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August 5, 2010

MEMORANDUM

To:
Division Directors


Budget Contacts


HR Managers

From: 
Cathy Hardy


Budget Director

Subject:  Follow Up to Operating Guidelines for FY2010-11 
1. All information should be completed on the form.   The budget officer’s signature certifies that funds are available.  

2. Sign and date the form.  

3. Available funds in the division’s salary reserve should be verified prior to submitting POSA and Request to Study forms. Note on the forms that funds are available. 

4. A good justification should be provided for the request.

Travel  Authorizations

The majority of errors we are experiencing from divisions are on travel authorizations.

1. The signature of the budget officer and division director certifies that all of the information on the travel authorization is correct and that funds are available.  

2. Complete the funding information and contact person including phone number.

3. The number of employees requesting meals should equal the number of employees requesting hotel.  If the number is different, please explain.  (Employee staying with friends, employees sharing a room, etc.)

4. A working lunch requires a thorough justification that is acceptable per the travel policy.  The agenda should also indicate the working lunch.  

5. Justification for the use of a rental car is required.  It must be cost effective to use a rental car rather than for convenience or personal pleasure.
6. Provide a justification for the travel.  A justification is needed regardless of the funding source.  Remember, the travel authorization is allowing the employee to travel on state time. Please include the following in your justification.  You may include this as an attachment to the Travel Authorization.  

a. Why do you need to attend the meeting?

b. How does this meeting relate to your job?

c. What will be the impact of not attending the meeting?

7. The old OSBM form is no longer necessary.

8. The expenditure breakdown should be included with all travel authorizations.  

9. Please include a copy of the agenda for workshops, conferences or other meetings.

10. A justification is needed for hotels above the allowable rates. 
11. If several employees are attending a conference or workshop, provide only one travel authorization.  
All requests should be submitted at least 15 days prior to the deadline.  BPA is receiving too many urgent requests.   

Submit all forms via e-mail to SVC_DENR.bpa. Do not deliver hard copies. Only submit the request one time to one division.  Divisions are submitting Request to Study Position to HR and also BPA.  This creates duplication and confusion in tracking.  

Incomplete requests will be denied and returned to the division.  
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