DEPARTMENT OF HEALTH SERVICES
TRAVEL
POLICIES AND PROCEDURES




      Updated February 20 2008
Below are the Department’s pre-approval and reimbursement policies for faculty, staff, student, and trainee travel which will be paid by Department budget (grant, state, or other) funds.  There is a link at the end of this document to the UW’s travel website for more specific rules and regulations.  

PRIOR APPROVAL:

All travel must be approved IN ADVANCE  by the Principal Investigator, if using a grant budget number, or by the Chair (as delegated to the Department Administrator), if using central Departmental funds.  (See also the attached  blanket approval statement, for out of state travel as delegated by the Chair. If you need a signed copy of this form, please contact Ginger McMahan) In addition, the pre-approval must include a review for allowability (must meet the test of direct benefit to the project). If the individual’s trip was written specifically into a grant proposal, then the PI can authorize the travel without further review by the Department Administrator (or delegated reviewers – see below). If the PI is traveling, then his/her travel must be approved in advance by the Department regardless of whether it was written into the grant. We have forms developed for pre-approval on our website. These forms provide all the information you need and are linked together for both pre-approval and after-the-trip reimbursement:
                                  http://depts.washington.edu/hserv/admin-travel
The following individuals have been delegated this review for PI’s at these locations: 

· Main Department H&F Wings:  

Ginger McMahan/ Lynne Hamilton
· Canal Street: 




Paul Kraegel
· Nutrition




Fred Abrahamson
· U District Bldg – CCPH & NWCPHP
Janell Blackmer

· U District Bldg – RCHP


Fred Abrahamson

· U District Bldg – HPRC 


Cornelia Roentgen Bloom
· VA:





Ginger McMahan/ Lynne Hamilton
· 45th Street Plaza – 4th floor - CPHI:

Joyce Carlson
The role of reviewer for travel includes the following guidelines taken from the UW’s travel website:  
Department heads for directing travel and approving reimbursement are to: 
· Ensure that any travel costs incurred are: 

· Directly work related; 

· Obtained at the most economical price; 

· Allowable per State and University travel policies and procedures; and 

· Both critical and necessary for state business. 

· Exercise prudent judgment in approving travel-related costs. 

· Establish an effective system for management and control over travel-related costs. This system should include: 

· Written internal policies and procedures. 

· Authorization or approval of travel costs by the department head or authorized designees. 

· Clearly defined roles and responsibilities to include the level(s) to which department head responsibility has been delegated. 

· It's recommended that the preparer of the TEV and the approval signature are not the same person for the purpose of segregation of duties. 

· Review airline ticket purchases to ensure compliance with the terms and conditions of state airline contracts. 

· Ensure travelers are not treated differently under like travel circumstances. 

· Ensure the department uses the required travel charge card method. 

· Ensure the itinerary of an employee is planned to eliminate unnecessary travel in the performance of work assignments. 

· Ensure the number of University employees attending a particular meeting be the minimum necessary, consistent with the benefit to be derived therefrom. 

MAKING TRAVEL ARRANGEMENTS:  See this website for information related to use of internet providers (there’s only one authorized) and state contract travel agencies:  

http://www.washington.edu/admin/finserv/travel/travel.agencies.html
(We recommend Global Express Travel and Cruise, Peggy Shull, as she is familiar with the Department’s policies.)  

Our Department travel approval form also gives detailed information on how to use the Department’s CTA account to charge airline tickets.  Contact Lynn Gose if you need additional  information.  (lgose@u.washington.edu)  
REIMBURSEMENT GUIDELINES: 
Reviewers: Note that TEV’s must now include copies of Conference Agendas which indicate whether any meals were provided as part of the registration fee. (This does not include continental breakfasts.) If there were, you will not be able to claim per diem for that meal.   
See the website for recent information related to personal travel time during a business trip:  http://www.washington.edu/admin/finserv/travel/responsibility.html#Identifying.Cost.of.Airfare.for.UW.Business
Please keep a copy of the signed pre-authorization form, signed TEV, all receipts, conference agenda in the appropriate grant/budget file.  

If you have any questions, please contact Ginger McMahan at 206-616-2928, or gmcmahan@u.washington.edu. 

UW TRAVEL WEBSITE:

http://www.washington.edu/admin/travel/
____________________________________________________________________






Blanket Prior Approval for Out of State Travel and Lodging Allowance

Updated February 20, 2008

Faculty, staff and students of the Department of Health Services are hereby given blanket approval to travel outside the State of Washington in connection with their duties as required by their positions.  This blanket approval is also granted for these travelers when necessary to claim exception to the maximum lodging allowance and the exception criteria apply.  The appropriateness of all reimbursable charges will be determined by Ginger McMahan, Administrator of the department (or her designee). (See next page for list of individuals with delegated authority.)  

Authorized Person



_______________________________________________________________

William L Dowling, PhD, Professor and Chair

Department of Health Services





Date 2-20-08

