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Procedure

Step | Responsible Party | Action

L. Traveler Requests initial permission to travel from supervisor or other
fiscal management as required.

2. Traveler or Unit Completes DHS 1293: Out-of-State Travel Justification and

Travel Coordinator | authorization form using available resources to estimate the

cost of the trip.

3. Traveler or Travel

_ Prepares to route DHS 1293: Out-of-State Travel Justification
Coordinator

and Authorization form for appropriate approvals (see step 4).

4. Traveler Signs the DHS 1293.

e Signature verifies provided information is accurate to the
best of your knowledge.

¢ Finalizes the supporting justification and forwards to
cluster travel coordinator.

Supervisor Signs the DHS 1293.
¢ Signature verifies travel is within the scope of the
traveler’s position or role.

Program Support Signs the DHS 1293.
Manager e Signature verifies the business need, and that there are
funds available for travel.

Office Administrator | Signs the DHS 1293.

e Signature verifies funds are available for expenditure,
and that there is supporting documentation attached to
meet the department’s guidelines and policies.

e Verifies any exceptions to per diem follow DAS OAM

40.10.00.PO guidelines and are properly documented.



http://dhsresources.hr.state.or.us/WORD_DOCS/DE1293.doc
http://dhsresources.hr.state.or.us/WORD_DOCS/DE1293.doc

4, Assistant/Deputy
(Con'td) | Agsistant Director
(or Delegate)

Director or DHS

Deputy Director
[Required ONLY for
Assistant Director’s
Travel

Signs the DHS 1293.

Signature concurs that the travel will benefit the
department and program mission and that the request is
supported by current DHS policy and administrative
restrictions.

Verifies that the original DHS 1293 and supporting
documentation is retained at the cluster level for audit
purposes.

If applicable, approves or denies per diem exception
request.

Signs the DHS 1293.

Signature concurs that the travel will benefit the
department and program mission and that the request is
supported by current DHS policy and administrative
restrictions.

Verifies that the original DHS 1293 and supporting
documentation is retained at the cluster level for audit
purposes.

5. Traveler Coordinator

Notifies the traveler when the DHS 1293: Out-of-State Travel
Justification and Authorization form has been approved or
denied.

Tracks and retains approval/authorization paperwork as
appropriate for audit and reimbursement purposes.

Policy

DHS-040-009: Travel Approval and Reimbursement Policy

Resources

Per Diem Rates: U.S. GSA CONUS

DHS Staff Tools: Travel Web Site

Form(s

DHS 1293: Out-of-State Travel Authorization - Word

Contact(s)

Name: Shelly Stewart; Phone: (503) 945-7030 Email: shelly.d.stewart@state.or.us

Procedure History

e Version 1.0:

- 05/12/2008 — Initial Release
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