Clark Paulsen, Division Chief
Caltrans Policy and Procedures for Mission Critical In-State and Out-of-State Travel
References: Executive Order B-06-11; Business, Transportation, and Housing Agency (BT&H)
Introduction
Consistent with Executive Order B-06-11 and guidance by BT&H, travel in the trip categories listed below is considered mission critical in-state travel. The Department is allowed to approve internally individual in-state trips within these categories throughout the remainder of FY 2011-12. Taking these trips will ensure the continuity of the Department’s record of delivering core products, while working within the current environment of seriously constrained resources. These mission critical trip categories are also applied to Out-of-State Travel (OST) determinations along with the National Strategic Engagement Policy as explained in the Out-of-State Travel Policy and Procedures included in this section. 

Direction from BT&H on Travel (as of September 28, 2011):

Executive Order (EO) B-6-11 restricted in-state and out-of-state travel to only that travel that is mission critical or at no cost to the state, and an approval process was put in place for BTH Agency to give authorization for such travel. The EO also states that “The Department of Finance will work with agencies and departments to develop targets for budgetary reductions in lieu of travel restrictions. Departments that achieve their target budget reductions, as determined by the Director of the Department of Finance, may seek exemption from the provisions of this executive order.”  
 
Department of Finance has verified that for those departments that have approved CS 3.91 budget reduction plans, the approval/authorization process is no longer necessary. Caltrans has an approved budget reduction plan and no longer needs to send in-state travel requests to BT&H for authorization. Caltrans is still required to maintain the tight monitoring of in-state travel put in place over the past five months and should continue to apply prudent discretion on what types of travel is allowed. The process for out-of-state travel is not changed; with the exception of the approved travel blanket, out-of-state travel still requires Governor’s Office approval.   

The Department has been successful in reducing the cost of travel over the past two years and particularly over the past five months since issuance of the Executive Order. It is imperative that we continue to maintain this downward trend in travel expenses. The Director’s office will work with Accounting Division to monitor expenses and ensure that the cost-savings trend continues.  

Approval of mission-critical travel is now delegated to Deputy Directors and District Directors. Approval authority may be further delegated as appropriate, understanding that Deputy Directors and District Directors are ultimately responsible for any approval given. It is important that we maintain the current authorization to approve our own in-state travel.

Mission Critical Travel Categories

The travel categories below are considered mission critical. Travel for these purposes, IF it requires airfare and/or hotel lodging will need to be submitted for approval on an individual basis and a record kept of that approval. Day trips that do not include airfare or lodging can be approved by the first-line supervisor; a record shall be kept of such approvals by the supervisor. 

a) Enforcement Responsibilities 
   	(such as, activities to ensure compliance with statute, regulation, standard, or contractual obligation)
	Mandated Inspections of Bridges & Other Transportation Facilities
	Contractually Required Consultant Contract Oversight
	Contractually Required Inspections: Materials & Fabrication
	Certification of Equipment and Facilities
	Toll Bridge Seismic Retrofit Program and Bay Bridge Inspections & Consultations

b) Auditing
	Audits & Investigations
	Legal Depositions and Defense
c) Revenue Collection
    (such as):
	Toll Bridge & Express Lane Collection Operations 
	Encroachment Permit Site Inspections
	Extralegal Truck Permit Site and Route Inspections
	Airspace Lease Program: Negotiations, Site Inspections

d) Function Required by Statute, Contract or Executive Directive
	Mandated Board, Commission, and Project Planning Meetings with Local Partners
	Project Delivery Activities
	Maintenance Activities
	Traffic Safety and Operations Activities
	Emergency & Incident Response Activities
	Legislative Hearings
	Facilities Management & Investigations: Fire, Life, Safety & Haz-mat
	Personnel Exams & Interviews
	Travel Required for Remote Supervision
	Human Resources & Labor Relations: Hearings, Investigations, & Required Trainings including new Supervisor training series
 
e) Necessary Job-Required Training Necessary to Maintain Licensure (such as):
	Underwater Dive Inspection of Bridge Foundations
	Fracture Critical Bridge Inspections
	Employee Safety and Haz-mat Training
	Traffic Safety Device Training
	Traffic Safety Investigator Training

Mission Critical Travel Categories that require approval by the Deputy Director and District Director, and cannot be delegated:

Management Meetings: The frequency of management meetings needs to be justified. The reason for in-person meetings needs to be justified; these meetings should be broken into regional groupings to the extent possible to minimize any overnight travel. Whenever possible, meetings should be held in public buildings, not hotels.

Conferences:  Attendance at non-state sponsored conferences requires approval. No more than one employee should attend unless there is a strong justification for additional employees who each have distinct roles at the conference.

Travel for speeches and panel presentations, when invited by partner agencies, must be pre-approved.



Mission Critical Training

Programs should develop their statewide training plan for training that requires travel for the entire year. Plans should state why training is mission critical or otherwise required, who will be trained, how the training will be delivered and why any training needs to be in-person. These plans must be approved by the Program Deputy Director. If the training is approved, the associated travel is approved. Whenever possible, public buildings should be used. 

Travel not allowed without a specific exemption: Travel for Awards, Recruitment, Networking, Professional Development, and Annual conferences, as specified in Executive Order B 06-11. It is desirable to seek ways to have these presented in-house or by webcast.

Lastly, any Travel Expense Claim (TEC) for mission critical travel, which includes airfare and lodging, will require a reference to that category on the TEC in Box 11, Purpose of Trip.   

Out-of-State Travel (OST) Requests

Your OST travel request should reflect the National Strategic Engagement and/or Source Inspection purpose of your travel and explain how it is mission critical. 

National Strategic Engagement Plan for Fiscal Year 2011/12- Background

 "National Strategic Engagement" (NSE) trips are trips that are taken to influence national transportation policy, to conduct or to help guide research, or to participate in activities in support of technical innovation, with the over-arching goal of delivering benefits to California.

As part of Caltrans’ mission to Improve Mobility Across California and in accordance with our Strategic Goals, Caltrans corporate staff is constantly updating and maintaining department-wide policies, standards and guidance to improve the safety and reliability of the State’s transportation system and increase the efficiency of the Department’s activities. A key part of that work includes national strategic engagement on research teams and on technically focused committees where national policies, standards, and innovations are developed and issued to states for incorporation into daily operations. Caltrans’ ability to engage and guide this national work directly impacts daily operations. It is mission-critical work.
The engagement of Caltrans staff in national discussions on transportation policies, procedures, standards, regulations and implementation of emerging technology is mission-critical. It is directly related to efforts to become more effective.

In particular, the involvement of Caltrans technical experts on national research teams, allows us to influence the desired results and impact the proposed implementation of that research. It magnifies by several times California’s expenditure on needed research for transportation safety and system improvements by leveraging funding from other States on research of mutual interest.

The involvement of Caltrans staff in national discussions on legislation for transportation funding continues to influence decisions made regarding funding distribution to State and local entities.

Caltrans’ National Strategic Engagement efforts lead to improved business practices and opportunities which improve the products and services provided to California’s traveling public.  



Richard Land, Acting Chief Deputy Director
August 9, 2011

BT&H Guidelines for OST per the Governor's Office
 
All out of state, bordering states and out of country trips must follow the procedures below and must be submitted to the HQ Statewide OST Coordinator at least 14 days prior to when your travel reservations and host commitments need to be made. Districts may submit 30-60 day blanket requests for bordering state and out of country day trips. The total expenditures claimed on the TEC, plus transportation costs, may not exceed the total amount approved on Form 257.

Substitution trips are no longer allowed. All Form 257 trip requests must correspond to an approved trip in your blanket. Form 257 for your trip will be submitted to Lora Sotelo. It will be reviewed by the OST Committee (Directorate). Approved blanket trips only require approval by the Directorate.

A previously denied trip from your blanket or a new trip can be submitted on a 257 as a new trip, outside the blanket. Form 257 will be submitted to Lora Sotelo. It will be reviewed by the OST Committee, and approved will be sent forward to Agency and the Governor's Office for approval.

The Governor's Office does not give priority to trips funded by others. Regardless of funding source, the Governor's Office reviews your trip for the content of your justification. Your justification in each Form 257 must clearly indicate your role and what is mission critical about your participation. If you are attending a committee meeting that takes place during a larger conference, justify your trip by citing specifics based on your role in the committee, not general attendance at a conference or annual meeting. If you are planning to attend more than a committee meeting at a larger conference you should also indicate what other parts of the conference are mission critical and what you will bring back to the Department. Travelers are highly encouraged to seek trips funded by others, when it is available, to limit expenditures to the State. 

Annual meetings happen once a year; do not put in for more than one per year on the same committee. Please note that the Governor's Office is very attentive to the details and we must be accurate. 

Sending more than one traveler to the same conference or meeting is not desirable unless you can clearly identify the role of each traveler attending. 

Bordering State Trips

Bordering state trips of five days or less are not in the blanket. They require a Form 257 for each traveler, and will be reviewed by the OST Committee for approval.  

Bordering state trips exceeding five days will be processed as described above as an OST trip. There must be a Form 257 for each traveler along with the justification and explanation of their role. 

Bordering state trips do not include trips through or stopovers in bordering states incidental to travel within points in California.

Out of Country Trips

Out-of-Country (OCC) trips, not included in a blanket, still require a completed Form 257 package and at least 14 days for processing through the Directorate, BT&H Agency, and the Governor's Office. Approved OCC trips included in a blanket require a Form 257 package and will be reviewed at the Directorate level only.

OCC cross-border one-day trips that are no-cost must be approved at least 14 days in advance by the HQ Statewide OST Coordinator. Districts are encouraged to submit 30-60-day blanket requests that indicate title of project, company, or agency to be visited/inspected, product/materials to be inspected, dates and specific destinations. 

Caltrans In and Out of State Travel Contacts for further information:

Katie Benouar, Chief of Staff
Caltrans Director’s Office (916) 654-3660

Lora Sotelo, Statewide OST Coordinator
Resource Planning and Policy Office (916) 445-1025
