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	 Department of Transportation

TRAVEL INFORMATION & POLICY

	Subject:

Travel Programs –  Verification of Travel Expenses

	Number:

	
	TIP 12-001

	
	Date Issued:

	
	January 27, 2012

	References:
	Expires:

	Department of Personnel Administration PML 2011-044, 
Travel Information and Policy 09-001, 09-001A
	Until Rescinded

	Purpose
Official Travel Status (50 miles or more from Home/HQ)
	To remind the Department’s employees of the Department of Personnel Administration’s (DPA) State travel policy. The following requirements regarding the verification of travel expenses is in effect:
1. All business travel that results in any cost (airfare, rental car, meals, hotel, etc…) to the State must be supported by a Travel Expense Claim, STD Form 0302.
2. All business travel that is paid for by the State via a transportation contract (e.g. car rental contract, airline contract) shall be also documented on a TEC. The TEC shall note the method of transportation but not a cost as the employee does not incur an out-of-pocket expense.
3. Any State business travel that is paid by a non-State entity or benefactor must be documented and approved in advance by the appointing authority or designee and must be reconciled by filing a TEC.



	Travel within 50 miles of Home or Headquarters
	Expenses incurred within 50 miles of an employee’s home/headquarters must be substantiated and approved according to current State and department reimbursement policy (Travel Guide - Chapter 6).
Employees are reminded that all travel on official State business must be authorized in advance by their supervisor or appropriate hiring authority. It is the employee’s responsibility to submit a TEC to substantiate travel expenses in a timely manner.

	PML 2011-044,
TIP 09-001,

and 09-001A
	To review DPA’s policy related memo, and/or the related Travel Information and Policy (TIP) please utilize the links under References above.

	
	


If you have questions, please contact Katie Kennedy at (916) 227-8652.  
To view the Department’s travel policies, please visit the Caltrans Travel Guide.  
For individuals with sensory disabilities, documents may be obtained in alternate formats. To obtain such services, please e-mail Katie_Kennedy@dot.ca.gov. TTY users may also call (800) 735-2922.
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See Instructions On Reverse Side

CLAIMANT'S NAME (First, M Las) CALTRANS EMPLOYEE D NUMBER |CONTACT PHONE NOMBER
Cal T. Rans st (916) 555-1212
POSITION TITLE EUMD. GNIT (where cheak t be senf ALTERNATE PHONE NUMBER
Senior Transportation Engineer 509 g
CLAMANT'S HOME ADDRESS HEADGUARTERS ADDRESS s,
1400 T Street 1801 30th Street 9
g STATE 2P CobE g STATE 2P CoDE
Sacramento ca 95814 Sacramento ca 95818
T MONTHIVEAR ) - [ wes - 2 TRANSPORTATION ® E)
a2 LOCATION o @ | @] culhee | earttanise [susmess| Tora
@ Viners Sxpenses arenc T nopen| coSTor [rve|  CAREAR Brtse | expense
DATE| TIME Were Incurred LODGING | FAST | LUNCH |pmner | TALS TRANS. USED| papuing | MES | AMOUNT | goy 1 FOR DAY
[Example 1 - Travel > 50 miles
1/4 |0800-1500|Sacramento - San Diego 0.00( A
(Air/Car - State contract w/
ect billing to Accounting) 0.00RC

[Example 2 - Travel > 50 miles
[wiovernight stay

1/24| 0700 |Sacramento - Los Angeles 0.00| 0.00| 0.00] 0.00{ A
1/25| 1500 [Los Angeles - Sacramento 0.00| 0.00] 0.00| 0.00[RC
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1/27 |0630-1700 Example 3 - Travel < 50 miles 0.00(SC

(State Vehicle - direct billing
rom DGS)

0
SUBTOTALS

() PURPOSE OF TRIP, REMARKS AND DETAILS (Afiach rece/psiouchers when equired)
Verification of zero cost travel expenses: 1/4 - Meeting in San Diego; 1/24-1/25 - Training Class Claim Total

127 - Site visit

(12) NORMAL WORK HOURS COST CODING

0700-1600 T | erosecr | ewase | meormne | omgor | oS | awount A acvmy |sueacTTy
{13) WORK SCHEDULE #4# | ###hsssd |alpha# | if applicable | 020 $0.00 12

MF 010 $0.00 1

{14) PRIVATE VEHIGLE LiGENSE # 001 $0.00 e

6CTC123
15) MILERGE RATE CLAWED

555 Applyto Travel Advance (TA) (12 cigi document #) andlor check #

| HEREBY CERTIFY that the above ine s a true statement of he travel expenses incurred by me in accordance with DPA rules i the service of the State of Calfornia,
i a privately owned vehicle was used, and if mileage rates exceed the minimum ate, | certify that the cost of operating the vehicle was equal o or greater than the rate
claimed, and that | have met the requirements as prescibed by SAM Sections 0750, 0751, 0752, 0753, and 0754 pertaining to vehicle safety and seat bt usage.

(16) CLAIMANTS SIGNATURE DATE

{17) SIGNATURE OF OFFICER APPROVING TRAVEL AND PAYMENT PRINT NAME DATE

(18) SIGNATURE AND TITLE OF AUTHORITY FOR BUSINESS EXPENSES EXCEEDING $25.00 FRINT NAME DATE






