
	


DEPARTMENT OF MILITARY & VETERANS AFFAIRS

DIVISION OF ADMINISTRATIVE SERVICES

TRAVEL POLICIES AND PROCEDURES
The Department of Military and Veterans Affairs has implemented procedures for travel based upon the memorandum from the Governor’s Office titled Travel and Hire Restrictions dated February 13, 2019. These procedures apply to all travel (operating budget only unless further guidance is provided) regardless of fund source.
DEPARTMENT OF ADMINISTRATION TRAVEL POLICY (AAM.60.010)

· The travel policies of the State of Alaska are adopted by the Commissioner of the Department of Administration in accordance with AS 39.20.160. State agencies and travelers are required to comply with these polices whenever traveling on state business.  Department heads may approve policy exceptions on a trip-by-trip basis for subordinate personnel within their departments based on documents circumstances or unique business requirements.  Policy exceptions for department heads must be approved by the Commissioner of the Department of Administration.
· The purpose of the travel policies is to provide approval to travel on state business, and to provide reimbursement for actual and necessary expense incurred by travelers while traveling on state business. The policies apply uniformly to all travelers while traveling on state business unless otherwise provided for by a collective bargaining agreement.  When there is a conflict between these policies and a collective bargaining agreement, the relevant provision of the collective bargaining agreement supersedes.
· The travel policies of the state are generally intended to follow current IRS regulations as an accountable plan.  See AAM 320 for tax implications related to state travel reimbursement policies.
TRAVEL AUTHORIZATION 
· All travel shall be approved in advance.  
· The Annual Travel Spend Plan approved by the Commissioner and reviewed for exceptions by the Chief of Staff will serve as the approval mechanism for in-state travel (operating budget only).  It will also serve as the initial budget working papers for travel expenditures.  A Travel Authorization Number may be assigned per identified traveler at the time of Travel Spend Plan publication.
· Any travel not on the Travel Spend Plan must be pre-approved by the Commissioner.  The request for approval shall be in writing and must document essentials of the travel including purpose, destination, dates, and all estimated costs. The final approval authority is dependent on the location of the travel:
· Travel within Alaska: Prior approval is required within the department and shall at a minimum have the approval of the traveler’s immediate supervisor or designee and the DMVA’s Commissioner or designee. This approval will require an approved memorandum from the division to the Commissioner and an approved Travel Authorization.
· Exceptions: In the case of emergencies or disasters, the Commissioner may delegate travel approval authority to Division Directors, i.e., Homeland Security (disasters).
· Out of State and International Travel: Not permitted at this time. Exceptions when affecting an agency’s ability to deliver high-priority programming, such as for public safety, economic growth and development, or federal compliance requirements will be considered and must be approved in advance by the Chief of Staff. The Approval Memorandum will be routed for signature by the Division Director, through the Commissioner’s Office (OTAG) who will route to the Governor’s Office Chief of Staff.  This approval will require a copy of a tentative Travel Authorization, and a Travel Waiver Request to be recorded on the Travel Spend Plan.
FORMS
· All travel requests must include current travel forms. Please visit http://doa.alaska.gov/dof/forms/index.html#trav for the most recent DOA forms.
· Travelers must contact DAS Fiscal Travel Desk if travel involves any deviations to ensure proper forms are submitted. 
· Request for In-State Travel Not on Approved Travel Spend Plan memo and instructions can be found here: https://dmva.alaska.gov/DAS/Accounting
REFERENCES

· State Administrative Manual, Sections AAM 60.010 through 60.280, include regulations on transportation and moving expenses, subsistence, and travel vouchers.

· Alaska Statutes, AS 39.20.110 - 190, include laws that pertain to general regulations, per them allowances, allowable expenses, mileage allowances, travel costs, travel outside the State, travel advances, transportation and expenses for board members, and definitions.

· Collective Bargaining Agreements: 1) Supervisory Bargaining Agreement; 2) General Government Bargaining Agreement; 3) Labor, Trades and Crafts Bargaining Agreement; and 4) Confidential Bargaining Agreement. Consult pertinent travel articles within these agreements. If bargaining agreement has expired, the terms of the expired agreement remains in effect until notification by the Department of Administration.
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