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NEBRASKA DEPARTMENT OF EDUCATION

ADMINISTRATIVE MEMORANDUM #201

ISSUED: SEPTEMBER, 2015
TO:

Nebraska Department of Education Staff
FROM:

Dr. Matthew L. Blomstedt, Commissioner of Education

SUBJECT:
EMPLOYEE TRAVEL
CONTACT:
For assistance contact Central Accounting at 471-3563. 
PURPOSE

This document specifies the Department’s policy and provides guidance with regard to the authorization of job related employee travel.  Policies and guidance for the reimbursement of employee travel expenses is included in Administrative Memo #205.

TRAVEL

POLICIES

1. Advance Authorization - Leadership Council Members (LCMs) may establish requirements for travel authorization in addition to those specified in this Administrative memo as necessary to manage team member’s travel.
State Statute 81-1175 Reimbursement for expenses, vouchers, written authorization, exceptions states “no such voucher, bill, or request for travel expenses shall be approved unless written authorization for the same has been given before such traveling expenses are incurred”.
In-state travel (For Non-Vocational Rehabilitation staff) is considered authorized with advance submission of intent to travel via e-mail to the Leadership Council Member (LCM) or their designee.  The LCM or designee would not have to respond in the affirmative to the employee, only in the negative if they do not want the employee to travel.

In-State travel by a Leadership Council Member is considered authorized with the advance submission of intent to travel via e-mail to the Commissioner or the appropriate Deputy Commissioner.  The Commissioner or appropriate Deputy Commissioner would not have to respond in the affirmative to the employee, only in the negative if they do not want the employee to travel.

The In-State travel request e-mail must include at a minimum the following:

A. When the employee is going to travel (dates of travel)



B.
Where the employee is going to travel



C.
Why or purpose of the travel

D.
How the employee is going to travel (personal vehicle, tsb vehicle, riding with another employee, etc.)

If two or more employees are travelling together, each employee must submit a travel request listing those same four requirements.

The employee must include a copy of the travel request e-mail with their Expense Reimbursement Document.

A maximum of one out-of-state travel request per employee, per state fiscal year (July 1, through June 30) may be submitted and authorized only by e-mail or in writing by the Leadership Council Member.  Any additional request for out-of-state travel per employee must be submitted and authorized in writing or by e-mail in advance by both the Leadership Council Member and the Deputy Commissioner.  Leadership Council Members shall request and receive authorization for out-of-state travel via email from the Deputy Commissioner or the Commissioner in advance of the travel.
Employees shall complete and submit the Out-of-State Travel Request Form (Appendix B) when requesting approval for Out-of State travel.
Requests for travel outside the continental United States (including all international travel) must be first approved by the Leadership Council member and then submitted to the Commissioner or Deputy Commissioner, in writing, for final approval.   Requests for all travel outside the continental United States must contain detailed information as noted at the end of this memo.  Employees shall complete and submit the Out-of-State Travel Request Form when requesting approval for travel outside the continental United States.

The Travel Itinerary (Appendix A) may be used for in-state travel requests.  
2. Documentation – Except for the Vocational Rehabilitation Team, authorization for travel shall be documented and the documentation shall be submitted with the Expense Reimbursement Document to Central Accounting.
The Vocational Rehabilitation Team shall retain all travel requests by the employee and approval by the team for 3 years.  Central Accounting may request a copy of a particular travel request and approval from the Vocational and Rehabilitation Team when pre-auditing the Expense Reimbursement Document.

3. 
Non-Employees - Non-employees of the State may accompany employees whether or not they are part of NDE business.  The Department is only responsible for the travel costs of the NDE employee directly to and from the business travel location (single room rate for the hotel). 


A waiver (Appendix E) must be completed, signed, and dated by the non-state employee, the NDE employee (driver) and Leader Council Member or designee.  

Other than for accidents caused by uninsured or underinsured motorists there is no medical coverage for these non- state employees and state client passengers should they be injured. 


TSB policies and insurance information can be found in each TSB vehicle.
4.  
Travel Bonuses - Employees may keep, in their name, any gains from travel such as bonus and benefit programs offered by a vendor who is unable or unwilling to credit such bonus or benefits to the Department.  Unsolicited bonus or discount coupons that can be utilized by the agency will be submitted to the LCM for use in defraying travel costs of the employee’s program.

5.  
Leave Combined with Travel - Employees may combine personal leave or weekend stays with work-related travel.  Personal expenses while on such leave or weekend stay may be paid by the Department if it results in the least amount of total cost to the Department.  This must be documented and included in the travel request and approval.  For example, the cost of airline transportation with a weekend stay may be sufficiently lower than other air travel fares to more than offset the cost of an employee’s expenses for staying part of a weekend at the destination of such travel
TRANSPORTATION

POLICIES: General

1.  
Method of Transportation - Employees will use the most economical method of transportation calculated using the cost of the transportation and the cost of employee time.  LCMs may approve more costly transportation under exceptional circumstances with the rationale documented and filed with the travel authorization.

2.  
Driving on State Business - Employees driving on State business will observe and obey traffic rules and regulation and drive carefully, safely, and courteously.
3.   State or Personal Vehicle - An employee may only use their personal vehicle with prior approval (e-mail) from their Leadership Council Member or designee.  Use of a personal vehicle for in-state travel by a Leadership Council Member is considered authorized with advance submission of an e-mail to the Deputy Commissioner or the Commissioner of intent to travel and use of a personal vehicle.  
Effective with any travel beginning August 1, 2015, the employee will be reimbursed at the standard rate established by the Internal Revenue Service through its Revenue Procedures as directed by State Administrative Services – State Accounting.

VR and CAP staff will follow the VR State Car Policy regarding reimbursement for use of personal vehicle.

4.  
Chartered Aircraft - Employees may charter an aircraft if this method of travel would be more economical in salaried time of employees as well as actual expenses.  Contact the Department of Aeronautics for charter rates, information, and charter scheduling. 

5.  
Privately Owned and Personally Rented Aircraft - Employees may travel by privately owned or personally rented aircraft if this method of travel would be more economical.  Advance written approval by the Commissioner or designee is required on the form titled Request for Travel by Personally Rented or Privately Owned Aircraft (Appendix C). The rate of reimbursement will be the rate authorized by State statute.
POLICIES: State Vehicles
1.  
NEBRASKA STATUTE 81-1024.  PERSONAL USE PROHIBITED; PENALTY.  
No officer or employee of the State of Nebraska shall use any motor vehicle owned by the State of Nebraska for any personal use whatsoever.  Any officer or employee who violates any of the provisions of this section shall be deemed guilty of a Class V misdemeanor, and in addition thereto the officer or employee shall be deemed guilty of official misconduct in office for palpable omission of duty, and upon conviction thereof the court shall have the power to add to the judgment that any officer or employee so convicted shall be removed from office or employment.
2.  
Authorized Drivers - Employees who are employed full-time, part-time, or on a temporary basis are authorized to use a State vehicle on State business.  A contractor providing service in the name of the Department is authorized to use a State vehicle on state business if specified in the contract and the contractor meets all other Department of Education and Department of Administrative Services (DAS), Transportation Services Bureau (TSB) requirements.  Employees and others, who drive a State vehicle on Department business, must have (1) a current, state issued valid driver’s license in their 

possession, 2) has satisfactorily completed the defensive driving course approved by TSB, and 3) has a TSB Driver ID Card or a Certificate of Completion generated by and housed in the Employee Development Center-Learning system.

3. 
Commuting - The Internal Revenue Service (IRS) defines commuting as the use of a State vehicle for travel from an employee’s regular place of employment to their residence, or residence to regular place of employment.  Commuting in a State vehicle is not permitted except:
a) in order to have a State vehicle available for departure from the employee’s residence the next day (Departure from an employee’s residence is permissible only if the time of departure is prior to the time a State vehicle is normally available or if the trip may be shortened by doing so, thereby saving employee time) or

b) as a result of returning directly to the employee’s residence upon completion of the trip (Returning to an employee’s residence is permissible only if the time of return is after normal business hours and would save employee time and/or alleviate concerns for personal security in a State vehicle parking location).

Any commuting other than that described above requires advance written approval of the Commissioner of Education under the guidance of Executive Order 99-01.

4. State Vehicle Usage Requirements - The following requirements while using a State vehicle are specified by Executive Order 99-01.  

· The use of seat belts and other safety restraints, including those in rear seats, is required of the operator and all passengers.  It is the driver’s responsibility to insure compliance with this policy.  Failure to use seat belts and safety restraints will be considered a misuse of the vehicle.

· The use of radar detectors and/or headphones while operating a State vehicle are not allowed.  Failure to comply with this requirement will be considered misuse of a State vehicle.

· The use of tobacco while operating a State vehicle is not allowed.  Failure to comply with this requirement will be considered misuse of a State vehicle.

Any employee misuse of a State vehicle may result revocation of the authorization to use a State Vehicle, repeating the Defensive Driving course, and employee corrective counseling.  Failure to comply with these requirements by drivers other than employees may result in 1) the revocation of the of their authorization to use a State vehicle, or 2) repeating the Defensive Driving course.  

Under IRS regulation, employees utilizing State vehicles in a commuting capacity receive imputed income, which is taxable and must be reported.  (See Guidance # 5 below.)

GUIDANCE

1.  
Airline Reservations - When necessary to secure the lowest transportation cost, transportation reservations may be made and charged directly to the Department after advance approval of such travel.

2.  
Rented TSB Vehicles - The DAS, TSB maintains a fleet of vehicles in various Nebraska locations, which may be rented on a daily or weekly basis for work-related travel.  Vehicles may be reserved in advance.  If you have a TSB Driver ID Card continue to use that number to check out a vehicle, otherwise use your Enterprise One Address Book Number (ABN).
NOTE:
When obtaining a TSB vehicle from the Lincoln TSB dispatch office, staff should not need to present a valid TSB driver’s identification card.  The DAS/TSB Transportation Request form is not required.

· When a TSB vehicle is rented, the dispatcher will provide a Daily Trip Charge Ticket.  After returning from the trip, complete and code the form and submit it to the Department’s Central Accounting office.

· After returning from a trip, complete and sign the travel log in the rented vehicle.  Logbooks of rental vehicles will be returned with the vehicle keys to the dispatcher’s location.   Logbooks 
for leased vehicles remain with the vehicle or as designated by the office where the leased vehicle is located. 

3.  
Leased Vehicles - TSB vehicles may be leased on a long-term basis.  Contact the NDE’s Administrative Services office at 471-4500 for leasing assistance.
4.  
Additional Information and Requirements 

· Complaints against drivers received by DAS will be submitted to the Commissioner.  The LCM will investigate the complaint and prepare a written response to DAS, who will respond to the complainant.
· TSB holds the agency, which leases or rents a TSB vehicle, responsible for the maintenance and care of the TSB vehicle.   Instructions for the maintenance, care, and use of TSB vehicles can be found in a brochure in each TSB vehicle.
5.   
Commuting - Employees who commute, as defined by the policy, are required to report such commuting to the Department’s Administrative Services office monthly on the form provided in Appendix D.  This form may be copied for use by staff. 
6.  
Commercial Rentals - If an employee rents a commercial vehicle, they must seek the lowest rate (for example a State rate or a rate associated with a credit card).  For commercially rented vehicles driven in the United States or Canada, employees should not obtain the optional liability and physical damage insurance on commercial vehicles because the State’s vehicle insurance policy provides this coverage.

MISCELLANEOUS

1.  
Accident Reporting - All State employees must adhere to the current State of Nebraska Motor Vehicle Policy, available from the Department of Administrative Services (DAS) TSB or online at http://www.das.state.ne.us/risk/forms/motor_vehicle_policy.pdf.  Detailed instructions for reporting accidents in State-owned vehicles are contained in the accident report envelope in the operator’s manual located in the State vehicle.  Assistance is available from the Department’s Administrative Services office at (402) 471-4500, the Office of Risk Management at (402) 471-2551, or TSB at (402) 471-2897.  The following are general policies for reporting accidents while traveling on State business.  

Notify the agency.  Provide the following information to the agency’s vehicle coordinator (Denise Thege):

· Immediately report all accidents to the Department’s Administrative Services Office (Denise Thege) by telephone (402-471-4500).  If bodily injury or extensive property damage in involved, and the accident occurs after office hours, directly contact the Office of Risk Management at (402) 471-2551.

· Submit a Motor Vehicle Accident Report Form within 24 hours of the accident.  This form is in State vehicles and may also be obtained from the agency vehicle coordinator.
· If a State employee is injured in the accident, submit Form 1 – First Report of Alleged Occupational Injury or Illness (available from Risk Management, the Department’s Administrative Services office, and NDE’s Human Resource office) as soon as reasonably possible.
· Submit a Driver’s Motor Vehicle Accident Report within 7 calendar days of the accident, which will be forwarded to the Accident Records Bureau, State Department of Roads.

· For vehicles leased through TSB submit a copy of any estimates for repairs.

· Although not required, the employee may want to obtain a copy of the accident report prepared by the investigating authority (e.g., police, sheriff, patrol) and submit a copy to the Agency Vehicle Coordinator who will forward a copy to the Office of Risk Management.

Statements.  Do not sign any papers or make any statements as to who is at fault.  Such an admission impairs the insurers’ ability to defend a case of questionable legal liability.  Fault or liability will be decided by the legal system.  An employee involved in a vehicle accident may provide insurance information.  State vehicle insurance information is found in the vehicle.

3. Travel Expenses - Department policies and guidance affecting the reimbursement of expenses for meals and lodging can be found in Administrative Memo #205 on Employee Expense Reimbursement. Internal Revenue Service (IRS) Meal Reimbursement Guidelines are found at www.gsa.gov.  When requesting approval for Out-of-State travel, employees are encouraged to attach a copy of the IRS meal reimbursement guidelines to the Out-of-State Travel Request Form.  NDE employees and contracted personnel who make travel arrangements with prior approval, but do not attend the event and do not cancel all arrangements, will be personally responsible for all associated costs.
4. Travel Outside the Continental U.S. (Including All International Travel) - Travel requests for destinations outside the contiguous 48 states will be carefully scrutinized due to concerns regarding expense and public perception.  All requests for such travel should include the following information:


a)
Purpose for the travel request (explain how the travel will benefit NDE operations, mission and goals).

b)
Specific dates and locations. 


c)
Estimated expenses associated with the travel.

d)
Information about the source of funding to cover related expenses.

e)
What positive or negative impact will the travel have on the team and/or program budget.

f)
Considering the information identified above, the LCM should include a recommendation for the travel request for the Commissioner or Deputy Commissioner's consideration. 

