DEED Travel Planner Guide

DEED travel planners are the primary contact for our travelers.  They are not expected to memorize the answer to every question, however they should be familiar with all of the information resources available.  Per the Alaska Administrative Manual (AAM 60.020) travel planners are responsible for “support[ing] travelers by making travel arrangements, explaining policies, ensuring travel is approved prior to purchase, and ensuring reimbursement occurs timely after travel is complete.”
Pre-Travel Responsibilities
Some travelers will provide specific information regarding their travel, including preferred flights. Other travelers will not do this.  In either case, the planner is responsible for researching and building a preliminary travel itinerary, based on the approved travel authorization (TA). 
Once the preliminary itinerary is approved by the traveler, the planner is responsible for booking all items on the itinerary.  This may include, but is not limited to;
· Booking reservations on ETravel[footnoteRef:1]; [1:  The only exception is if the traveler has been approved for a deviation.  AAM 60.080 prohibits travel planners from research or purchase of travel outside of the minimum itinerary required to conduct state business. ] 

· Arranging for, or directly paying conference fees;
· For travelers without state credit cards, contacting hotel for credit card authorization; and
· If the travel planner is researching the minimum business itinerary to be compared with the deviation itinerary, save the research outside of the Etravel system on P:\Travel\Travel Deviations.
An itinerary is emailed to the traveler directly from the ETravel system; DEED travel planners are cc’d on the email. The travel planner should print a copy of this itinerary and place it in a tickler file, which  will serve as a reminder of outstanding travel.
During Travel Responsibilities
Responsibilities of the travel planner while the traveler is in travel status is primarily to be available should the traveler have problems.  The travel management contractor can assist if itineraries need to be changed, (907)500-4292 or (866)762-8728. The emergency number for the travel management contractor is (888)423-2434.

Post Travel Responsibilities
Per AAM 60.210 and DEED policy, a final TA should be submitted within five business days after travel is complete.  Completion of the final TA is the responsibility of the traveler (with a few exceptions). The traveler is also responsible for making any additions or corrections identified by the travel planner.
The travel planner is responsible for reviewing the packet and communicating any missing documents/information and corrections to the traveler.  Once the corrections are complete, the travel planner submits the final packet to the traveler’s supervisor for approval.
Review the TA packet for the following:
· Is an itinerary attached?
· Are receipts included for all purchases made with a state credit card?
· Are receipts included for all purchases on a personal credit card, for which traveler is seeking reimbursement?
· If the traveler is missing receipts, the traveler must document why the receipt is not available and have the expense separately approved by their supervisor. Total reimbursement for which receipts are not available shall not exceed $30 per trip.
· If the travel was in-state, have taxes been charged by the hotel?
· Have tips been charged to a state credit card or are being included in the request for reimbursement? Per AAM 60.220 tips are not an allowed expense.
· Is a conference agenda attached (if applicable)?
· If meals were provided at the conference, but the traveler is claiming per diem for those meals, is there an explanation included?
· If the event was hosted by DEED and food was purchased for the event, is there pre-approval of this purchase by the Commissioner, Deputy Commissioner, Division of Administration Director, or Division of Teaching & Learning Support Director?[footnoteRef:2] [2:  Per AAM 35.140, this includes coffee, doughnuts, or other food, unless reviewed by the appropriate agency head and deemed necessary for state functions and not to exceed a reasonable amount.] 

· If there is a deviation in travel, is a fare quote attached for state travel only? 
· If there is a deviation, is a copy of personal leave slip attached?
· Is the TA signed by the traveler?

Non-employee Travel
ALL travel must be approved in advance (AAM 60.040), including non-employee travel. For tracking purposes, all non-employee travelers should have a TA number generated by the TA log, P:\ESS\Finance Log\Current Travel.xlsx.
There are three ways to proceed with non-employee travel.
1. The State purchases the travel directly for all parties.  Non-employee travel can be booked through E-travel using a generic profile. By booking airfare for non-employees, the state pays the contract rate and meets the Alaska Airlines contract.  By booking hotels for non-employees, the state avoids paying taxes. Pre-approval is still required and can be achieved by completing a non-employee travel form.  The traveler is responsible for completing a finalized non-employee TA with the appropriate receipts and documentation for payment of per diem to the traveler.
2. Traveler books and pays for all travel:  Have the traveler complete a non-employee travel form including the dates of travel and cost estimates;this non-employee TA must be approved prior to travel.  The traveler is responsible for providing a finalized non-employee TA with the appropriate receipts and documentation.  Occasionally, a traveler will have come to an agreement with their employer regarding payment of the travel; the employer pays for the travel and expects to be reimbursed by DEED.  Since the written agreement is with the traveler any assignment of payment must follow AAM 35.180, a written request of assignment signed by the traveler and the entity receiving the payment. Alternatively, the traveler can sign the warrant over to their employee.
3. Traveler’s employer books and pays for all travel: A written, signed agreement must be executed prior to travel with the employer, including estimates of travel costs. After traveling, the employee submits to DEED a completed non-employee TA with the appropriate receipts and documentation.

Stipends for non-employees
When general funds are used for stipends, be mindful of the possibility that the stipend could be construed as a means of circumventing hiring an employee or entering a contract with an individual. Under no circumstances should federal funds be used to pay for stipends. Paying a stipend for an individual to attend a short conference is acceptable; paying a stipend for an individual to present at that conference is questionable. General guidelines for stipends:
· Participants must complete a W9 or State Alternative W9 – payment will not be processed without this information.
· Stipend payments must be documented and approved separately from a TA.
· Stipends must be paid on a taxable 73000 AKSAS account.
· A memo justifying the payment of stipends to participants should be signed by a deputy director or person of higher authority.
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