conference/
Yes, via a 6-1 or by direct pay.  See the Program




training registration fees?


Director for information.




When can I make my travel ar-

Travel arrangements should be made at least 14




rangements?




days prior to travel date to obtain the lowest air










travel rates. 
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How do I arrange for travel?


You will make your own arrangements keeping 










in mind the most economical and efficient way










possible.  (No first class travel.)  Government










rates are not allowed.  










Note:  You may use the state contracted travel










agent  to make your reservations. They will   










charge you a fee for booking your arrangements.




May I get a rental car for use once

Yes, with prior approval from the Program 




I arrive at my destination?


Director or department designee. No personal










 use of the rental car is reimbursable. Cost will










 be pro-rated if the car is kept beyond the train-










 ing dates.




May I drive my personal vehicle in

Yes.  You are allowed one day travel prior to 


lieu of air travel?


 
the day the conference begins and one day post










conference travel to return home.










Note:  You will be reimbursed at the premium










mileage rate, not to exceed the cost of the air 










fare if you would have flown.

HOTEL/LODGING



How do I make hotel reservations?

Call the state contracted travel agent for all










hotel reservations.  They will ask for your credit










card number to confirm and hold your room.










Note:  You will not be reimbursed for additional  

costs incurred by family member(s) or other                                                         companion's traveling with you.




Do I get reimbursed for phone calls?

Yes, for business calls only.  Personal calls are

not reimbursable.  To be reimbursed for business calls you must document the name of the person called and the reason for the call.
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