DEED Orientation to Travel

Welcome to the Department of Education & Early Development (DEED)!  Travel for the State of Alaska is unique and has very specific rules.  If at any time you have questions, feel free to contact your Travel Planner, DEED’s Travel Coordinator, or Finance Officer.  

Before Travel
DEED has an online travel authorization system.  Requests for travel, approval of travel, changes to travel, and completion of travel are all done through this system.  The system is accessed through the DEED intranet, https://education.alaska.gov/intranet/, under the TRAVEL button. 

[image: ]

New employees should create a new profile,
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Creating a profile effectively creates a login and password.  Your login ID is your first name initial, middle name initial, and last name (i.e. John D Smith = jdsmith).  The password is the last four digits of your social security number and the two digits of your birth month (leading zero required) (i.e. SSN 123-45-6789 and birth month January = 678901).

Once a profile is created, the online travel authorization system is available for use.
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Prior to initiating the online travel authorization, the following should be done:

· Obtain verbal approval from your immediate supervisor for travel
· Gather information that you will need for your Travel Authorization (TA)
· Flight Information – destination, days, and times
· Hotel Preference(s)
· Need for Rental Car
· Parking/Shuttle/Taxi needs
· Estimate your Per Diem (meals and lodging)
· Registration Fees (if applicable)
· Need for an Advance
· Destination Contact Information
· Financial Coding
· Conference Agenda (if applicable)


Click the “Complete a New TA” and fill in the required information. .
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TAs can be submitted with approximate dollar amounts or with more specific information using the State of Alaska E-Travel system. (See page 7)

Out-of-state travel requires an “Out of State Memo” to be completed with the submittal of the TA and requires Commissioner Office or Designee approval.  
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Once the TA is complete, click the “Submit New TA and Send Auto Email” button.
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This will automatically generate an email to your supervisor requesting approval.  You will receive an email when the TA is approved.  Once the TA is approved, the travel can be booked.  ALL travel must be approved in advance per Alaska Administrative Manual (AAM 60.040).

Locating approved TA’s
Login to the Department’s Online TA system.  Click on “Review TA’s”
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If the TA number is known, it can be entered, otherwise click “submit” without a TA number. You’ll get a list of your TA numbers, with travel dates.
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Select the TA and a review document will appear. 
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TAs can be printed from this location. 

Booking Travel 
[bookmark: _GoBack]The State contract for travel consists of an electronic system (statetravel.alaska.gov) and a travel management contractor who can assist with itineraries, 907-500-4292 or 866-762-8728. Note, the fees are higher for using the travel management contractor.  It is DEED’s practice to use the electronic system as much as possible as the fees are lower.

It is DEED’s practice for travel planners to finalize travel for employees.  The employee can perform research for their own travel on the electronic system, print the information, and provide to the travel planner for booking. 

If the traveler needs to make changes while traveling and it’s outside of their travel planner’s officer hours, the contractor is available after-hours, call (888)423-2434. 

The electronic reservation system is accessed through the internet: https://dof.doa.alaska.gov/dof/resx/login.
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Travelers can use this system to choose air, car, and hotel options and print the research. (Research cannot be saved within the system.)The information can be used to complete the Online Travel Authorization and can be provided to the travel planner for final booking.

While Traveling
Be sure to keep your receipts, including:
· Boarding passes (screen prints for electronic boarding passes)
· Itemized lodging/hotel
· Parking and taxi/shuttle
· Car Rental (check out at counter required)
· Other expenses (not required for meals)
· Copy of approved leave slips (if applicable)
· Copy of conference agenda (if applicable)

After Travel
Complete the online-TA within 5 business days of completion of trip (required by AAM 60.210 and DEED policy). Login to DEED’s Online Travel Authorization system and select “Use this Link to Submit Actual Costs for Your Travel.”
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Click on the specific TA for which you are submitting costs.
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The post travel report requires the actual dates and times of travel, amounts from receipts, and a per diem calculation.  If meals were provided by the event (conference, meeting, or lodging), this needs to be indicated in the appropriate location.  Travelers are not eligible for per diem when meals are provided unless sufficient justification is provided on the final approved TA (AAM 60.250).
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When completed, click the Submit Cost button. 
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Print the completed TA; attach copies of the
1. Travel Itinerary (required – travel planner will have a copy)
2. Boarding Passes or screen prints from mobile device (required)
3. Conference Agenda (if applicable)
4. Copy of approved leave slip (if applicable)
5. Receipts for all State of Alaska credit card transactions and all personal transactions for which reimbursement is being requested.
6. A written explanation for any reimbursement request or expense claimed for which there is no receipt. Reimbursement is limited to $25.00 per transaction or $30.00 per trip.
Sign the document in the claimant’s space.
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Submit the completed travel packet to your travel planner. This individual will perform the initial review and submit to your supervisor for signature. Travel packets will then proceed to the fiscal section for processing.

Tricky Travel Items

· Personal Deviations (AAM 60.080): A personal travel deviation is either an alternate route of travel or an extension of travel for personal reasons.  AAM 60.080 gives clear guidance on the rules for travel deviations, in addition, DEED has a specific travel deviation policy, https://education.alaska.gov/intranet/forms/policy/EED_Policy_Travel_Deviations.pdf
· Travel deviations require written pre-approval by a supervisor.
· Two fare quotes have to be obtained, one for state business only and a second with the travel deviation.  If the deviation fare is higher, the difference is borne by the traveler.  Under no circumstances are travel planners to research the cost of travel deviations or book personal travel; this must be done by the traveler.
· If the fare is higher with the personal travel, the traveler must make the purchase with personal funds. They will be reimbursed the state portion when the travel is finalized.
· Both of the fare quotes should be included in the travel authorization packet for supervisor, division, and department approval and in the final travel packet.
· Rental cars may not be used for personal travel. An employee is considered to be on personal travel if they remain in a location for any period of time and are not in work status.  This includes staying a weekend between two weeks of work.

· Reimbursement for personal use of vehicle (AAM 60.140):  Mileage incurred for commuting between an employee’s residence and normal work location is not reimbursable. Reimbursement for use of a personal vehicle rather than a taxi to the airport will be considered on a case-by-case basis.
· Third Party Reimbursements (outside entities) (AAM 60.230): The travel authorization should indicate the third party’s involvement in the trip. The third party should reimburse the state directly, however if the traveler is reimbursed, the check should be turned over to the Travel Coordinator.
· Third Party Reimbursements (other departments): The DEED travel authorization process must still be followed; supervisor approval of travel is required.  Travel is initially paid by DEED who is reimbursed by the other state entity. Please see the Travel Coordinator prior to beginning the travel process for detail information.
· Meal(s) provided at the conference/meeting (AAM 60.250): Normally, meal(s) provided to a traveler are not eligible for reimbursement. However, the traveler will be reimbursed if sufficient justification for not eating the meal is provided on the final approved TA.
· Food purchases for an event hosted by DEED (AAM 35.140): ALL food purchases for an event/conference hosted by DEED must be pre-approved by the Commissioner, Deputy Commissioner, Division of Administration Director, or Division of Teaching & Learning Support Director.  This includes purchase of treats/snacks for event participants. 
· Travel Advances: Travel advances can be requested through DEED’s online travel authorization system.  The Division of Administrative Services will process the request at 80% of the estimated per diem for your travel. PLEASE, notify Administrative Services when you have requested an advance. Travel advances take a minimum of 3 days to process.


Sources of Information

The state travel policy:http://doa.alaska.gov/dof/manuals/aam/resource/60t.pdf

There are extensive travel FAQs on the state travel page:  
http://doa.alaska.gov/dof/travel/faqs.html

In addition, there is department specific information on the DEED intranet:  
https://education.alaska.gov/intranet/travel/TravelFAQs.cfm
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