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REFERENCES

State of Missouri Travel Regulations 1 CSR 10-11.010

Rules concerning travel and subsistence RSMO 33.090.  

Office of Administration’s One Form website   http://www.oa.mo.gov/gs/form/fm_indiv.htm
Related DNR policies

Use of State Vehicles 6.01

Out of State Travel Report 6.02-01

DEFINITIONS

Lead program: the program first sending a notification of travel to the out-of-state travel coordinators.

Ghost account: a credit card account that is issued to a program rather than an individual that can only be used for airline travel, hotels and group meals.
GENERAL PROVISIONS

The department director or designee approves out-of-state travel for division directors, any out-of-country travel, out of state travel to be paid for with general revenue funds, and for four (4) or more employees traveling to the same event. The division director or designee approves all other out-of-state travel.  

Out-of-state travel authorization is not necessary for travel to border locations for reasons incidental to official business, for example, a highway detour.

Travel expenses are limited to actual expenses that are necessary and reasonable.  For meals, use the State of Missouri’s State Meal Per Diem for outstate travel as the guideline for each eligible meal (breakfast, lunch or dinner), however, total eligible meal costs shall not exceed the combined meal(s) amount allowed for that day per the State’s Meal Per Diem outstate schedule.   A guideline is also provided for daily incidental expenses.  The information can be found at http://oa.mo.gov/acct/MealPerDiem.htm.
Methods of travel

Air travel shall be the primary method of transportation outside of the state unless other methods of travel are more economical or advantageous to the department.  The cost of work time should be considered when comparing means of travel.

As much as possible, plane reservations should be made in advance to obtain the lowest convenient airfares.  Air travel costs shall not exceed coach fare for the most direct route available.

Travel by personal vehicle instead of air travel, shall be limited to the state mileage allowance plus any actual expenses that would have been allowed or provided if taking air transportation.  This means if the total travel time for flying is 4 hours (from travel to the airport to flying to arriving at a motel) that is the amount of time that is considered when requesting reimbursement for travel expenses. The total allowable costs cannot exceed the reasonable coach fare available at the time to the same destination.  

For out-of-state trips in a state vehicle where it makes more sense to drive than fly, meals will be reimbursed if the employee is in 12-hour or overnight travel status. More extended travel by state vehicle instead of air travel, shall be limited to the cost of fuel.  No meals, additional lodging, or incidentals enroute will be reimbursed

Reimbursement for travel outside the state by train or bus instead of air travel shall be limited to the actual cost of the train or bus fare plus any actual expenses that would have been allowed or provided if taking air transportation.  

Request for Out of State Travel

All requests for out-of-state travel, whether costs are incurred or not, shall be made on the Out-of-State Travel Authorization Form.  It is available on line at the Office of Administration website (One Form), or hard copies may be requested from the General Services Program.   

The request should be submitted at least two (2) weeks prior to the travel.  Some items to consider:

· If a state procurement "ghost account" will be used to procure airfare and lodging, review the statewide Travel Management Services contract for available vendors.

· Obtain price quotes from at least two commercial airlines for the lowest logical air fare

· Inquire as to government discounts for lodging

· Inquire about group discounts if more than one staff person is attending the same event

· Inquire about a waiver or reduction in conference registration fees, particularly if making a presentation at the event

· Justify extended time to travel if it results in a cost savings to the department

· Include staff work time that will be paid in association with overall travel time.

· Estimate the cost of meals using the State of Missouri’s State Meal Per Diem for outstate travel, found at http://oa.mo.gov/acct/MealPerDiem.htm, to determine a maximum daily cost for eligible meals.
Airfare, lodging and registration fees should be direct billed when possible.  When available, the state purchasing card “ghost account” should be used for airfare and lodging.

To protect our employees, the out-of-state travel request should be fully completed even if another agency, such as the Environmental Protection Agency, is paying for all travel and related expenses. If another agency or entity is paying for all or a portion of the travel, $0 may be entered in the appropriate column, with a note explaining what entity is paying for the cost. Travel arrangements should reflect prudent fiscal procedures to ensure the wise expenditure of funds regardless of which agency or fund pays the cost of the out of state travel.  Documentation of this should be maintained at the program level.
Requests for travel to the Washington D.C. area

The department director or designee requires that programs, centers and divisions provide information on any staff traveling to the Washington D.C. area for approval. 

Information related to travel to the Washington D.C. area must be included in the comments section of the Out-of-State Travel Authorization Form.  Comments must include information about meetings or contacts with members of Congress, Congressional Staff or persons of any agency or organizations, as well as, including the purpose and reason for the meeting or contact.

Blanket out-of-state travel authorization

When circumstances warrant recurring travel within one fiscal year to the same location adjacent to Missouri’s border, a blanket out-of-state travel authorization should be sought.  These locations are facilities such as EPA’s Region 7 Headquarters in Kansas City, Kansas or the Office of Surface Mining’s office in Alton, Illinois.  The division director or designee approves blanket out-of-state travel requests.  

A request for blanket out-of-state travel authorization shall not exceed one fiscal year and shall:

· list the name(s) of authorized persons;

· include the total estimated out-of-state expense for the year; and 

· justify the authorization.

Extended travel time

Extended travel time beyond that necessary to complete state business is allowed if there is a cost savings to the department.  For instance, staying over a Saturday to take advantage of lower airfare.  The analysis for justification must include the employee's salary during work day(s) lost due to the extension.

Extended travel time beyond that necessary to complete state business is allowed for personal reasons if the supervisor approves and there is no additional cost to the department.  If an employee is approved for extended travel for personal reasons the following will be included and signed with any travel justification:

· The dates and time the employee will be on personal time

· The following statement:

I, (employee name), am fully informed and understand that the MDNR, the State of Missouri, and/or any state employees or agents, are not legally responsible and agree to hold them harmless from and against any costs, expenses, damages, losses, claims, liabilities, liens, and/or charges arising or resulting from my activities which are not directly related to the business of the State of Missouri.

· The signature of the employee

Compensatory time can not be claimed for extended travel for personal reasons.

More than one employee traveling to same event

In the instance where several employees are travelling to the same event, all names shall be included on one out-of-state travel request.  The divisions are responsible for coordinating with each other to ensure that this requirement is met.  Each division director or designee involved must sign the form indicating approval. Signature by a division director or designee indicates approval for only those staff in his/her division.  If four (4) or more staff request travel for the same purpose or event, the department director or designee must approve the out-of-state travel request.

Each division designates out-of-state travel coordinator(s) who are included in an email group.  Once it is known that someone is traveling out-of-state, an email is sent to the out-of-state travel coordinators to see if there will be other staff from the department traveling to the same location for a meeting/conference/training.  The out-of-state travel coordinators are responsible for ensuring a single request is made, not for making any actual travel arrangements.

The program sending the email first notifying all that a staff person is traveling to a designated place, becomes the lead on coordinating the out-of-state request unless other arrangements are made.

At a minimum the out-of-state travel request must include:

· A list of employees traveling 

· An agenda or an explanation as to why one is not available

· List of all accounting codes

· An estimate of all costs including travel costs (mileage, airfare) meals, incidental costs and lodging. 

· To help in the coordination of these requests, acronyms may be used once their meaning is initially spelled out.

The lead program coordinates any amendment to the out-of-state travel once approved. Generally, the lead program is not responsible for changing travel arrangements for individual staff, rather for compiling those changes into the amended travel request.  However, other arrangements can be made between programs.

If the travel is canceled, staff must notify the lead program immediately by phone and email with the reason for the cancellation.

Changes in travel plans

If there is a change in travel plans, the out-of-state travel request must be revised by the employee and re-approved by the division director(s) or designee or by the department director for a division director.  Often this involves a change in the number persons going or a change in individuals or a greater than one day change before or after the originally requested travel period.  The word REVISED must be clearly included on the request. 

Payment of direct-billed expenses


A copy of the approved Out-of-State Travel Authorization Form shall be attached to each payment request for direct-billed items such as registration fees, airfare, and lodging.  

Reimbursement of out-of-state travel expenses

A copy of the approved Out-of-State Travel Authorization Form shall be attached to expense reports requesting reimbursement for out-of-state travel. 

It is the responsibility of the employee to compare the total estimated costs with the total actual costs of the trip.  If the difference of the two figures is greater than ten (10) percent, the employee shall submit an explanation for the discrepancy to the program director with a copy to the division director justifying the discrepancy. 

Out of State Travel Report 

Each division will report monthly on the out-of-state travel taken.  The report is due to the DNR Director’s Office by the 10th of the month, covering the preceding month’s out-of-state travel taken. If travel spans over two different months, report in the month in which travel was first taken.  The Out of State Travel Report is contained in the Out-of-State Travel Procedures 6.02-02.

Record-keeping requirements for out-of-state travel

Each division shall maintain a single, complete file of all approved out-of-state travel requests.  If the Office of Administration questions out-of-state travel costs or items, the division will provide the department director and the director of the Division of Administrative Support a copy of the memo outlining the resolution to each question as well as steps taken to ensure that the problem does not recur. 
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