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I asked staci to review the travel policy…here are comments, which are substantively productive.
President Brown

From: Litschauer, Staci 
Sent: Thursday, June 23, 2022 4:38 PM
To: Brown, James ; Wilkerson, Erik ; Limesand, Tina 
Subject: FW: Blue Book Travel Policy - with comments
Good afternoon,
I have comments about the new travel policy as noted below.
Thank you for considering them and please let me know if you have any questions.
Staci
We currently have nine silos – five commissioner silos for out of state travel, one for pipeline, one for
railway, one for staff in state (this also includes commissioner in state travel), and one for staff out of state.
Is this changing the commissioner silo to include both in and out of state travel, and the staff travel to also
combine in and out of state?

There could be times when there is budget left over in a commissioner’s silo but there is not carryforward
left over in the agency or the carryforward is slated to be used for something else. It might be wise to state
that it may be carried forward if available or not used for other commission business. Or possibly consider
removing this from the proposed policy. For the job side of this, it will be more difficult to track the travel
portion of carryforward. And it should also be clarified whether the carryforward is for one year or two. We
could have two years being tracked in one year plus regular travel. An example of this is if we have $30,000
in unused travel from FY 2020, and $30,000 in carryforward, it would all have to go to commissioner travel
and they would be allowed to use it in FY 21 and FY 22. In addition, if they didn’t travel in FY 21, we would
have carryforward dedicated to that travel and it could also be used in FY 22 and FY 23. In FY 22, the
commissioner could use all carryforward and no regular budget and could always be requesting
carryforward be dedicated to travel rather than agency spending.
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REASON FOR THIS POLICY

The DPSR Travel Policy provides a framework to guide travel budgeting, authorization, and documentation in support of official, work-related travel that contributes tangibly to the Department’s mission, goals, and objectives in accordance with state law. The purpose of this policy is to ensure a balanced, transparent, and accountable methodology for responsible allocation and use of the agency’s travel resources. This policy will enhance the agency’s ability to balance travel expenditures, contain expenses, and prevent abuses.

STATEMENT OF POLICY

OVERVIEW:

Prudent use of travel resources is necessary to support the unique statutory functions of the agency. Elected commissioners hold supervisory responsibilities for the agency as well as representative responsibilities for the districts they are required to reside within and represent. Commissioners travel for official purposes within their District, between their district headquarters and the agency’s main office, to appear on behalf of the agency at proceedings in the State Capitol, and to attend industry-related meetings and trainings. Certain staff routinely travel to perform railway and pipeline inspections, assist with field hearings and listening sessions in affected Commission districts, and attend industry related meetings or trainings. Because the agency must operate within a budget and all of its activities must stand up to public scrutiny, use of travel resources must be prioritized and controlled.

JUDICIOUS USE OF TRAVEL RESOURCES:

Department travel and payroll are funded by the public. Therefore, the time spent travelling and the related expense incurred should be used judiciously and only when a legitimate benefit to the agency can be realized. When appropriate, alternative means of participating in meetings or trainings through video conferencing or other technologies should be used to keep travel time and expenses from exceeding budgetary limits. 

LEGITIMATE USE OF TRAVEL RESOURCES:

Travel Resources must be used for official state business only. Travel that does not legitimately contribute to the work of the agency, or that diverts commissioners or staff from performing their regular duties, is not permitted. Commissioners and staff must not use the travel as an opportunity to campaign for elected office, display or disburse campaign materials, job seek, or to generate personal pecuniary gain.

BALANCED ALLOCATION OF TRAVEL FUNDS:

The agency’s annual travel budget shall be divided into eight silos, one for each of the five commissioners, one for the pipeline safety program, one for the railway safety program, and one for other staff travel. The amount budgeted into each Commissioner’s travel silo shall be equal to that of the other Commissioners. 

Commissioners may use their siloed travel funds at their discretion, provided that:

a) The travel funds are used in compliance with the DPSR Travel Policy, and applicable state laws and policies;policies. 

b) The travel expense does not exceed the funds available in their travel silo; and 

c) The President approves the travel. 

Staff may seek to use travel funds from the staff silo, provided that the above criteria are met, and the Division Administrator and Executive Director approve the travel expense in advance.

UNUSED TRAVEL FUNDS:

The Business Manager may reallocate unused funds within a Commissioner’s silo prior to the end of a fiscal year with the concurrence of the Commissioner whose silo will be depleted. 

At the end of each fiscal year unused funds within each travel silo shall be carried forward to the extent allowable by law and credited to the same silo in the subsequent fiscal year. 

TRAVEL DOCUMENTATION AND REPORTING:

For all travel:

· A travel expense voucher must be completed and submitted to the Business Manager for all travel authorized by the Department. The voucher must itemize all allowable expenses. 

· Receipts for all expenditures must be attached to the travel expense voucher and must be provided to the Business Manager no more than 30 days after completing travel unless there are extenuating circumstances.

For each trip costing $500 or more:

· A DPSR Pre-Travel Authorization Request Form (Travel Request) must be completed by the traveler and approved by the President in advance of obligating agency funds to the travel. The Request must include the proposed travel dates; purpose of travel; estimated cost to the agency; total amount of unspent funds available in the correlating travel silo (not counting the currently requested trip); the starting point, destination(s), and termination point of the travel; and any other necessary information to aid the President in determining if the travel will be within budget and in compliance with applicable laws and policies.

· After completing the travel, the traveler must complete a DPSR Travel Report Form and present it to the Commission within 90 days during a meeting publicly noticed for that purpose. The report must note any applicable corrections to the information provided in the previously authorized Travel Request Form, and the traveler must sign and attest that the travel was done in full compliance with this policy. At the time the written report is submitted to the Commission, the traveler shall give an oral summary briefly describing the purpose of the travel; the dates, location, and cost; and explaining how the travel fulfilled the agency’s statutory mission, goals, or objectives. 

For out of state travel:

· A DOA Request and Justification for Out of State Travel must be made by the traveler and signed by the President or his/her designee.

For travel involving use of a personal vehicle:

· A DOA Personal Vehicle Use Authorization Form must be completed by the traveler and signed by the President or his/her designee. Commissioners, who frequently travel for authorized purposes may keep on file with the Business Manager a completed and approved Personal Vehicle Use Authorization Form, which the Business Manager will reference to substantiate standing approval for personal vehicle use throughout a Commissioner’s time in office.

· When using a personal vehicle for work-related travel, the traveler may not claim mileage or expenses for any portion of the trip that deviates from the actual and necessary official travel.

TRAVEL AUTHORIZATION: 

In order for travel to be authorized, all required documentation must be provided in accordance with this policy and the travel must be approved in writing by the President. In the case of travel by the President, written approval is required by the Vice President. 

Travel may be denied if the travel is inconsistent with applicable laws or policies or if funds are not available in the corresponding budget silo. The department is not responsible for reimbursing a traveler for unapproved travel. In the event the Department has already incurred expenses for unapproved travel, the traveler must reimburse the department for the expenses.

TRAVEL ARRANGEMENTS:

A commissioner or staff member who would like their approved travel expenses paid for with a state procurement card, or who would like travel arrangements made on their behalf by Department staff, shall email the request to psc_travel@mt.gov and provide Administrative Support staff with the necessary information. Prior to obligating agency funds to it, administrative support staff must verify whether or not the travel is authorized in accordance with this policy. 

TRAVEL RESULTING IN A QUORUM:

Travel that will result in a quorum of commissioners being present in a time or a place where commission business may be discussed in the presence of the quorum shall be posted on the Commission Calendar and publicly noticed.

INDIVIDUALS AND ENTITIES AFFECTED BY THIS POLICY

This policy applies to all commissioners and staff. 

EXCLUSIONS

A DPSR Pre-Travel Authorization Request Form (Travel Request) and Post-Travel Report are not required for Commissioners’ routine, work-related travel between their designated headquarters and the DPSR main office in Helena, MT; or for the routine, work related-travel of the department’s railway and pipeline inspectors. However, these forms of travel are subject to all other requirements described in this policy.

RESPONSIBILITIES

TRAVELER: Must comply with this policy and all applicable laws, policies, and procedures.

BUSINESS MANAGER: Shall maintain an accounting of travel silo balances; verify that applicable laws, policiespolicies, and procedures are followed; and facilitate proper completion, routing, authorization, payment, and filing of required forms and documentation. 

COMMISSION PRESIDENT: The President shall facilitate timely travel-related reporting in accordance with this policy during meetings publicly noticed for that purpose. 

The President, or the President’s designee, is responsible for written approval for all Commissioners’ work-related travel. The President shall review Commissioners’ completed travel forms in a timely manner and:

a) sign and affirm that he or she approves of it; or 

b) deny the travel and any related cost or reimbursement.

ADMINISTRATIVE SUPPORT STAFF: Administrative support staff shall establish and maintain an efficient system for processing requests for travel arrangements, verifying approval of travel requests, using a state procurement card to pay for travel related expenses, or otherwise facilitating approved travel related activities. Administrative support staff shall provide all related receipts generated by their activities to the Business Manager for inclusion with the appropriate travel expense voucher, and also shall provide a copy to the traveler upon request.

DEFINITIONS

Travel expenses include the cost of transportation, lodging, allowable meals, and ancillary expenses allowable by law.

[bookmark: _Hlk82275763]RELATED DOCUMENTS, FORMS, AND TOOLS

[FORM - DPSR Pre-Travel Authorization Request Form (Travel Request)]

FORM - DOA – Personal Vehicle Use Authorization Form 

FORM - DOA Travel Expense Voucher Form

FORM - DOA Request and Justification for Out of State Travel

[FORM – DPSR Post-Travel Accountability Report Form (Travel Report)]

STATE LAW: MCA 69-1-111 Public Service Commission Reimbursement for expenses

STATE LAW: MCA 2-18-5 Travel, Meals, and Lodging 

STATE POLICY: MOM Employee Travel, Lodging Rates, Mileage Reimbursement, & Meal Allowances

HISTORY AND UPDATES

Draft 9-28-2021, REV 3/8/22, REVISE & RELEASE DRAFT TO COMMISSION 6/20/22

APPENDIX

[DPSR Process and Procedure Guidelines for Travel]
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UNUSED TRAVEL FUNDS:

The Business Manager may reallocate unused funds within a Commissioner's slo prior to the end
of a fiscal year with the concurrence of the Commissioner whose silo will be depleted.

At the end of each fiscal year unused funds within each travel silo shall be carried forward to the

extent allowable by law and credited to the same silo in the subsequent fiscal year.





Atravel expense voucher must be completed and submitted to the Business Manager for

all travel authorized by the Department. The voucher must itemize all allowable
expenses.

Receipts for all expenditures must be attached to the travel expense voucher and must

be provided to the Business Manager no more than 30 days after completing travel
unless there are extenuating circumstances.





BUSINESS MANAGER: Shall maintain an accounting of travel silo balances; verify that applicable |
laws, pelieiespolicies, and procedures are followed; and facilitate proper completion, routing,
authorization, payment, and filing of required forms and documentation.





ADMINISTRATIVE SUPPORT STAFF: Administrative support staff shall establish and maintain an
efficient system for processing requests for travel arrangements, verifying approval of travel
requests, using a state procurement card to pay for travel related expenses, or otherwise

faciltating approved travel related activities. Administrative support staff shal provide all related _

receipts generated by their activities to the Business Manager for inclusion with the appropriate
travel expense voucher, 2





BALANCED ALLOCATION OF TRAVEL FUNDS

The agency’s annual travel budget shall be divided into eight silos, one for each of the five

for other staff travel. The amount budgeted into each Commissioner’s travel silo shall be equal

to that of the other Commissioners.










The Business Manager is mentioned several times throughout the policy and perhaps it should be clarified
to Business Manager or Accountant. Currently, my position does what this policy is directing the Business
Manager to do.

The traveler should always receive a copy and should be required to attach the documentation to the
travel voucher. The voucher should be complete with all receipts when it is submitted for payment.

From: Trooien, Patricia <ptrooien@mt.gov> 
Sent: Thursday, June 23, 2022 3:01 PM
To: Litschauer, Staci <slitschauer@mt.gov>
Subject: Blue Book Travel Policy
Staci,
This is the most UpToDate policy, see attached.
Thank you,

Patricia Trooien
Commission Secretary
Montana Public Service Commission

406.444.6012 | Main line 406.444.6199

 ptrooien@mt.gov  http://psc.mt.gov/
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