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TRAVEL TRENDS
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TRAVEL TRENDS

Fiscal Year Requests Amount
2018-2019 2,064 $696,503.98
2019-2020 1,584 $490,173.79
2020-2021 300 $128,895.25

Jul-Sept Requests Amount
2018 390 $144,249.09
2019 454 $147,841.85
2020 38 $10,222.62
2021 100 $33,187.33



TRAVEL POLICY
SAAM 10.10.10

Agencies are required to maintain written internal polices for 
travel rules: can be more restrictive than SAAM, but not less.

SAFS will be reaching out soon to ask for copies of your travel 
policies for our records.  We can help with questions, editing, 
templates, etc.

Meal periods:
• If we don’t have a copy of your policy on file, we will default to DES 

meal periods when processing reimbursements.
• Breakfast, 6:30am – 8:00am
• Lunch, 12:00pm – 1:00pm
• Dinner, 5:00pm – 6:30pm



TRAVEL BASICS
POLICY, RATES, AND RULES



LODGING REIMBURSEMENTS
SAAM 10.30

10.30.10.a: Lodging receipts are required for reimbursement.

10.30.20: If adequate lodging rates are not available, and the 
listed exceptions are met, agency can approve (prior to travel) 
rates that exceed the maximum per diem.

10.30.30.a: Lodging per diem rate covers the basic room cost, 
resort/amenity fees, cleaning fees, and service fees.  Lodging 
taxes are reimbursable beyond the maximum per diem.

10.30.30.b: Lodging must be more than fifty miles away from the 
closer of either official residence or official station.



LODGING RESERVATIONS
NASPO VALUE POINT

https://us.travelctm.com/naspo/

The NASPO ValuePoint Travel Center is for public agencies to 
meet their travel needs and is designed to be a one stop travel 
shopping site.

Participating properties offer at or below GSA per diem rates and 
will not charge certain fees, including resort fees, booking fee, 
timely cancellation fees, etc.

Register your work email address to receive a login ID in the 
“Online Booking Tool”

https://us.travelctm.com/naspo/


MEAL REIMBURSEMENTS
SAAM 10.40

10.40.30: Meal per diem rates cover 
the basic meal cost, tax, tips, and 
incidentals (i.e. – delivery fees).

10.40.50: Travelers are eligible for 
meal reimbursement if they are in 
travel status for the entire agency 
defined meal period and:
• when travel includes an overnight stay
OR
• when travel lasts for 11 or more hours on non-overnight 

assignments



MEAL REIMBURSEMENTS
SAAM 10.40.50.B

Exception to the 11 hour rule:
• Volunteers, board members, and 

commissioners may be reimbursed 
for meals if they are in travel status 
for at least 5 hours on non-
overnight assignments

• Agency meal periods still apply

If meals with meetings are provided, 
no meal reimbursement.

This rule does not apply to boards and commissions following 
the daily or hourly rate.



REIMBURSEMENT RATES
SAAM 10.90.20

Out-of-State Per Diem 
Rates can be determined by 
using the GSA Rate Finder:
https://www.gsa.gov/travel/
plan-book/per-diem-rates

International Per Diem 
Rates can be determined 
using the U.S. Department 
of State Rate Finder:
https://aoprals.state.gov/we
b920/per_diem.asp

https://www.gsa.gov/travel/plan-book/per-diem-rates
https://aoprals.state.gov/web920/per_diem.asp


MILEAGE REIMBURSEMENTS
SAAM 10.50

10.50.20: Mileage in a Privately 
Owned Vehicle (POV) can be 
reimbursed at the rate specified in 
10.90.20 – currently $0.56 per mile 
in 2021.  The rate changes every 
January 1st.

10.50.25: Daily commute between 
official residence and official 
station is not reimbursable – all 
other miles driven on official state 
business are reimbursable.



MISCELLANEOUS TRAVEL RULES
SAAM 10.60.10

Reimbursable Expenses:
• Parking and Bridge Tolls
• Transportation Services (taxis, shuttles, Lyft/Uber, ferries, etc.)
• Event/Registration Fees
• Checked Baggage

Expenses exceeding $50 should be paid by/billed-to agency if 
possible.  If requesting reimbursement for expenses over $50, 
receipt will be required.

Receipt required for all gas expenses (if driving a rental car or the 
agency fleet card is not working).



MISCELLANEOUS TRAVEL RULES
SAAM 10.20.20

Non-reimbursable expenses:
• Valet services
• Entertainment expenses
• Seat upgrades
• First class airfare

These types of costs are considered personal preference and 
cannot be reimbursed.



PRIOR APPROVAL
SAAM 10.10 & 10.30

10.10.50: Out-of-state travel (except neighboring counties)

10.30.30: Lodging less than 50 miles from the closer of either the 
traveler’s residence or official station, when one of the following 
conditions is met:
• To avoid a traveler driving back and forth for back-to-back late 

night/early morning business
• When the health and safety of the traveler is a concern
• When an agency can demonstrate that staying overnight is more 

economical to the state



PRIOR APPROVAL
SAAM 10.30.20

Lodging over per diem
• Up to 150% - must meet at least 1 of the 6 exceptions in section (a)

• Traveler is assigned to accompany an elected official and required to stay in the 
same facility

• Temporary cost escalation in the area during special events or disasters
• Savings from staying at a different location are consumed by an increase in 

transportation costs
• Expected business interaction and maximum benefit will be achieved 
• To comply with ADA provisions, or the health and safety of a traveler is at risk
• More economical to acquire a suite rather than both a meeting room and a room 

for lodging
• Exceeds 150% - must meet all 3 of the exceptions in section (b)

• Expected business interaction
• Maximum benefit will be achieved
• Lowest available advertised rate



AIR TRAVEL
SAAM 10.50.40 TO 10.50.80

Statewide Master Contract 
• EasyBiz
• Approved Travel Agents

Purchase airfare with agency Charge Card 
• Employees/Commissioners must not purchase airfare with personal 

funds, unless the state charge card system is not available.
• Depending on the circumstances, the reimbursable amount may be 

capped at the contracted government rate.

Agency cannot purchase or reimburse:
• Seat upgrades (except ADA accommodations)
• Business or First-Class travel

https://www.alaskaair.com/planbook?lid=nav:book-flights&INT-_AS_NAV_-prodID:ShoppingBooking


TEMS REFRESHER 
USER REQUESTS, TIPS & TRICKS



TEMS LINKS

https://tems.ofm.wa.gov

https://des.wa.gov/services/hr-finance/small-agency-
services/small-agency-financial-services/tems-access-request-
form

New User Request:
• Preparer name & email – only fill out the top section if someone will 

be preparing TEMS on behalf of the traveler
• Supervisor/manager – this is the traveler’s approver
• Approver/preparer – only check YES in these fields if the traveler will 

be approving or preparing other traveler’s requests

https://tems.ofm.wa.gov/
https://des.wa.gov/services/hr-finance/small-agency-services/small-agency-financial-services/tems-access-request-form


TEMS TIPS & TRICKS

Internet Explorer is currently the only browser that supports TEMS

Submitting a request is a two step process:
• Create a trip
• Create a reimbursement

• Attach trip(s) to the reimbursement
• Send for approval

Per Diem rates:
• Washington rates will be auto-filled
• Out-of-state will default to the lowest rate – so be sure to update
• International rates can be manually entered if not available from the 

drop down



MEETING BASICS
MEALS, COFFEE, LIGHT REFRESHMENTS



COFFEE & LIGHT REFRESHMENTS
SAAM 70.10

Agency policy and procedure is required

Prior approval is required for each meeting

Refreshments can be served when:
• Purpose of meeting is to conduct state business or formal training
• Integral part of the meeting
• Receipt(s) for actual costs are retained and submitted with payment
• Meeting takes place away from regular workplace

Boards & commissions may provide coffee/refreshments at official 
public meetings, including executive sessions.



MEALS WITH MEETINGS
SAAM 70.15

Agency policy and procedure is required

Prior approval is required for each meeting

Meals can be served when:
• Purpose of meeting is to conduct state business or formal training
• Integral part of the meeting
• Receipt(s) for actual costs are retained and submitted with payment
• Meeting takes place away from regular workplace

Meals are to only be served to state employees or state officials and 
must be within the per diem allowance (including taxes, tips, and 
delivery fees).



OTHER CONSIDERATIONS
SAAM 70.10 & 70.15

Documentation required:
• Signed prior approval
• Purpose of the meeting
• List of meeting attendees

Meals, coffee, or refreshments are prohibited when:
• Agency anniversaries, individual employee receptions (new hire, 

retiring, elected, etc.)**
• Hosting activities: social rather than governmental business events, 

such as lobbying.

**All-staff meetings/general employee recognition is okay.



CONTACT INFO

Travel Policy, TEMS Admin:

travel.safs@des.wa.gov
360-407-8183

Meeting Rules:

APquestions.safs@des.wa.gov
360-407-8183

mailto:travel.safs@des.wa.gov
mailto:APquestions.safs@des.wa.gov


QUESTIONS?



QUESTIONS & ANSWERS

Regarding TEMS and web browser compatibility.

Q: What is the plan for moving away from Internet Explorer now 
that it has been discontinued?

A: OFM IT is aware of Internet Explorer no longer being supported 
by Microsoft.  OFM IT is working to get TEMS compatible with other 
internet browsers.



QUESTIONS & ANSWERS

Regarding per diem and meal periods.

Q: Do you have to be travelling 30 minutes prior to the meal period 
and travel a total of 11 hours for meals to be eligible for 
reimbursement?

A: Travelers must meet the 11-hour rule.  However, agency policy 
will outline whether a traveler needs to be travelling 30 minutes 
prior to the meal period to be eligible for meal reimbursement.  
Some agencies require being in travel status 30 minutes prior to the 
meal period, but this is more strict than SAAM guidelines.



US BANK PURCHASE CARD
STATEMENTS AND RESOURCES



P-CARD ANNUAL SPEND
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P-CARD JUL-SEPT SPEND
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CORPORATE
STATEMENT
Master Account Number

“Corporate Account 
Summary/Activity” sections

“New Activity” for ALL cards on 
the master account

Amount Due for entire account

Shows the total account balance 
after prior balance, payments, and 
new activity



MEMO 
STATEMENT
Individual card holder account 
numbers

“Memo Statement Only”

“New Account Activity” for only 
that card

No Amount Due, Do Not Remit

Only shows the current activity for 
the individual card



ACCOUNTING CONSIDERATIONS

Include all backup documents:
• Receipts/invoices
• Prior approval for travel and meals/refreshments with meetings
• Missing receipt memo if the receipt is lost and cannot be 

recovered from the vendor

When your statement has a credit balance:
• Send the statement and all corresponding backup on an A45 

on its own
• SAFS will hold the batch until there is a balance to pay 



US BANK P-CARD PROGRAM

Michael Lix, Enterprise Purchase Card Program Manager

• Native of Arizona
• Loves hiking and the outdoors
• Cooking
• Making lists of my hobbies



PROFESSIONAL USEFULNESS

Implementation
Assist with building 
new programs, help 

decide product types, 
understand and 

determine hierarchy 
structures, and advise 

on internal control 
best practices.

Support
Anything else

you need!

Optimization
Policy writing 
assistance and 

guidance, program 
growth planning, 

navigation of rebate 
structures, and 

providing industry 
contacts and 

resources.



TRAVEL REPORTING

In US Bank’s Access Online 
portal, there is a whole section 
of Reporting dedicated to 
assisting in travel related data 
analysis.

This data is most commonly 
searchable by Merchant 
Category Code (MCC).

Note: Supplier Management is 
also the best place to find 
merchant specific spend data



US BANK TRAINING

The home page of the US Bank 
website has many different types 
of system specific training.

For instance, the Manage 
accounts and users tab contains 
everything you’ll need to 
navigate most of your day-to-
day tasks.

Note: All these trainings also 
have written User Guides that 
can be referenced at any time.



US BANK TRAINING

Some things the training can help with:

• Increasing/decreasing card limits

• Temporary/permanent card closing

• Replacement of lost/misplaced cards

• Adjusting/editing profile information



US BANK CONTACTS

Your dedicated US Bank account representatives are:

Monica Lockett, Relationship Manager, US Bank
• monica.lockett@usbank.com

Olga Huseth, Relationship Manager, US Bank
• olga.huseth@usbank.com

Shannon Ness, Relationship Manager, US Bank
• shannon.ness@usbank.com

Greggory Reid, Operations Account Manager, US Bank
• greggory.reid@usbank.com

mailto:monica.lockete@usbank.com
mailto:olga.huseth@usbank.com
mailto:shannon.ness@usbank.com
mailto:greggory.reid@usbank.com


CONTACT INFO

Program questions: 

michael.lix@des.wa.gov
DESPcard@des.wa.gov

360-407-8527

Accounting questions:

APquestions.safs@des.wa.gov
360-407-8183

mailto:michael.lix@des.wa.gov
mailto:despcard@des.wa.gov
mailto:APquestions.safs@des.wa.gov


QUESTIONS?



QUESTIONS & ANSWERS

Regarding US Bank P-card memo statements vs corporate account 
statements.  

Q: Corporate statement comes in mail quite slowly and we can only 
pull memo statement from online.  Is it okay to submit memo 
statement?

A: Corporate statement should be submitted.  To access this 
statement online you will need admin privileges and to click on 
managing account option.  If having any trouble accessing 
corporate statement online reach out to Michael Lix or US bank 
contacts.
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