From: Brown, James

To: Fielder, Jennifer

Subject: FW: Signed travel Sheets Statement
Date: Monday, July 3, 2023 9:52:04 AM
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Fyi

From: Pieske, Shawna <spieske@mt.gov>

Sent: Wednesday, June 28, 2023 2:14 PM

To: Tschida, Brad <Brad.Tschida@mt.gov>

Cc: Trooien, Patricia <ptrooien@mt.gov>; Litschauer, Staci <slitschauer@mt.gov>; Brown, James
<James.Brown@mt.gov>

Subject: Signed travel Sheets Statement

Director Tshida, President Brown, and Staci:

As requested, an explanation of late signatures for staff travel. Staff is responsible for letting me or
Patricia know about their travel plans and what pieces of it they need help with. | was responsible
for booking plane tickets, hotels, car rentals, and registrations. | started the travel forms for the
staff. | assumed that they were taking the form to their supervisors for signatures and so forth. This
did not happen in a few cases. Will and | went through the travel folders and found as many forms as
we could and made sure the forms were signed to date. Hopefully, we didn’t miss any. | also failed to
follow up in a few of the instances to check in and make sure that process was fulfilled.

Currently, we are working on travel instructions for staff that coincides with the now adopted Blue
Book Polices to help staff understand the travel process and the paperwork needed to be
completed. | have attached the draft of what we have so far. Please note that this is still a work in
process and hope to complete it soon. Our hope is to get staff conditioned to follow travel
procedures in order to keep a neat and documented path for accounting. We would also like to see
staff use their assigned travel folders located in S:\Centralized Services\Front Desk\Travel\Travel
(and the name of the staff member) to file the travel information for each trip to further ensure that
everything is documented properly. This also helps keep track of every receipt for that trip.

Going forward, the commission secretaries will police the travel process very closely to make sure
that everyone completes all the necessary travel processes. Please let me know if you should have
any further questions.

Best,

Shawna

Shawna Pieske
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PSC TRAVEL INSTRUCTIONS



1. Contact the Commission Secretaries as soon as possible to notify them of work-related travel.

2. All travel forms and travel information for each individual is located in the folder, S:\Centralized Services\Front Desk\Travel\Travel\ (your name). Please use this file to house all of you travel information. Staci uses the travel files to find any documentation that she might be missing from staff/commission travel.

3. Send an email to PSC_Travel@mt.gov with a request for your trip with the following information filled out on the PSC Travel Request Email Submission form that you will attach to the email. Make sure to have the pertinent information for the trip:  website, registration, etc. so that travel plans will be correct. See example form below.
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4. [image: A close-up of a text

Description automatically generated with low confidence]Out of State Staff travel will again be approved through an Action Item presented at the next commission meeting.  A copy of the voted on and approved travel from the minutes should accompany the travel request as soon as possible. See example form below.



5. A Commissioner/Staff Travel Form will need to be filled out next along with an Out-Of-State Travel Request Form if applicable. This will need to be filled out by Assistant Commission Secretary or the Commission Secretary.  These must be approved and signed by the traveler and the supervisor. Once this is done, then the forms will go to the President or designee, and your supervisor for signatures, after approval at the commission meeting, and then back to the traveler.  See example form below.
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6. Work with the Commission Secretaries to get the best schedule for registration, air travel, and most affordable and comfortable accommodations. Any flight upgrades must be paid for by the traveler. Standard baggage fees will be paid by the agency. Pre-approval for additional air travel fees will be on a case by case basis. 

7. Commissioners- The traveler will be sent, via email, all travel reservations.  In addition to the email a travel binder will be provided that will include a copy of any registration, airline ticket, hotel reservations, car or motor pool reservation, maps, ground travel info, and any other related information for travel.  Please make sure you get the commission travel binder before your travel and check out the information provided to you before you leave. The Commission Secretaries will keep in contact to keep information current and can help with any needed changes to the trip. As soon as travel/time away from the office is scheduled, those dates will be added to the PSC calendar.

8. Personal Vehicle Usage - You may take your own vehicle for travel, but this MUST have approval first. Reimbursement for mileage will be at the standard rate. The Personal Vehicle Use Form must be filled out and approved prior to traveling.

Please see form below:
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9. Motor Pool Reservations  - Motor pool reservations are also made through the Commission Secretaries.  You will receive an authorized trip ticket that needs to be signed by your supervisor to give to the motor pool when you go to pick up your vehicle.  

10. Retain all receipts for your travel and log time, etc.  You will need this information to submit a travel reimbursement. Please be sure to log the time you left home and returned from the trip to record on the reimbursement form. If you are also using a personal vehicle to travel, log your miles. Please include a screen shot of google maps showing the distance from the point of departure to the point of arrival and back.

11.  Travel Reimbursements - Travel reimbursements are due after every trip is completed.  Make sure your Travel expense voucher is completed and accompanied with original receipts when possible (some receipts can be replaced with a copy). When support staff makes purchase that will need to be noted on the travel expense voucher and add a copy of those receipts.  Please have expenses from your trip turned in as soon as you can. See example of the expense form below:
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** insert copy of Blue Book Travel Policy
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Minutes for the Week of May 08, 2023 47

At the meeting of the Public Service Commission of the State of Montana held at the
Commission’s Offices in Helena, Montana, on Tuesday, May 09, 2023, at 9:30 a.m., a quorum was
met with the following members present.

James Brown, President

Jennifer Fielder, Vice President

Tony O’Donnell, Commissioner - Excused
Randy Pinocci, Commissioner - Excused
Annie Bukacek, Commissioner

PUBLIC COMMENT
None

ANNOUNCEMENT
James Brown, District 3

‘Work session number two, 2022.07.073, Petition of Colstrip Energy Limited Partnership, was
deferred.

APPEARANCE
Patricia Trooien, Commission Secretary

(077) In the matter of the approval of the Commission Minutes for the week of May 01, 2023.

Commissioner Bukacek moved to APPROVE the Commission Minutes for the week of May 01,
2023. President Brown seconded the motion, which passed unanimously.

APPEARANCE
‘Will Rosquist, Regulatory Division
(078) In the matter of the approval of Staff Out—Of-State Travel. Staff requests approval for Dan
Sherwood to travel to Pueblo, CO, June 26-30, 2023, to attend the Federal Railroad Administration

(FRA) Mandatory General Fundamentals IT Training. The expected cost of this travel is
approximately $2,000 and is reimbursable under the Commissions FRA grant.

President Brown moved to APPROVE Staff Out—Of-State Travel for Dan Sherwood.
Commissioner Bukacek seconded the motion, which passed unanimously.

APPEARANCE
Vice President Fielder, District 4

(079) Organizational Rule Update — Commission Initiated — Organizational Rule Update — To
consider updating the Commission’s Organizational Rule to reflect the current Commission roster.

Vice President Fielder moved ADOPTION of the Organizational Rule for the agency as amended.
Commissioner Bukacek seconded the motion, which passed unanimously.

Commissioner Pinocci joined the meeting at 9:39 a.m.
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STAFF TRAVEL FORM

DATE:

Additional Information:

TRAVEL DATES:

TRAVELER:

COMPANIONS:

REASON FOR TRAVEL:

CONFERENCE REGISTRATION:

DESTINATION:

HOTEL/MOTEL:

Check-in3

Check-out;

HOTEL CONFIRMATION #

Credit Card Authorization Form:

MEANS OF TRAVEL:

TRAVEL CONFIRMATION #

REIMBURSEMENT:

CREDIT CARD: Registration |
Copy to Financial Hotel | $
Specialist Air Travel | $
Copy to Traveler Shuttle / Taxi / Uber | $
Total | $
Per Diem Rate: $
Employee Date Administrator Date
CcSD Date yes - no -
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STATE OF MONTANA REQUEST AND JUSTIFICATION

FOR OUT-OF-STATE TRAVEL

1) Agency Numberame. 2) Dvision

3 Org Number 4] Name of Person(s) TravelingEmployes 1D

5) Justification

) tunerary.
Destination:

Travel Dates:

7) Estimated Costs.
Transportaton § Teas s Todgng s Oers.

“Total estmated cost 5

Frovide detals fo support estmated costs:
(Exampe: regisiraton, taxi, etc. Provide Hotel Name and Phone Number i your Agency requires tis information)

8) Submitted By Tite Date

NOTE: Atravel expense voucher form must be filed within three months after incurring the travel expenses,
otherwise the right to reimbursement will be waived.

ReviseD 1117
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FOR PER DIEM RATES and TRAVEL POLICIES, GO TO:
http://doa.mt.goviemplovee-travel

TRAVEL EXPENSE VOUCHER
STATE OF MONTANA
Employee Non-Employee Travel
Name Name
Date |Emp\0yee No | Date
JAddress |Address
Month/Yr Dept Org
|List meals provided
Purpose
Depart am Armrive am Mode of Meals Other
Dates Time pm Time pm ption/Dest{ Travel Miles Rate Subtotal Lodging Per Diem | Expense Total
Total Travel Expenses - - - - -
Less Total Amount Charged On Credit Card (Warrant)| 1,639.87
Less Non-Permanent Travel Advance| =
Due to Employee/Non-Employee| -
Due to State| 1,639.87
[Other Exp Description
itemization of State Credit Card and Warrant (W) Charges
Date Item on CC if Diff Amt Date Item CCName Amt
515123[Hertz Shawna 26758
5/15/Z3|United Airlines Shawna 1,016.20
5/15123|Tru by Hilton Shawna 356.09
Employee/Non-Employee Signature & Date Supervisor Signature & Date
[Statutes and Administrative Rules and Procedures. with all Statutes and Administrative Rules and Procedures.
NOTE: This form must be completed and filed within three months after incurring the travel expenses, otherwise the right to
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Please submit via email to PSC_Travel, the following information as a request for travel
arrangements. Please include, if any, links to conventions, meetings, registrations, hotel room

blocks, etc. If you have any questions, feel free to contact Front Desk Staff. Thank you.

Travel Dates:
Traveler:
Companions:
Destination:

Reason for Travel:

Registration needed: Yes No

If yes, please provide the link to the event where I can register:
Link:
Hotel, if known:
Check In Date:
Check Out Date:
Means of Travel: AIR
Motor Pool: Yes No

If yes, Date/Time of Pick up:
Return:

If you are choosing to use a personal vehicle over a Motor Pool Vehicle, please fill out this
Sorm. (https://doa.mt.gov/ docs/Travel/Nov 2017 Personal Vehicle Use Auth Form.pdf)

Air:  Yes No

If yes, Full Name as shown on ID:

DOB:

Air Travel Notes:

Emergency Contact Name and Phone #:

Continuing Education Credits: Yes No
















Assistant Commission Secretary
Montana Public Service Commission
% 1-406-444-6199

= spieske@mt.gov
@ http://psc.mt.gov/
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