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I.   PURPOSE AND DESCRIPTION
This procedure outlines the management and control over travel, based on the state's travel and transportation regulations and requirements contained in the (SAAM) manual.  Except where our policy is more restrictive, should any portion of this procedure be in conflict with the state travel regulations, the state document shall supersede the statements herein. Should questions arise not contained in this document, reference shall be made to the state travel regulations, a copy of which may be found in the Business Office.

II.   RESPONSIBILITIES
Agency heads are to take primary responsibility for ensuring that any travel by employees is directly work-related, obtained at the most economical price, and is both critical and necessary for state business.

A traveler on official business is expected to exercise the same care in incurring expenses and accomplishing the purposes of the travel that a prudent person would exercise if traveling on personal business.

III. PRIMARY AND ALTERNATIVE CRITERION
When an employee is authorized to travel on official state business, the college's primary criterion is that which is most economical to the state. The alternative criterion is that which is most advantageous to the state.

Written formal procedures defining advantageous situations (other than those listed below) are to be submitted to the Office of Financial Management (OFM) for approval prior to payment of any travel claims meeting the conditions of a defined situation:

(a) Meals with meetings - advance approval is required in accordance with the meals & light refreshments policy.

(b) Health & safety of state travelers - due to hazardous inclement weather and other situations, which could threaten the health & safety of state personnel.

(c) Americans with Disabilities Act - college must be in compliance.

(d) Use of privately owned motor vehicles - considering the cost of maintaining state owned vehicles.

The criterion selected is not to be influenced by the personal travel plans of the employee.

IV.   DEFINITIONS

Advantageous - Direct, non-financial, work-related benefits accruing to the state.

Agency - Means and includes every state agency, office, board, commission, department, state institution, or state institution of higher education, which includes all state universities, regional universities, The Evergreen State College, and community and technical colleges.

Americans with Disabilities Act - Compliance with the Americans with Disabilities Act is considered to be advantageous. All state personnel are to be afforded equal opportunity to perform travel for official business even if the travel costs for disabled travelers will exceed what would normally be most economical to the state.

Authorized Travel Period - That period of time when the employee is in authorized travel status away from his/her official station.

CorporateTravel Account (CTA) - A cardless billing program designed to primarily accommodate airline ticket purchases.

Commercial Lodging Facility - A business, non-profit, or governmental entity that provides lodging accommodations for a fee.

Economical - Direct financial, work-related costs that occur at the least cost to the state and for which the state is responsible to pay.

Health & Safety of Travelers - It is considered advantageous to the state for travel plans to be established and altered with consideration of hazardous inclement weather or when sudden on-set of incapacitating illness happens. In all cases the traveler’s supervisor should be notified as soon as possible.

In-State Travel - Travel within the state of Washington. 

Integral Part of the Meeting - An activity within a meeting that is essential to the completeness of the meeting.

Meal Reimbursement - Reimbursement is to occur only when the number of travel hours of an employee, BEFORE AND/OR AFTER THE EMPLOYEE'S REGULARLY SCHEDULED WORKING HOURS FOR ANY ONE DAY, TOTAL THREE OR MORE HOURS. Employees must be in travel status during normal meal period(s) in order to qualify to collect subsistence for the meal(s). Pierce College will reimburse for breakfast if the travel begins on or before 6:30 A.M., lunch if travel begins before 12:00 noon or ends after 1:00 P.M. and dinner if the return time is after 6:30 P.M. Meals reimbursed while in travel status for one day or less when no overnight stay is required (three-hour rule) are taxable under IRS regulations. The only exception is when the meal qualifies, for IRS purposes, as a meal with a meeting; therefore, all reimbursements (per diem) paid under these circumstances will be reported to the IRS on the employee’s earnings record and appropriate taxes will be withheld effective January 1, 2000.  The traveler may not stop for a meal just to meet the three-hour rule.
Most Direct Road Miles - The road miles as calculated using either the distances listed between the highway markers shown on the official Washington State Highway map produced by the Washington State Department of Transportation or the actual odometer reading.

Official Residence - The official residence is the location where an employee owns or rents a house or apartment away from his/her official station, which is used as a domicile by him/her. Based on items such as voter registration, ownership, long-term rental of a personal residence, and the permanent address carried in the state official or employee’s personnel or other file.

Official State Business - Those activities performed by an official or employee of the state, authorized volunteer, or contractor, work experience program participant, student, or employee of another governmental jurisdiction as directed by his or her supervisor in order to accomplish state programs or as required by the duties of his or her position or office.

Official Station - The city, town, or other location where the employee's office is located or the city, town, or location where his/her work is performed on a permanent basis. An employee's official station shall be determined by the need of Pierce College and not assigned because it is the home or preferred living area of an employee.

Out-of-State Travel - Travel anywhere outside the boundaries of the state of Washington excluding counties and/or cities in the States of Idaho and Oregon that are contiguous to the Washington State border.
Per Diem Expenses - Those daily travel expenses covering both lodging expenses and subsistence expenses while in travel status.

Regular Workplace - The location where a state employee or state official normally performs his/her work (excludes meeting and conference rooms).

Regularly Scheduled Work Day - For the purpose of these procedures, the regularly scheduled workday is defined as the approximate time the employee is required to report to work and is authorized to leave.  Examples:  8:00am – 5:00pm, 7:00am – 4:00pm, 10:00am – 2:00pm, etc.
Subsistence Expenses - Those daily travel expenses covering meals, taxes and tips for meals.

Temporary Duty Station - A fixed location where a state official or employee has been temporarily assigned to work for a specific period of time which is less than one year.

Transportation Expenses - Those costs covering:

(a) Travel by commercial carriers such as bus, train, ship and airplane;

(b) Travel by privately owned motor vehicles, such as cars, motorcycles, vans, or trucks;

(c) Travel by rented motor vehicle;

(d) Or some combination of 1, 2, and/or 3.

Travel Expenses - Those costs covering per diem expenses, transportation expenses, and meals and/or coffee and light refreshment expenses regardless of travel status, and miscellaneous business expenses related to travel.

Travel Liaison – Sylvia Derrick, sderrick@pierce.ctc.edu, phone 253-964-6510, 
fax 253-964-6599

Travel Status - The official status of a traveler when the traveler is away from both the official residence and the official station, exclusive of commuting between the traveler’s official station and official residence, on state-related business. Note: WAC 356-15-040 defines when travel time is to be considered as work time.

Unauthorized Transportation - Any transportation of passengers not specifically authorized by an agency head or authorized designee in the performance of official state business, and includes, but is not limited to the transportation of family members, relative, friends, and pets for any personal activities.

V.   CONTROL OF TRAVEL

1. Employees traveling on behalf of Pierce College must obtain authorization from the appropriate administrator(s) prior to departure. The appropriate administrator(s) must be aware of the employee's travel status in advance of departure. All travel reimbursements must be submitted on a “TRAVEL EXPENSE VOUCHER” to be approved subject to budgetary constraints.

2. A “REQUEST FOR TRAVEL FORM” must be properly completed and submitted in advance documenting the reason for all out-of-state travel and for travel advances. At a minimum, this documentation must contain the following information:

(a) The purpose of the trip and how it relates to the employee's work assignment;

(b) A description of the expected benefits;

(c) A statement of whether an alternative approach could have achieved the same result.

The appropriate budget signature authority as well as the department administrator or designee prior to departure must sign the “REQUEST FOR TRAVEL FORM”. (ALL OUT OF STATE TRAVEL MUST BE APPROVED BY AN E-TEAM REPRESENTATIVE. TRAVEL TO HAWAII OR FOREIGN COUNTRIES, EXCEPT BRITISH COLUMBIA/CANADA, MUST BE APPROVED BY THE CHANCELLOR).

NOTE: NO EMPLOYEE CAN AUTHORIZE THEIR OWN TRAVEL

3. Employees are to exercise prudent judgment in incurring travel expenses on official state business. Excessive or unnecessary expenses shall not be approved or reimbursed. The number of employees from Pierce College attending a particular meeting should be the minimum necessary consistent with the benefit to be derived.

4. The itinerary of an employee shall be planned to eliminate unnecessary travel in the performance of work assignments. Whenever it is feasible for two or more employees to travel on official business in one vehicle, carpooling is encouraged.

5. Before placing an employee on travel status, the Pierce College administrator in charge will determine whether it is more economical to reimburse the employee for subsistence and/or lodging (outside a fifty mile radius), or require the employee to return to his official station or residence daily or on weekends.

6. Reimbursement for lodging expenses incurred at a lodging facility or temporary duty work site located within fifty (50) miles of the closer of either the employee's official residence or official station is prohibited except under one of the following three conditions:

(a) An overnight stay in commercial lodging to avoid having an employee drive back and forth for back-to-back late night/early morning meetings, convening by 8 AM and concluding after 8 PM, as evidenced by an agenda; or

(b) When the health and safety of travelers is of concern pertaining to severe inclement weather or sudden on-set of incapacitating illness.

(c) When an employee can demonstrate that staying overnight is more economical to Pierce College.

Employees are required to obtain prior written approval from the Director of Finance, or their designee. Prior approval for use of the second condition is not required; however supervisors are to be promptly notified that this condition is being invoked, and this condition is to be noted on the travel expense voucher.

7. Effective October 1, 2001, all air travel arrangements must be made through a Department of General Administration "qualified travel agency". A list of the qualified travel agencies is available in the Business Office as well as on the Pierce College travel website.

8. The purchase of all rental motor vehicle services required when conducting official state business must be made in accordance with the state contract carrier. The current rental motor vehicle state contract is with Enterprise Rental. Upon approval, employees requiring a motor vehicle rental must procure such by completing a Purchase Request for Sandra Braedt, EXT, 6507 or using the VISA corporate charge card. Driver Safety Training is REQUIRED. Please see the Pierce College Driving Procedures for more information.

9. Employees who travel on official state business for more than two overnight trips a year are encouraged to apply for the VISA corporate charge card. This travel management program implemented by the GA office was created to efficiently track and manage the state's travel data. These statistics will be used to develop better programs in which to serve state employees. Contact the Sylvia Derrick, Ext. 6510 for an application.

10. All air travel payments will be made through the Corporate Travel Account (CTA) upon approval by the E-TEAM. A “REQUEST FOR AIR TRAVEL” form must be approved and submitted to the travel liaison in order for the travel agency to be given authorization to charge the college's CTA. (ALL AIR TRAVEL MUST BE APPROVED BY AN E-TEAM REPRESENTATIVE. AIR TRAVEL TO HAWAII OR FOREIGN COUNTRIES, EXCEPT BRITISH COLUMBIA/CANADA, MUST BE APPROVED BY THE CHANCELLOR).
 Approved air travel requests must be submitted to Sylvia Derrick.

11. All travel expense vouchers are to be signed personally by the employee on whose behalf the voucher is being submitted and are to be approved by the agency/department head.

12. These travel regulations are applicable to contractors unless there are specific contractual arrangements covering travel reimbursement.

13. When an employee’s travel expenses are to be reimbursed by a person, company or a non-state entity, the employee cannot be reimbursed for more than the actual expenses of travel except subsistence, which can be reimbursed on an allowance basis as listed in Schedule A, Schedule B or Foreign Per Diem rates listing. The employee’s signature on a travel voucher signifies that an employee has not received reimbursement from a person, company or non-state entity in excess of the travel per diem rules.

14. Non-Official College Business - Travel expenses processed for activities involving employees or non-employees on non-official travel status through the college are exempt from the Pierce College Administrative Travel policy/procedure. An example would be when tuition is paid for a class where travel related expenses are incurred for the participant/student taking the class.

15. Scheduling meetings, conferences, conventions & training sessions- when meetings or conferences are necessary, agencies must give first preference to locations at state or other public (e.g., local government) facilities.  Limit the number of persons from an agency attending a particular conference, convention, meeting, or training session to minimum necessary to benefit from the event.  The location and facilities for all conferences, conventions, training sessions, or meetings held or sponsored by the state are to be barrier-free in accordance with Americans with Disabilities.  Agencies should consider cost to the state, the suitability of barrier-free facilities, accessibility to attendees, and other relevant factors in their selection.  First priority is to be given to using state owned barrier-free facilities in lieu of renting or leasing other facilities. 

Where a convention, conference, training session, or meeting held or sponsored by the state is conducted at a rented/leased barrier-free non-state facility, the person responsible for the choice of location and facilities is to submit justification in advance in writing to the agency head or authorized designee for approval.  The justification is to include:

(a) The purpose and objective of the meeting;

(b) The name of the organizations or persons expected to attend and an estimate of the attendance;

(c) An estimate of the anticipated cost to the state to include travel costs of travelers; and

(d) An explanation why state-owned barrier-free facilities cannot be used.

VI. TRAVEL EXPENSE AUTHORIZATION

1. All Institutional Travel must be authorized by the appropriate administrator.

2. "Out-of-state travel" requires the additional approval of the agency head or his designee and should be submitted for approval at least ten working days in advance of the proposed trip.

3. If travel requires air transportation a REQUEST FOR AIR TRAVEL form must be submitted indicating the following information:

(a) Name of person making the trip

(b) Destination

(c) Period of absence

(d) Travel Agency where arrangements are to be made.

(e) Budget code to be charged

The "Request for Air Travel" form must be approved by the appropriate administrator, and then submitted to the travel liaison. The travel liaison will furnish the authorization number to the qualified travel agency.

Employees may make travel arrangements/reservations in advance.  For control of air travel, however, the college will not pay travel arrangements/reservations until the travel agency is notified by the travel liaison of the authorization number.   The Business Office will make payments for airfare.  No airfare will be paid by an individual’s personal or corporate credit card.
4. A REQUEST FOR TRAVEL FORM must be properly completed and submitted prior to travel documenting the reason for all out of state travel and for travel advances. Refer to Section V, Control of Travel, and item 3.

VII. 
TRAVEL EXPENSE ADVANCES

1. Purpose of Travel Expense Advances
The purchase of all lodging accommodations and rental vehicles is to be made through the state travel charge card system. If an employee cannot access the charge card system, the college may issue a travel expense advance to such employee. The purpose of the advance is to defray the employee's anticipated reimbursable expenses other than personal automobile expenses while traveling on state business away from his/her official station. The advance shall cover a period not to exceed 30 days. Employees who have access to the corporate charge card program are not eligible for advances. The Director of Finance must authorize all exceptions.

2. How to Obtain Travel Expense Advances
(a) If an employee requires a travel expense advance, this will be indicated by completing the "Travel Expense Advance" form, and should be submitted to the travel liaison for processing at least ten working days in advance of the scheduled departure.

(b) Upon approval of the advance by the appropriate administrator, the Business Office will process the advance and present the employee with a check prior to his/her departure.

(c) Travel Training is required for those employees who choose to request a Travel Expense Advance. Please call Sylvia Derrick, EXT. 6510.

3. Subsequent Accounting for Travel Advances
Travel Advance in Excess of Expenses Incurred - Any unexpended portion of the advance shall be returned to Pierce College Cashier’s Office within TWO working days after the close of the authorized travel period. Payment is to be made by check payable to Pierce College and deposited to the Cashier’s Office. A copy of the receipt is to is to accompany the itemized “Travel Expense Voucher" listing reimbursable expenses.

4. Default by Employee
(a) Any delay in accounting for or repaying an advance shall render the full amount which is unpaid immediately due and payable with interest of ten percent per annum from date of default until paid.

(b) In order to protect the state from any losses on account of advances made, the state shall have a prior lien against and a right to withhold any and all funds payable or to become payable by the state to such employee up to the amount of such advance and interest at a rate of ten percent per annum, until such time as repayment or justification has been made.

(c) No advance of any kind may be made to any employee at any time when he/she is delinquent in accounting for or repaying a prior advance.

(d) When an employee fails to meet the timeliness criteria stated above, the college is required by the IRS to consider the unsubstantiated travel advance as income and will reduce this amount from the employee's next semi-monthly earnings.

VIII.  SUBSISTENCE AND LODGING

1.  Basis for Reimbursement
(a) The reimbursement for subsistence and lodging expenses incurred on official business is to be on an actual expense basis for lodging, as evidenced by an original receipt, up to a specified maximum; and on a set per meal entitlement basis for subsistence. These two components comprise the maximum allowable per diem. Reimbursement shall be for all authorized travel, subject to the restrictions provided herein. Travelers may be reimbursed taxes paid on lodging in addition to the maximum lodging amounts contained in Schedules A & B without the requirement of an exception memo.  Expenses incurred at the official station or official residence of the employee-traveler shall not be reimbursed except as authorized under procedures authorizing reimbursement for meals and light refreshments. Reimbursement for alcoholic beverage expenses is prohibited.

(b) If an employee's official residence is not located within the limits of his/her official station, travel expenses when authorized shall be whichever is less.

(c) The college shall not use the maximum allowable reimbursement rates to treat employees differently under like travel circumstances.

(d) Reimbursement shall be allowed on an actual basis only when an employee is on "official travel status".

2.  The agency head or his designee may authorize reimbursement for the actual cost of luncheon or dinner meals away from the district if attendance is required by the college and meets the following criteria:

(a) Either for interagency meetings or intra-agency meetings for agencies with multiple work stations throughout the state; or,

(b) Where, in the course and scope of official business while on travel status, it is necessary for the employee to incur the cost of a meal with individuals with whom the business is being conducted, other than state employees.

3.  Reimbursement for such meals is subject to the following:

(a) The reimbursement may only be made where the meals are scheduled as an integral part of an official proceeding or program related to the state's business and the employee's job responsibilities; and

(b) The actual cost, not to exceed the per meal limits set by current OFM regulations, may be reimbursed if the meal is expressly approved in writing by the agency head or authorized designee.  Meal expenses include the basic cost of a meal, any applicable sales tax, and any customary tip or gratuity, plus incidentals.

4.  No reimbursement shall be paid to any employee if he/she travels to a destination for his own convenience in advance of the necessary time for arrival, nor shall reimbursement be paid if he/she remains at the destination following an official meeting or other work assignment when this is for his/her convenience unless it is more cost effective to do so.

5.  In the event an employee elects to drive by private automobile for his/her own convenience, allowance will not be paid for more than 24 hours each way and shall reflect actual time zones. Regular reimbursement allowance shall prevail on all other means of public transportation.

6. Subsistence payments are not to be eliminated or reduced due to meals served on airlines.

7.  Lodging and subsistence allowance shall not be authorized under any of the following conditions:

(a) When the employee will not incur expenses for lodging at a commercial lodging facility.

(b) When an employee will not incur expenses for meals because they will be furnished.

8. Registration fees for bona fide conferences, association meetings, symposia, critiques, etc., may be paid from college funds if authorized by the appropriate administrator. In the event meals and/or lodging are included in the registration fee and Pierce College has agreed to reimburse the employee attending the meeting, the rate(s) currently determined by OFM will be used to deduct meals and/or lodging from the travel expense voucher. Receipts must be obtained for all registration fees.

9. High Cost Locations
The Business Office has the OFM list of the locations and maximum travel expenses that are to be used in computing reimbursement to employees traveling in high cost locations. A copy is available within each administrative area. Employees are to be reimbursed up to the maximum allowed for lodging, as evidenced by a receipt, and subsistence. The total reimbursed to an employee is not to exceed the maximum rate established for the location.

10. Exceptions to the Maximum Allowable Per Diem Rate
The applicable lodging amounts contained in SCHEDULE A or SCHEDULE B, are generally adequate to cover lodging expenses. However, the allowable lodging amount may be insufficient for a particular travel assignment. In the situations listed below, Pierce College may approve payment of lodging expenses not to exceed 150% of the applicable maximum per diem amount for the location:

Example of the 150% Rule:

Per Diem in Spokane is $64.00 for Hotel per day

+49.00 for Food per day

$113.00 x 150% = $169.50 Maximum allowable for Hotel per day with an approved exception.

When an exception to the Maximum Allowable Lodging Amount is used, the employee is to select the most economical room available under the circumstances.

Approval for the exception, signed and dated by the agency head or authorized designee, is to be attached to the payment document. An explanation why an exception was necessary should also be provided.

In the following situations, the agency head or authorized designee may approve payment of lodging expenses not to exceed 150% of the applicable maximum per diem amount for the location:

(a) When a traveler is assigned to accompany an elected official, a foreign dignitary, or others as authorized by law, and is required to stay in the same lodging facility.

(b) When costs in the area have escalated for a brief period of time either during special events or disasters.

(c) When lodging accommodations in the area of the temporary duty station are not available at or below the maximum lodging amount, and the savings achieved from occupying less expensive lodging at a more distant site are consumed by an increase in transportation and other costs.

(d) The traveler attends a meeting, conference, convention, or training session where the traveler is expected to have business interaction with other participants in addition to scheduled events, and it is anticipated that maximum benefit will be achieved by authorizing the traveler to stay at the lodging facility where the meeting, conference, convention or training session is held.

(e) To comply with provisions of the Americans with Disabilities Act or when the health and safety of the traveler is at risk.

(f) When meeting room facilities are necessary and it is more economical for the traveler to acquire special lodging accommodations such as a suite rather than to acquire a meeting room and a room for lodging.

In the following situation only, approval for lodging expenses in excess of 150% of the applicable maximum per diem amount for the location:

(a) The traveler is required to attend a meeting, conference, convention, or training session where the traveler is expected to have business interaction with other participants in addition to scheduled events; and

(b) It is anticipated that maximum benefit will be achieved by authorizing the traveler to stay at the lodging facility where the meeting, conference, convention, or training session is held; and

(c) The lowest available advertised lodging rate at the lodging facility exceeds 150% of the applicable maximum per diem amount for the location. Documentation supporting the lodging rates is to be attached to the travel voucher.

Travelers must meet all 3 exceptions listed above in order to receive reimbursement over 150% of the applicable maximum per diem.

IX.  TRANSPORTATION EXPENSES
Transportation expenses between an employee's official residence and official station are a personal obligation of the employee and are not reimbursable.

1. Reimbursable Transportation Expenses
Reimbursable transportation expenses include all necessary official travel on railroads, airlines, ships, buses, private automobiles, and other means of conveyance.

2. Air Travel Expenses
Effective October 1, 2001, the purchase of ALL AIR TRAVEL arrangements must be made through a Department of General Administration qualified travel agency. All GA state qualified travel agencies must be knowledgeable on the current state contract air rates.

All air travel payments must be made using the CTA account, or in emergency situations, the corporate travel card. When emergency situations arise where the CTA account cannot be used, it will be up to the Director of Finance to authorize reimbursement for air travel arrangements purchased with a corporate credit card.

Discount airfare tickets for international routes may be purchased from an air travel wholesaler who is not a qualified travel agent under the following conditions:

(a) There is no state contract available.

(b) Quotes have been requested from at least two qualified travel agencies for the required itinerary.  Written documentation of the quotes should include, at a minimum, name of agency person obtaining quote, date and time of quote, and travel agency from which the quote was obtained.

(c) Air fares can be obtained at a lesser price from another travel agency or an air travel wholesaler for the same required itinerary.

(d) The airfare price quotations from the qualified travel agencies are returned together with the documentation of the wholesaler’s airfare.

3. The State has established contracts with major airlines covering the state's most heavily traveled routes and providing reduced airfares to employees traveling on business. Refer to the Business Office for detailed instructions, contracted destinations, and fare codes. This is a mandatory use contract, except when one or both of the following conditions exist:

(a) The agency can obtain transportation that is offered to the general public at a fare that is less than the contracted fare;

 and/or

(b) The contract airline does not travel to the desired destination(s) and/or does not do so within the time constraints required by the agency.

However, when the contract airline offers an equal fare and has seats available at that fare, the contract airline shall be utilized in lieu of a non-contract carrier.

The purchase of air travel from non-GA qualified travel agencies will not be reimbursed, except for emergency situations that have been approved by the agency-designated travel liaison, and as indicated in item 2 above.

The employing department will be responsible for coordinating airfare requirements with the travel agent. Any payments in addition to authorized fares will be made by the employee directly to the ticket agent.

4. Tickets purchased by Pierce College from any funds under its control may not be exchanged for cash by the employee-traveler under any circumstances. Unused tickets or portions thereof must be returned immediately to the ticket agent. Credit will be given by the transportation company and applied to the budget from which the original purchase was made.

5. The college may authorize payment for air travel costs in advance in order to take advantage of discounts offered by a commercial carrier prior to a scheduled trip if the following conditions are met:

(a) The ticket is purchased through the College’s Corporate Travel Account; and

(b) The Business Office retains physical custody of the ticket until immediately prior to the commencement of the scheduled trip; and

(c) The accounting for tickets in inventory follows the general accounting procedures so as to record the use of the tickets as expenditure in the proper biennial period.

X.   MOTOR VEHICLE EXPENSES

1.  General Guidelines for Motor Vehicle Usage
When a state-owned or leased passenger motor vehicle is being operated, any person exercising control over and/or operating the vehicle is expressly prohibited from engaging in the unauthorized transportation of passengers. Transporting of unauthorized passengers while on official state business in a vehicle is considered a personal decision, and the state of Washington will not provide excess liability protection to the unauthorized passenger in the event of an accident.

2.  Privately Owned Vehicles
Authorization is required. It is the responsibility of the employee to coordinate travel in the most practical and economical means and in accordance with state policy. Use of private automobiles shall be based on the work requirements of the college and not on the personal preference or convenience of the employee.

3. The driver of the vehicle must possess a driver's license recognized as valid under Washington state law.

4. The college cannot legally assume responsibility or liability when private automobiles are used. If an accident occurs when the employee or official is driving his/her privately owned vehicle, that individual's insurance is primary and will be utilized prior to the state of Washington's possible provision of any excess liability protection.

5. Reimbursement for use of privately owned vehicles when conducting state business will be as follows:

(a) Reimbursement at the current rate determined by OFM/IRS regulations will be allowed for approved trips. Effective July 1, 2011, mileage reimbursement for use of a personal vehicle on official college business will be reimbursed at $.510/mile.

(b) If a personal vehicle is driven to out-of-state locations, reimbursement shall be at the foregoing rates, but not to exceed the cost of tourist class airfare.

6.  District Owned Vehicles
(a) State vehicles shall be used only on official business.

(b) The driver of the vehicle must possess a valid driver's license, which should be indicated on the travel expense voucher upon submission.

(c) The operator must adhere to careful driving practices and observe traffic laws and regulations at all times.

(d) The vehicles shall be reserved through the Student Programs Office, Room C418, after appropriate approval has been obtained.

(e) Vehicle release forms, accident report blanks, and insurance information are located in the glove compartment of the car.

(f) Complete copies of the college vehicle policy are available through the safety office.

(g) Traffic accidents involving any motor vehicles used for official state business are to be reported by the operator within 24 hours to the agency head or authorized designee and to the proper law enforcement agency.

7.  Rental Vehicles
A rental vehicle may be used for official business under the following conditions:

(a) A state-owned vehicle is not available or

(b) The use of the rental is advantageous to the state, or more economical than other conveyance, or necessary state business cannot be accomplished otherwise; and

(c) Use has been approved in advance by the agency head or authorized designee through issuance of a Dept. of General Administration-authorized state travel charge card system. This encompasses the VISA corporate charge program, the rate code issued for the state's contract with the authorized motor vehicle rental company, and car rental cards issued through the GA, Office of State Procurement.

(d) Rental of motor vehicles will not be authorized for travel destinations within urban areas.

(e) The state contract for rental of motor vehicles does not authorize the vehicle to be used for other than official state business. Therefore, when a traveler couples a personal vacation with official state business, the traveler is expected to execute a personal contract to rent a motor vehicle for the vacation portion of the trip.

8. The rental motor vehicle is to be obtained through a motor vehicle rental card or the VISA corporate charge card.

9. In all cases where an employee is billed individually and is seeking reimbursement for car rental services, a receipt for the costs must be attached to the travel expense voucher by the employee.

10. Motor vehicle rental cards must be obtained through the college's Administrative Services Department, and subject to the following:

(a) The driver of the vehicle must posses a valid driver's license and at least 18 years of age.

(b) Receipts for rental car charges to Pierce College shall be forwarded to Administrative Services with return of credit card at the conclusion of the trip.

(c) The rental vehicle is charged to Pierce College on a credit basis to take advantage of contracted price discounts.

(d) Use has been approved in advance by the appropriate administrator through a request for use of car rental card.

(e) Credit cards will be issued by Administrative Services on a trip-by-trip basis, rather than on a permanent assignment.

(f) Receipts for rental car charges to Pierce College shall be forwarded to Administrative Services Department with return of credit card at the conclusion of the trip.

XI.   REPORTS OF ACCIDENTS

Any traffic accident involving any motor vehicle in use for official state business is to be reported by the operator as described below:

1.  Injury Accidents.

 Traffic accidents in which any party is injured or claims to be injured are to be reported as follows:

(a) Immediately notify the proper law enforcement agency having jurisdiction, such as the local city police department, or local sheriff’s department.

(b) As soon as practical, telephone the Division of Risk Management at (360) 902-7303 to report the accident.

(c) Within 24 hours, report the accident to the agency head or authorized designee of the vehicle operator’s agency.

(d) Within 2 working days, complete an incident report (SF137) and submit copies to the operator’s agency, to the Division of Risk Management at the Department of General Administration, and to the Risk Management Office at the Department of Transportation. If a privately owned vehicle in use for official state business is involved, the accident must also be reported to the operator’s own insurance.

2.  Non-injury accidents. 

Traffic accidents in which there are no injuries and no one claims to be injured are to be reported as follows:

(a) Immediately notify the proper law enforcement agency having jurisdiction, such as the local police department, or local sheriff’s department when either of the following apply:

  (1) Damage to any vehicle is $500 or more, or

  (2) Liability for damage may extend to the operator or to the state of Washington.

(b) Within 24 hours, report the accident to the agency head or authorized designee of the vehicle operator’s agency.

(c) Within 2 working days, complete an incident report (SF137) and submit copies to the operator’s agency, to the Division of Risk Management at the Department of General Administration, and to the Risk Management Office at the Department of Transportation.

(d) If a privately owned vehicle in use for official state business is involved, the accident should also be reported to the operator’s own insurance carrier.

XII   MISCELLANEOUS TRAVEL EXPENSES

1. Miscellaneous travel expenses essential to the transaction of official Pierce College business are reimbursable to the employee. Reimbursable expenses include, but are not limited to:

(a) Taxi fares (including a customary tip or gratuity), car rentals, parking fees, and ferry and bridge tolls.

(b) Registration fees required in connection with attendance at conventions, conferences, and official meetings.

(c) Rental of room in a hotel or other place, which is used to transact official business. The room rental is reimbursable as a separate item when authorized by the appropriate administrator.

(d) Charges for necessary stenographic, faxing or typing services in connection with the preparation of reports and/or correspondence, when authorized by the appropriate administrator.

(e) The cost of personal care attendant services, which are required by disabled travelers in order for them to travel, will be allowed as a miscellaneous travel expense. Such costs may include fees and travel expenses of the attendant. The maximum reimbursement for such costs is not limited by a dollar amount. Instead, the maximum reimbursement for such costs is to be set by the VP of Administrative Services as part of the agency’s required positive system for management and control of travel.

(f) The actual cost of laundry and/or dry cleaning expenses, as evidenced by a receipt, is authorized for travelers in continuous travel status for more than five (5) days in the continental U.S.A.  An allowance is already included in the meals and incidental rates for travel outside the Continental U.S.A. Use of a coin-operated laundromat is allowed. If a receipt for a coin-operated laundromat is not available, the traveler may claim actual expenses up to $25 on the “Detail of Other Expenses” portion of the Travel Expense Voucher.

2. Whenever possible, registration fees, rental of rooms for official business, and other miscellaneous travel expenses in excess of $50.00 are not to be paid for by the employee. Sufficient planning should be completed such that the vendor of the services would be requested to bill Pierce College in accordance with the requirements set forth in these procedures and the prescribed purchasing requirements.  Miscellaneous supplies exceeding $50 plus applicable tax should not be included on the travel expense voucher.  Such items are to be purchased in accordance with prescribed state purchasing requirements and taken along on the trip.

3. Certain travel expenses are considered as personal and not essential to the transaction of official Pierce College business. Such non-reimbursable expenses include, but not limited to:

(a) Valet service, entertainment expenses, radio or television rental, and other items of a similar nature.

(b) Taxi fares, car rental, and other transportation costs to place of entertainment and other similar facilities.

(c) Costs of personal "trip insurance" and medical and hospital services.

(d) Personal telephone calls are non-reimbursable except when the travelers travel arrangements are changed due to flight delays/cancellation due to inclement weather.

(e) Any penalty that might be assessed by a transportation company for non-cancellation of reservation or "no show" will be paid by the employee who neglected to cancel the reservation or appear for his/her flight. The State will not pay for such penalties.

(f) Any tips or gratuities associated with personal expenses are not reimbursable.

(g) Charges for vehicle service calls caused by the negligence of the traveler are not reimbursable (e.g. fuel delivery, locked keys, jump-start).

XIII.  MISCELLANEOUS REQUIREMENTS

1.  Leave of Absence During Travel
(a) When leave of absence of any kind is taken while in travel status, the exact hour of departure and return to the temporary official station must be shown on the travel expense voucher. Except as provided in the following paragraph, reimbursement shall not be granted for such period, nor shall expenses be allowed for transportation to and from the temporary official station.

(b) Whenever an employee-traveler takes leave of absence of any kind because of being incapacitated due to illness or injury, not due to his/her own misconduct, the authorized reimbursement for subsistence and lodging may be continued during the leave period, but not to exceed in total the cost authorized for private vehicle mileage or common carrier in returning the employee to his/her official station and then back to the assignment.

2. Travel for Convenience of Employee
If an employee elects to return to his/her official station or residence after the close of a regularly scheduled working day, the maximum reimbursement shall be the lesser of either:

(a) The travel expense incurred in returning to his/her official station or residence or

(b) The amount which would have been allowable had the employee remained at his/her temporary official station.

3. If an employee elects to return to his/her official station or residence, as set forth above, he/she shall return to the temporary official station in time to observe the regularly scheduled working hours.

4. No reimbursement for lodging and subsistence shall be paid to an employee for extra time incurred if he/she travels to a destination for his/her own convenience in advance of the necessary time for arrival, nor shall he/she be paid for extra time incurred if he/she remains at the destination following an official meeting or other work assignment whenever it is for his/her own convenience unless it is more cost effective to do so.

5. Change in Itinerary
If there is an authorized change in itinerary to conduct official business, the employee may pay the added cost and claim reimbursement on the Travel Expense Voucher. The reason for the change in itinerary should be included on the Travel Expense Voucher. Changes in itinerary are subject to final approval of the appropriate administrator.

XIV.  PREPARATION OF TRAVEL EXPENSE VOUCHERS

1. Submission of Travel Expense Vouchers
(a) All Travel Expense Vouchers must be submitted via the appropriate dean, director, or administrative officer having control of the budgetary unit from which the charge will be paid. The appropriate administrator will approve the voucher if correct and forward it to the Business Office for processing for payment.

(b) All information on the Travel Expense Vouchers must be completed. The Travel Liaison will provide information and assistance in completion of travel voucher.

(c) All approved Travel Expense Vouchers must be submitted with the signature of the appropriate administrator and proper documentation for justification attached. Travel Expense Vouchers should be submitted monthly or more frequently when the reimbursement equals or exceeds $100.00.

(d) Mileage only claims - short mileage trips can be submitted every 90 days or when the reimbursement equals or exceeds $50.00.

2. Receipts and Information Required in Support of Travel Expense Vouchers
Each lodging claim must be supported by an original receipt (actual lodging reimbursement cannot exceed maximum rate).  Receipts for allowable expenditures for amounts in excess of $25.00, plus any applicable tax, shall be required for sundry expenses and attached to the voucher, except for:

(a) Day parking fees.

(b) Transit fares, ferry fares, bridge and road tolls. 

(c) Telephone calls when it is necessary to use a coin-box telephone or when the telephone call cannot be charged to the employee's office telephone extension.

(d) Exact time of departure and return shall be shown on the Travel Expense Voucher and shall be designated as A.M. or P.M.

(e) When two or more employees are traveling together in one car, each must indicate this fact, naming on his/her expense voucher the persons with whom he/she was traveling and the travel destination of each.

(f) Receipts must be submitted for meals with meetings.

