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The purpose of this policy is to establish procedures and timeframes for the submission of reimbursement requests.

The goal of this policy is to ensure that travel vouchers comply with regulations regarding travel reimbursement and are submitted within established timeframe. 

Policy

All DYS personnel shall use the Travel Reimbursement Process to initiate payment for their legitimate reimbursable travel expenses.

All travel vouchers shall be submitted within 15 days of the end of the month in which travel occurred.

Commuting to and from work shall not be reimbursed. (See M.G.L., c. 30, s. 25.)

Personnel shall be paid for the shortest distance traveled to or from the home or office for the first and last trip of the workday exclusive of normal daily work commute.

Personnel shall be reimbursed for actual odometer mileage. Reimbursable miles shall not exceed 115 % of the Milo Mileage Guide.  A written detailed explanation shall be necessary if mileage exceeds 115 % of the mileage guide. 

There shall be an approved AF-5 on file before any out of state travel may be reimbursed.

Reimbursement rates shall be determined by union contract for each employee or the Commonwealth of Massachusetts Rules and Regulations Governing Travel (red book) for items not covered by a union contract.

All personnel not covered by union contract shall use the red book for approved reimbursement rate that is paid in lieu of reimbursement for tolls, gasoline and parking.

Procedures

A.     Private Vehicle Travel
         1.
Personnel shall prepare travel vouchers including the following:

a.
date(s) of travel;

b. 
location(s) traveled to and from; 
             

c.
starting and ending odometer readings;
d. 
itemize all expenses daily; and
e. 
attach all receipts such as Hotel, Meals or other expenses you claim.
         2.
Personnel shall be paid for whichever is the shortest distance, traveled to or from the home or office, for the first and last trip of the work day exclusive of normal daily work commute.

         3.
Personnel shall include Bargaining Unit number on their travel vouchers which shall appear after the signature, in the Travelers’ Certification box of the travel voucher.

         4. 
Approval Signature Shall Certify:

a. 
travel occurred;
b. 
mileage reimbursement request is acceptable for distance traveled; and
c. 
document is mathematically correct.
5. Travel voucher shall then be forwarded to the appropriate Account Supervisor for payment processing in accordance with vendor payment policy.

B.      State Vehicle Travel
          1. 
Personnel shall prepare travel vouchers including the following:

a. 
date(s) of travel;
b.
location(s) traveled to and from;             

c.
starting and ending odometer readings;
d.
itemize all expenses daily; and
e. 
attach all receipts such as Hotel, Meals or other expenses you claim.
          2.
There shall be no reimbursement made for mileage traveled in a state vehicle.

          3. 
Approval signatures shall certify:

a.
travel occurred; and
b. 
document is mathematically correct.
C.      Out-of-State Travel
          1. 
All out of state travel for conferences shall require a minimum of one week notification prior to the proposed travel.  This will allow adequate time for securing AF-5 approval. 

          2.
There shall be an approved AF-5 on file before any out of state travel may be reimbursed.

          3. 
Documentation shall be required for reimbursement on all out of state expenses including, but not limited to, receipts for meals, hotels and registrations.

          4. 
Personnel shall prepare travel vouchers including the following:

a.  
date(s) of travel;
b.
location(s) traveled to and from;
             

d.
itemization of all daily expenses; and
e.
receipts for airfare, hotel, meals, and other expenses. 
                

          5.
Approval Signature Shall Certify:

a.
travel was authorized;
b.
travel occurred; and
c. 
document is mathematically correct.
         6. 
Travel voucher shall then be forwarded to the appropriate Account Supervisor for payment processing in accordance with vendor payment policy.

OUTCOME MEASURES/PERFORMANCE INDICATORS

· Travel vouchers shall be submitted within 15 days of the end of the month covered.

· Documented mileage reflects miles actually travelled and does not exceed 115% of the Milo Mileage Guide.

· Out of State travel voucher has an AF-5 attached.







