KDE TRAVEL POLICY
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Summary Sheet

Overview - KDE’s travel policies apply to all state and non-state employees (pg2)
· A state employee is defined as state employees, either merit or non-merit.
· A non-state employee is defined as any individual not a state employee but has been invited to assist KDE with a specific function.  This includes guest speakers, other committee members, grant reviewers, MOAs, PSCs, etc.
Approval for Travel - 

· A DPR is required for non-state employees requesting in-state travel and in-state registrations. (pg 5-6, 7, 9-10).  This is current KDE policy.
· All employees (regardless of 18A, 151B, contract, non-state, etc.) traveling outside KY are required to complete an Out-Of-State/Country Travel Authorization form (OOS form).  DPRs will no longer be accepted as necessary approval for out-of-state travel nor related travel expenses. (pg 11)  This is a change.  Current KDE policy states that state  employees requesting travel outside KY are required to complete an Out-Of-State/Country Travel Authorization form (OOS form).  All others complete a DPR which does not receive required Cabinet and Finance approvals.  Final approval for all travel DPRs are DBFM level only.
· If out-of-state travel for more than one person is requested, additional justification must be provided to DBFM prior to submission for final approval by Finance. (pg 11)  This is a change.  Current KDE states that additional justification is required for more than two employees (3 or more) traveling to same event.
· Out-of-State/Country Travel Authorization (OOS) forms must be submitted to DBFM a minimum of 20 days before the date of departure. (pg11)  This is a change.  Current KDE policy states all Out-of-State/Country Travel Authorization (OOS) forms must be submitted to DBFM a minimum of 14 days before the date of departure.
Payment of Registration Fees – (pg 5-6, 9-10, 13-14)
· Registrations that do not include complimentary food/meals may be paid by the appropriate Office’s ProCard only after that necessary approval (DPR or OOS form) has been approved.  This is a change.  Current KDE policy states that all registrations will be paid by check thru DBFM.
· Registrations that include complimentary food/meals will be paid by check through DBFM.  This is a change.  Current KDE policy states that all registrations will be paid by check thru DBFM.
Lodging – (pg 4, 8-9, 14)
· A $0 balance receipt must be attached to the travel voucher in order to receive reimbursement.  This is current KDE procedure.  This update provides written policy for an existing practice. 
· Express checkout cannot be utilized. This is current KDE procedure.  This update provides written policy for an existing practice.
· Internet searches such as Expedia, Hotwire, etc. to book hotels cannot be utilized as a $0 balance receipt is required for reimbursement. This is current KDE procedure.  This update provides written policy for an existing practice.
Contract for Rooms and Meals – (pg5, 9)
· A DPR can be submitted requesting direct bill for sleeping rooms, meeting rooms and can include meals providing four or more employees (state or non-state) will be attending the event.  A list of those individuals must be included on the original DPR in order to receive approval.  Once the DPR is approved, a Contract for Rooms and Meals form must be submitted to Accounting and Finance Branch, Division of Budget and Financial Management for further approval.  This is current KDE procedure.  This update provides written policy for an existing practice.
Travel Receiving Reimbursement from an Outside Agency (other than KDE) – (pg6, 10, 15-16)
· Policies and procedures have been defined in the event an outside agency (state, federal, event sponsor, etc.) agrees to reimburse a KDE employee for travel (both in-state and out-of-state).  This is current KDE procedure.  This update provides written policy for an existing practice.
·  Policies and procedures have been defined in the event an outside agency (state, federal, event sponsor, etc.) agreed to reimburse KDE for travel (both in-state and out-of-state).  This is a change.  This update provides written policy for an existing practice but also requires additional justification/explanation per a Memorandum Regarding Agency Reimbursement from the reimbursing agency to the Division of Budgets and Financial Management prior to approval and/or reimbursement being authorized.
· Reimbursement will be provided to KDE directly and not routed through the KDE employee and/or non-state employee, etc.  This is a change.  Currently KDE policy does not address reimbursements from outside agencies.  This written policy clarifies that all reimbursements to KDE by an outside agency will be provided to KDE directly and will not be routed through the KDE employee and/or non-state employee, etc.  A Memorandum Regarding Agency Reimbursement will be utilized to track all agency reimbursements.
· State employees will have the option to request KDE purchase airfare providing the expense has received all necessary approvals and a Memorandum Regarding Agency Reimbursement signed by the reimbursing agency has been provided.  In doing so, the reimbursing agency agrees to provide reimbursement to KDE directly. (pg16) This is a change.  Currently KDE policy does not allow for any airfare reimbursements nor any circumstances that might create a financial hardship for the state employee.
Additions to Out-of-State Travel Policies – 
· Rental cars must receive prior approval on Out-of-State/Country Authorization form. (pg 12)  This is current KDE procedure.  This update provides written policy for an existing practice.
· Self parking is preferred.  Valet parking will be reimbursed only if self parking not available at hotel and a letter of acknowledgement from the hotel is provided. (pg 4, 8, 14)  This is current KDE procedure.  This update provides written policy for an existing practice.
· Miscellaneous expenses will be limited to $50 without approval from DBFM and are defined as essential to the nature of the travel. (pg 15)  This is a change.  Current KDE policy does not define miscellaneous expenses nor does it set predefined limit on such expenses.
