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Section Title ggfteective g?lgnc;ber
60.20.20  Moving-related costs not allowed as state expenditures Oct. 1, 2002 332
60.30 Paying Moving Costs 334
60.30.10  Employee is responsible for certain costs Jan. 1, 2018 334
60.30.20  Reviewing, approving and paying the common carrier invoice Jan. 1, 2012 334
60.30.30 ]jér(liglc(iiyoegs requesting moving services must use a payroll Jan. 1,2012 335
60.30.40  The agency pays for insurance July 1, 2007 336
60.30.50  Damage claim procedure Jan. 1, 2012 336
gsh apter Financial Services Agreements 337
65.10 Financial Services Agreements 338
65.10.10  Authority for these policies July 1, 2010 338
65.10.20  Applicability July 1, 2010 339
65.10.30  Responsibilities of the Office of Financial Management Oct. 1, 2000 339
65.10.40  Responsibilities of the Office of the State Treasurer July 1, 2010 340
65.10.50  Agency responsibilities June 1, 2002 340
;3(:1 apter Other Administrative Regulations 342
70.10 Coffee and Light Refreshments 343
70.10.10  The agency must first adopt written policies July 1, 2014 343
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Section Title Effective Page

Date Number
70.10.20  When may coffee and light refreshments be served? July 1, 2005 343
70.10.30 Expenditures for coffee and light refreshments are prohibited in May 1, 1999 344
some cases
70.10.40  Documentation of approval is required May 1, 1999 344
70.15 Meals with Meetings 345
70.15.10  Reimbursement for meals with meetings July 1, 2014 345

70.15.20  Expenditures for meals with meetings are prohibited in some cases Apr. 15,2004 346

70.15.30 Documentation of advance approval for meals with meetings is Apr. 15, 2004 346

required
70.20 Prospective Employee Interview Expenses 347
70.20.10 ?nglle)?g}i]eez ;nay pay certain expenses for qualified prospective May 1, 1999 347
70.20.20  Who is a qualified prospective employee? July 1, 2010 347
70.20.30  Allowable travel expenses and reimbursement limits May 1, 1999 348
70.20.40  How expenses should be documented and paid Jan. 1, 2012 348
70.20.50  Prior authorization is required for classified positions Jan. 1, 2012 348
70.40 Higher Education Enrollment Reporting 349
70.40.05  Purpose of these policies Aug. 1, 2006 349
70.40.10  Authority for these policies Aug. 1, 2006 349
70.40.20  Who must comply with these policies Aug. 1, 2006 349
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Section Title ggfteective g?lgnc;ber
70.40.30  Special definitions Aug. 1, 2006 350
70.40.40  Higher Education Enrollment Reporting Requirements Aug. 1, 2006 351
70.60 Unified Business Identifier (UBI) 352
70.60.10  The purpose of the UBI May 1, 1999 352
70.60.20  The UBI and how it is used May 1, 1999 352
70.60.30  Certain agency systems must include the UBI May 1, 1999 353
70.60.40  Assigning the UBI May 1, 1999 353
70.60.50  Applicability May 1, 1999 353
70.70 Child Care Services for Children of State Employees 354
70.70.10  These policies establish minimum requirements May 1, 1999 354
70.70.20  Identifying suitable space for a child care facility Jan. 1, 2012 354
70.70.30  Determining the rental rate for the space Jan. 1, 2012 355
70.70.40  Child care facility contracting requirements Jan. 1, 2012 355
70.70.50  Child care program contracting requirements Jan. 1, 2012 356
70.75 Suspected Losses of Public Funds or Property 358
70.75.10  Purpose of these policies June 1, 2016 358
70.75.20  Authority for these policies June 1, 2016 358
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Section Title ggfteective g?lgnc;ber
70.75.30  Applicability of these policies June 1, 2016 358
70.75.40  Responsibilities of the State Agency June 1, 2016 358
%h apter Uniform Chart of Accounts 360
75.10 Coding Structures 361
75.10.10  About the uniform chart of accounts July 1, 2019 361
75.10.20  Descriptions of the code types June 1, 2015 362
75.20 Agency Codes and Authorized Abbreviations 364
75.20.10  Sequential by code number July 25,2021 364
75.20.20  Alphabetical by title July 25, 2021 371
75.20.30  Sequential by code number within functional group July 25, 2021 379
75.30 Fund / Account Codes 389
75.30.10  GAAP fund types July 1, 2020 390
75.30.20  Cash and budget type codes June 1, 2018 391
753030 I(jgléléistypes and subsidiary accounts - government-wide statement July 1,2020 393
75.30.40  Roll-up funds and subsidiary accounts - fund statement codes July 1, 2021 394
75.30.50  Account codes: sequential by code number Jan. 1, 2022 398
75.30.60  Account codes: alphabetical by title Jan. 1, 2022 428
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Section Title ggfteective g?lgnc;ber
75.40 General Ledger Account Codes 456
75.40.10  Sequential by code number Jan. 1, 2022 456
75.40.20  Sequential by code number with description Jan. 1, 2022 474
75.50 Expenditure Authority Codes 520
75.50.10 ]jé(s%errlllilltgl;: authority type and expenditure character codes with Mar. 18,2020 520
75.50.20  Operating expenditure authority codes Mar. 18,2020 523
75.50.30  Capital expenditure authority codes Mar. 18,2020 524
7500 Seheduleof expendiare auhority ypes and code ot neuded on g, 15,2020 2
75.60 Statewide Program Codes 526
75.60.10  Sequential by code number with descriptions Oct. 1, 2016 526
75.65 Statewide Project Type Codes 527
75.65.10  Information technology data needs July 1, 2017 527
75.65.20  Special provisions for information technology project type coding July 1, 2017 528
75.65.30  Sequential by code number with descriptions July 1, 2017 529
75.70 Object/Subobject/Sub-subobject Codes 530
75.70.10  Sequential by code number Jan. 1, 2022 530

Table of Contents

28




State Administrative and Accounting Manual

Section Title ggfteective

75.70.20  Sequential by code number with descriptions July 1, 2021

75.70.30  Object/Subobject Decisions Flowcharts July 1, 2017

75.80 Revenue Source Codes 600
75.80.10  Categories of revenue June 1, 2004 600
75.80.20  Major revenue source code descriptions July 1, 2003 601
75.80.30  Sequential by code number Jan. 1, 2022 602
75.80.40  Sequential by code number with description Jan. 1, 2022 615
;3(:1 apter State Reporting 920
90.10 General State Reporting Policies 921
90.10.10  Purpose and scope of these policies June 1, 2016 921
90.10.20  Authority for these policies June 1, 2016 921
90.10.30  Applicability June 1, 2016 921
90.10.40 izglfng?giﬁ%ggcy Financial Reporting System (AFRS) - roles and June 1, 2019 922
90.10.50  Some agencies have component unit reporting requirements June 1, 2016 923
90.10.60  Agency prepared reports must reconcile with AFRS and the ACFR June 1, 2016 924
90.10.70  Agencies must comply with reporting due dates June 1, 2016 924
90.20 Fiscal Year-End Cut-Off Procedures 925

Table of Contents




State Administrative and Accounting Manual

Section Title ggfteective g?lgnc;ber
90.20.05  Introduction June 1, 2019 926
90.20.10  Cash cut-off date and policies June 1, 2016 927
90.20.15  Prior period adjustments and corrections June 1, 2016 927
90.20.20  Revenue recognition June 1, 2016 930
90.20.25  Expenditure/expense recognition June 1, 2016 932
90.20.30 Eﬁ%%?ﬁ?ﬂ%ﬁgi ﬁ:r;ruals for single year operating expenditure June 1, 2016 932
90.20.35 Eﬁg_e&(égﬁsgxpense accruals for biennial expenditure authority - June 1, 2016 933
90.20.40  Expenditure/expense accruals - end of biennium June 1, 2016 934
02045 Yluidated etimated aeemed opendituresxpenss - e 2016 o33
02047 Shorases evinaiedasmued ypndiunespsesin e 015933
90.20.50  Interagency accruals June 1, 2019 935
90.20.55  Accounting estimates June 1, 2016 938
90.20.60  Interfund accruals June 1, 2016 939
90.20.62  Fund balance June 1, 2016 940
90.20.65  Agency fund type accounts June 1, 2016 #H#
90.20.70  Adjustment and reconciliation activity June 1, 2016 940
90.20.80  Office of Financial Management analysis and ACFR preparation  June 1, 2016 948
90.20.90  State Auditor’s Office audit June 1, 2016 948
90.30 Fiscal Year-End Cut-Off - Illustrative Entries 950
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Section Title ggfteective g?lgnc;ber
90.30.10  These entries are for illustrative purposes June 1, 2016 950
90.30.20  Cash revenues June 1, 2016 951
90.30.30  Material prior period adjustments June 1, 2016 951
90.30.35  Immaterial prior period adjustments and corrections June 1, 2016 952
90.30.40  Accrued, unavailable and unearned revenues June 1, 2016 954
90.30.50  Vendor payment transactions June 1, 2016 955
90.30.60  Encumbrance transactions June 1, 2016 957
90.30.70  Interagency reimbursements (Object S) June 1, 2016 957
90.30.80  Intra-agency reimbursements (Object T) June 1, 2016 958
90.30.90  Fund balance reclassification June 1, 2016 959
90.40 State Disclosure Forms 961
90.40.10  Introduction to state disclosure forms and lead sheet June 1, 2019 961
90.40.20  Cash and investments disclosure June 1, 2017 963
90.40.30  Taxes receivables disclosure June 1, 2019 965
90.40.35  Inventory disclosure June 1, 2016 966
90.40.38  Capital assets — summary of activity disclosure June 1, 2016 967
90.40.40  Long-term construction commitments disclosure June 1, 2016 968
o0angs Eetn T by major s supmary of s and e 12017 og0
90.40.50  Unavailable and unearned revenues disclosure June 1, 2016 972
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Section Title ggfteective g?lgnc;ber
90.40.55 Bond debt disclosure June 1, 2019 973
90.40.60  Transfer disclosure June 1, 2016 977
90.40.70  Pension disclosure June 1, 2016 978
90.40.75  Miscellaneous disclosure June 1, 2019 980
90.40.80  Internal control/internal audit questionnaire disclosure June 1, 2019 981
90.40.95  Financial disclosure certification June 1, 2019 981
gsh apter Federal Assistance Reporting 983
95.10 Federal Assistance Reporting Policies and Procedures 984
95.10.10  Purpose of the policies June 1, 2016 984
95.10.15  Authority for these policies June 1, 2016 984
95.10.20  Applicability of these policies June 1, 2016 985
95.10.30  Federal revenues June 1, 2016 985
95.10.40  Federal clusters June 1, 2020 987
95.20 Federal Assistance Disclosure Forms 994
95.20.10  Introduction to federal disclosure forms and lead sheet June 1, 2021 994
95.20.20  Federal Financial Assistance — Direct June 1, 2020 997
95.20.30  Federal Analytical Review June 1, 2018 998
95.20.40  Federal Nonfinancial Assistance June 1, 2020 998
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. . Effective Page
Section Title Date Number
95.20.50  Federal Nonfinancial Assistance Inventory Balances June 1, 2020 999
95.20.60  Federal Loan Balances June 1, 2020 999
95.20.70 Federal Assistance Received from Nonfederal Sources (Pass- June 1, 2020 1000

Through) —

95.20.80  Federal Identification Numbers June 1, 2016 1000

95.20.90  Federal Assistance Certification June 1, 2021 1001
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1.10 About the Manual

. . Effective Page
Section Title Date Number
1.10.10 Policies in this manual are minimum standards May 1, 1999 35
1.10.20 Authority for these policies May 1, 1999 35
1.10.30 Applicability Jan. 1, 2009 35
1.10.40 How do I request a waiver to a policy? July 1, 2005 36

How do I request OFM approval for an alternative policy or 36
1.10.50 procedure? June 1, 2002 -
37

1.10.60 How to contact us June 1, 2002

1.10.10 Policies in this manual are minimum standards
May 1, 1999

The purpose of this manual is: 1) to provide control and accountability over financial and administrative
affairs of Washington State Government, and 2) to assist agencies in gathering and maintaining
information needed for the preparation of financial statements.

The policies and procedures in this manual are the minimum requirements that state agencies must meet.
An agency may adopt additional policies and procedures in greater detail, or use additional or alternative
supporting documentation, as long as the agency meets the required minimum standards.

1.10.20  Authority for these policies

May 1, 1999

The Office of Financial Management is required by the Budget and Accounting Act (RCW 43.88.160) to
establish a Generally Accepted Accounting Principles (GAAP)-based accounting system and procedures,
as necessary, to provide for accountability of the state's assets and compliance to its laws and regulations.

1.10.30  Applicability

Jan. 1, 2009

All agencies of the state of Washington must comply with this manual, unless otherwise exempted by
statute. RCW 43.88.020 defines the term “Agency” to mean and include “every state office, officer, each
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institution, whether educational, correctional or other, and every department, division, board and
commission, except as otherwise provided.”

These policies shall comply with federal requirements. However, if any part of these policies are in
conflict with federal requirements, that part of the policy will be inoperative to the extent of such conflict
with respect to the agencies directly affected, until such time the policies are updated.

Agencies may request a waiver from complying with specific requirements of this manual. For
information on how to request a waiver, refer to Subsection 1.10.40.

1.10.40 How do I request a waiver to a policy?
July 1, 2005

Pursuant to RCW 43.88.160(1), agencies may submit a written request for a waiver from complying with
specific requirements of a policy. The request must be approved in writing by the Office of Financial
Management before the waiver takes effect. Waivers automatically expire at the end of the fiscal biennium
for which they were granted and are to be reapproved in writing to remain in force for the ensuing
biennium. A copy of the waiver granted is provided to the appropriate legislative fiscal committees.

It is recommended that agencies discuss any policy waiver requests in advance with their assigned agency
accounting consultant.

Please submit written request to:

Office of Financial Management
Statewide Accounting

P.O. Box 43113

Olympia, WA 98504-3113

1.10.50 How do I request OFM approval for an alternative
el 2092 policy or procedure?

Some policies allow an agency, with approval by the Office of Financial Management, to adopt an
alternative policy or procedure. This process is a one time approval process, as opposed to the biennial
policy waiver procedure.

It is recommended that agencies discuss any alternative policy or procedure requests in advance with their
assigned agency accounting consultant.

Please submit written request to:

Office of Financial Management
Statewide Accounting
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P.O. Box 43127
Olympia, WA 98504-3127

1.10.60 How to contact us

June 1, 2002

Please contact us if you have questions about the policy manual.

You can email us at: OFMA ccounting(@ofm.wa.gov.

Or call: 360-725-0198
Or write:

Office of Financial Management
Statewide Accounting

P.O. Box 43127

Olympia, WA 98504-3127
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1.20 How to Use This Manual
. Effective Page
Section Date Number
1.20.10 How the manual is organized Oct. 1, 2016 38
1.20.20 How the manual is numbered May 1, 1999 38
1.20.40 Other tools within the manual May 1, 1999 39

1.20.10

October 1, 2016

How the manual is organized

The first half of this manual focuses on administrative topics. Users with a hard copy of the manual will
find these chapters in Volume I.

Chapter 1

Chapter 5

Chapter 10
Chapter 20
Chapter 22
Chapter 25
Chapter 30
Chapter 35
Chapter 40
Chapter 50
Chapter 55
Chapter 60
Chapter 65
Chapter 70

Introduction
Data and System Access

Travel

Internal Control
Internal Audit

Payroll

Capital Assets

Inventories

Disbursement of State Funds/Benefits
Federal Compliance

Audit Tracking

Moving Expenses

Financial Services Agreements

Other Administrative Regulations

The second half of the manual focuses on accounting topics. Users with a hard copy of the manual will

find these chapters in Volume II.

Chapter 75
Chapter 80
Chapter 85
Chapter 90
Chapter 95

Uniform Chart of Accounts
Accounting Policies
Accounting Procedures

State Reporting

Federal Assistance Reporting
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1.20.20 How the manual is numbered
May 1, 1999

The manual has three layers of organization:

* Chapters - The major subjects of the manual
» Sections - Define the major topics within a subject
» Subsections - The actual policies

The policies in this manual are numbered using a three part code which reflects these levels.

30.10.20

30.xx.xx The first number is the Chapter number.
xx.10.xx The second number is the Section number.
xX.xx.20 The third number is the Subsection number.

1.20.40 Other tools within the manual

May 1, 1999
Subject Index - The on-line version of the manual provides direct links from the index to the
referenced subsection. A complete index has been provided in the front of each
volume of the hard-copy manual.
Forms Index - An index of all the forms found in the manual. A complete forms index has been
provided in each volume of the hard-copy manual.
Glossary - The on-line version of the manual provides direct links from referenced words in the

policies to the glossary. A complete glossary has been provided in each volume of
the hard-copy manual.
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Chapter 5 Data and System Access

Section Title ggfteective Nllzla:lglfer
5.10.10 Purpose of these policies Sept. 5, 2014 41
5.10.15 Authority for these policies July 1, 2012 41
5.10.20 Related policies July 1, 2012 41
5.10.25 Who must comply with these policies July 1, 2012 42

5.10.30 Statewide systems, applications, and data covered under this policy Sept. 5, 2014 42

51035 gg)llilé;ols over systems, applications, and data covered under this Sept. 5, 2014 0
5.10.40 Specific requirements Sept. 5, 2014 43

5.10.10  Purpose of these policies

Sept. 5, 2014

The purpose of these policies is to define the conditions under which access to specific statewide systems,
applications, and data will be granted.

5.10.15  Authority for these policies

July 1, 2012

RCW 43.88.160 (4) requires the Office of Financial Management (OFM) to develop and maintain a
system of internal controls and internal audits comprising methods and procedures to be adopted by each
agency that will safeguard its assets, check the accuracy and reliability of its accounting data, promote
operational efficiency, and encourage adherence to prescribed managerial policies for accounting and
financial controls.

The Public Records Act 42.56 RCW prohibits disclosure of certain personal and other information.
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5.10.20 Related policies

July 1,2012

The Office of Chief Information Officer (OCIO) Policy No. 141, Securing Information Technology Assets,
sets requirements for maintaining system and network security, data integrity and confidentiality.

5.10.25 Who must comply with these policies

July 1,2012

All executive, legislative, or judicial branch agencies connecting to statewide systems must comply with
the policies in this chapter.

5.10.30 Statewide systems, applications, and data covered
sert. 32014 under this policy

This policy covers access to certain statewide systems, applications, and data that OFM manages and
maintains to carry out the responsibilities described in the section “Authority for this policy.” Systems,
applications, and data covered include:

* IRS Form 1099-MISC Reporting System
* Enterprise Reporting Standard Reports (ER)

* Enterprise Reporting Web Intelligence (Webi)

5.10.35 Controls over systems, applications, and data
sept. >, 2014 covered under this policy

Agencies should have internal controls over granting and revoking access to systems, applications, and
data that:

* Limit access to employees to only that necessary to perform the assigned duties.

* Consider how access will affect agency internal controls and apply compensating controls where
necessary. Refer to Chapter 20.

* Ensure proper employee training under OCIO policies.

+ Employ a systematic employee exit process that revokes access within a reasonably short amount of
time after the employee’s access is no longer required. This may happen when job duties change or
when an employee leaves the agency.

Allow for periodic review of all employees’ statewide access.
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5.10.40 Specific requirements

Sept.

5,2014

5.10.40.a IRS form 1099-MISC Reporting System

Agencies accessing the 1099 download maintained by OFM are required to comply with Subsection

50.10.65.

5.10.40.b Enterprise Reporting Standard Reports (ER) and Web Intelligence (Webi)

Agencies accessing the Enterprise Reporting Standard Reports (ER) or Web Intelligence (Webi)
maintained by OFM must establish an effective system for management and control of sensitive
information as appropriate. In addition, access to vendor payment related data belonging to other agencies
is restricted to employees who need the data to perform their assigned duties, and before access is granted:

1. An

L]

employee must sign a Non-Disclosure Agreement (NDA) that includes the following statements:

I will not access or use vendor payment information for any commercial or personal use or gain,
but only to the extent necessary and for the purpose of performing my assigned duties as an
employee.

I will not directly or indirectly disclose, divulge, transfer (such as but not limited to, email,
portable media, File Transfer Protocol (FTP), file location services), release, communicate, sell,
or otherwise make known to unauthorized persons or any third party outside the scope of my
position any vendor payment information during duty hours as well as non-duty hours or when
not in use unless authorized by my supervisor, agency policy or applicable state law.

I will not duplicate or reproduce vendor payment information except for the purpose of
performing my duties as an employee.

I will protect vendor payment information from unauthorized physical and electronic access in a
manner which prevents unauthorized persons from retrieving the information by means of
computer, remote terminal or other means.

I will dispose of vendor payment information, in electronic or paper form, in an appropriate
manner.

I agree to abide by all federal and state laws, regulations, and policies regarding the safeguarding
and disclosure of the information.

2. Agencies may use an alternate in-house NDA form provided written approval from OFM is
obtained.

3. The agency security administrator must certify that that the employee has signed the non-disclosure
agreement and needs access to other agency vendor payment related data to perform the employee’s
assigned job duties. In certain cases, OFM must approve the request before access can be granted.
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To get access to Enterprise Reporting vendor payment related data for other agencies, follow the
instructions and fill out the forms at: http://www.ofm.wa.gov/resources/dataaccess.asp.

If an agency detects a breach in security related to vendor payment related data, the agency is responsible
to follow the steps for breach as described in RCW 42.56.590 and notify the Consolidated Technology
Services (CTS) Chief Information Security Officer, CTS Security Operations Center and the Washington
State Patrol Computer Crimes unit. Additionally, the agency is to notify OFM within one business day of
discovering the breach and take corrective action as soon as practicable to eliminate the cause of the
breach. OFM may request a full review of the agency’s data security controls.
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10.10

Travel Management Requirements and Restrictions

Section Title ggfteective Nllzlz:lglfer
10.10.05  Who must comply with these policies? June 7, 2012 46
10.10.10  Agency responsibilities Oct. 9, 2015 47
10.10.15  Responsibilities of travelers Oct. 9, 2015 48
10.10.20  These criteria must be used for selecting and approving travel Oct. 1, 2005 49
10.10.25  Implement alternatives to travel Jan. 1, 2004 49
10.10.30  Considerations for placing an employee in travel status May 1, 1999 50
10.10.35  Ensure the health and safety of travelers Jan. 1, 2015 50
10.10.40  Comply with the Americans with Disabilities Act July 1, 2000 51
10.10.45 gsse({f the State Charge Card system, when required, to purchase Oct. 1,2018 51
10.10.50  Prior authorization for travel may be required July 1, 2011 52
10.10.55 Scheduling meetings, conferences, conventions and training July 1,2011 53

sessions

10.10.05 Who must comply with these policies?

June 7, 2012

The following persons in the executive, legislative, or judicial branches of government must comply with
the policies in this chapter:

1. All state officers, employees, and volunteers that agencies have legal authority to utilize, unless
otherwise provided by law.

As provided in RCW 28B.10.029, institutions of higher education may use all appropriate means for
making and paying for travel arrangements to support student, faculty, staff and other participants
travel in the most cost effective and efficient manner possible. Methods used must be based on
standard industry practices and be compliant with federal accountable plan requirements.
Accordingly, they are exempt from Subsections 10.10.45, 10.30.60, 10.50.35, 10.50.40, 10.50.45,
10.50.50, 10.50.75, and 10.80.55.
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2. Persons other than state officers and employees, where travel expenses are authorized by statute but
the statute is silent as to amount.

3. Members of the Senate or House of Representatives. When on official legislative business, these
members are entitled to receive allowances as provided in RCW 44.04.120 in lieu of per diem or
travel expenses as stipulated in this chapter.

4. Contractors, unless there are specific contractual arrangements modifying travel reimbursement.

These rules may be used as a guideline for the payment of legally authorized travel expenses for students
and other clients of the agency.

10.10.10 Agency responsibilities

Oct. 9, 2015

10.10.10.a

Agency heads, and their designees for directing travel and approving reimbursement, are to:

1. Ensure that any travel costs incurred are:
* Directly work related,
* Obtained at the most economical price, and
» Both critical and necessary for state business.

2. Exercise prudent judgment in approving travel-related costs.

3. Establish an effective system for management and control over travel related costs. This system
should include:

»  Written internal policies and procedures which cover the items required in this chapter.

* Authorization or approval of travel costs by the agency head or authorized designees.

* C(Clearly defined roles and responsibilities to include the level(s) to which agency head
responsibility has been delegated.

» Periodic review of airline ticket purchases to ensure compliance with Subsections 10.50.40 and
10.50.45.

* The amount of time the agency requires for advance approval of meal costs at meetings,
conferences, conventions, and training sessions.

* A prohibition to pay parking tickets, citations, or infractions received by drivers authorized to
operate vehicles on state business. Payment of fines or citations is solely the personal obligation
and responsibility of the driver and NOT a qualified reimbursable obligation of the employing
agency. Refer to Subsections 10.10.15 and 10.20.20.

4. Ensure travelers are not treated differently under like travel circumstances.
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5. Ensure the agency uses the procurement methods required in this chapter and maintain an

accountability record for all state travel charge card systems it or its travelers are issued.

The agency head or designee must authorize student drivers or volunteer drivers to use vehicles
while on official state business. Agencies should consult with the Department of Labor and
Industries for information about personal injury insurance coverage for students and volunteers
operating vehicles on official state business, and age restrictions for operating vehicles for business
purposes. Refer to http://www.Ini.wa.gov/WorkplaceRights/Teen Workers/.

10.10.10.b

Agencies may adopt internal travel policies and reimbursement allowances that are more restrictive than
those contained in this chapter.

10.10.15 Responsibilities of travelers

Oct. 9, 2015

A traveler on official state business is responsible for:

l.

Being familiar with state and agency travel and transportation regulations before embarking on
travel.

Exercising the same care in incurring expenses and accomplishing the purposes of the travel that a
prudent person would exercise if traveling on personal business. Excess costs, circuitous routes,
delays, or luxury accommodations unnecessary or unjustified in the performance of official state
business travel are not acceptable.

Paying any excess costs and any additional expenses incurred for personal preference or
convenience.

Returning as promptly as possible to either the official station or official residence when the state
business is completed.

Securing prior authorization for travel when required. (Subsection 10.10.50)

Preparing the Travel Expense Voucher and providing appropriate receipts and documentation as
required in Section 10.80 and other sections of this chapter.

Promptly pay fines to the appropriate jurisdiction for all parking tickets, citations or infractions received
while operating a vehicle on state business. Payment of fines and citations under these circumstances is
the sole obligation and responsibility of the traveler and is NOT to be reimbursed or paid by the state.
Refer to Subsection 10.20.20.
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10.10.20 These criteria must be used for selecting and
Oct 12005 approving travel

In addition to complying with state travel policies and procedures, an agency head or authorized designee
must use the following criteria to determine whether to authorize a person to travel on official state
business, and to determine what travel alternatives to authorize.

1. Select the travel alternative that is most economical to the state.

Agencies must use this criteria except in the situations noted in Subsection 10.10.20 (2).

All costs should be considered--travel, labor, etc.--in making the determination. For example: Is it
less expensive to drive than fly out of Sea-Tac Airport? Is it cheaper to fly out of Sea-Tac than out of
Port Angeles?

2. Select the travel alternative that is most advantageous to the state.

An agency may use this advantageous criterion only in the following situations:

* To ensure the health and safety of agency travelers (Subsection 10.10.35)

* To comply with the Americans with Disabilities Act (Subsection 10.10.40)

* Process and travel situations for meals with meetings (Subsection 10.40.60)

» Use of privately owned motor vehicles (Subsection 10.50.20)

The personal travel plans of the traveler shall not influence this criterion.

10.10.25 Implement alternatives to travel
Jan. 1, 2004

Agencies are to develop and implement alternatives to travel, as well as less expensive means of travel.
These methods should include, but are not limited to:

* Teleconferencing and video conferencing;

* Video recordings and published reports;

» Car-pooling and greater use of public transportation;

* Reduced frequency of regularly scheduled out-of-town meetings;

* Restrictions on the number of staff traveling to the same destination; and

Coordinating between agencies for joint travel arrangements when more than one agency is involved.
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10.10.30 Considerations for placing an employee in travel
May 1, 1999 Status

10.10.30.a

Plan the itinerary of the traveler to eliminate unnecessary travel in the performance of work assignments.
Whenever it is feasible for two or more persons to travel on official state business in one vehicle, they are
to do so.

10.10.30.b

Before placing a traveler in travel status, the agency is to determine for each occurrence whether it is more
economical or advantageous (Subsection 10.10.20) to reimburse the traveler for meals and/or lodging, or
to require the traveler to return to the official station or official residence daily or on weekends.

10.10.30.c

After 90 days, agencies should review assignments placing travelers in travel status at a temporary duty

station to determine if the traveler’s permanent official duty station should be changed. The agency should
inform the traveler of the possible federal tax implications of official station assignments for an indefinite
period of time or for longer than one year. Refer to Internal Revenue Service regulations contained in
Publication 463 for further information.

10.10.35 Ensure the health and safety of travelers

Jan. 1, 2015

10.10.35.a

The health and safety of travelers is a top priority in the conduct of travel related activities. It is
advantageous to the state for agencies to establish and alter travel plans and itineraries with consideration
of hazardous inclement weather and other situations that could threaten the health and safety of state
personnel.

When establishing travel plans and itineraries, if additional expense is involved to address hazardous
weather or other local conditions that could threaten the health and safety of the traveler, the reason for
authorizing the additional expense should be included on or attached to the travel authorization form.

When travel itineraries are altered after travel begins to address health and safety issues , travelers should:
*  Promptly notify the traveler's supervisor of the change in travel plans.

* Note the reason for any additional expense on the traveler's travel expense voucher.

10.10.35.b
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Recognizing that the safety of passengers and flight crews is of paramount importance to the state,
agencies are authorized to obtain commercial lodging for flight crews during standby periods in locations
away from their official duty station. Agencies are to develop internal policies and procedures consistent
with this regulation.

10.10.40 Comply with the Americans with Disabilities Act

July 1, 2000

10.10.40.a

Compliance with the Americans with Disabilities Act (ADA) is considered to be advantageous. All state
personnel are to be afforded equal opportunity to perform travel for official state business even if the
travel costs for disabled travelers will exceed what would normally be most economical to the state. For
example:

*  When a traveler uses a wheelchair and it is necessary to pay more for an airline ticket so the traveler
can fly on a larger airplane that can accommodate the wheelchair.

*  When a traveler flies out of Sea-Tac because the traveler's disabilities cannot be accommodated at
the local airport.

*  When a traveler has hearing or vision impairments and there is a cost of providing auxiliary aids and
services to enable the traveler to successfully accomplish the purpose of the travel.

10.10.40.b

Travel authorizations and travel claims should be annotated that the extra costs were required to comply
with the ADA. ADA supporting documentation should remain confidential and a statement added to the
travel voucher indicating the agency file location.

10.10.45 Use of the State Charge Card system, when required,
Oct. 12015 to purchase travel

10.10.45.a

The term “State Charge Card System” comprises the authorized state consolidated charge card program or
other agency charge card program authorized by statute, which includes purchasing cards for non-travel
expenses plus the following three components that can be used for travel purchases:

* Corporate Travel Card. Each agency head or authorized designee may authorize the use of or
approve the issuance of the corporate travel card to those travelers whose work requires them to
travel on official state business. When a state employee uses the corporate travel card they are billed
directly, are responsible to pay all charges, and must apply for travel reimbursement through their
agency.
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* Central Travel Account (CTA). The CTA is a ghost account. No actual card is issued. The agency
is responsible for charges against the CTA.

* One Card (Combination Purchase & Travel). The one card can be used for travel related
expenses. Because the one card is not assigned to a particular individual, it is generally not used by
travelers. The agency is responsible for charges against the one card.

In accordance with RCW 39.26.090, the Department of Enterprise Services (DES) develops policies and
standards for the use of credit cards. In addition, general guidelines and requirements related to the use of
the charge card program are presented here, in Section 40.30, and Subsection 85.36.20. To obtain specific
information about the state charge card program, specific contract requirements, and to view the credit
card policy contact the DES at (360) 407-2210.

The use of the State Charge Card System is required for the purchase of air travel arrangements. (For
emergency situations, refer to Subsection 10.50.75).

The use of the State Charge Card System is optional for the purchase of other common carrier travel.

10.10.45.b

Each agency is to maintain an accountability record for all State Charge Card Systems it or its travelers are
issued.

In cases where a State Charge Card System receipt is issued, the traveler is to attach the original receipts
or agency policy may allow non-original receipts if the agency ensures adequate controls are in place to
reduce the risk of duplicate or improper payments to the Travel Expense Voucher (form A20-A or A20-2-
A) or reference its file location.

10.10.50 Prior authorization for travel may be required
July 1, 2011

10.10.50.a

Travelers must receive prior authorization for travel from the agency head or authorized designee:
*  Whenever a travel advance is required by a traveler.
» For all out-of-state travel.

Use the Travel Authorization (form A40-A), or other equally effective written means for requesting and
documenting prior authorization for travel.

10.10.50.b

Travel to Hawaii and foreign countries except British Columbia, Canada requires additional approval
as follows:
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* Agencies reporting to the Governor must have prior written approval of the Office of the
Governor.

* Agencies not reporting to the Governor must have prior written approval of the agency’s
governing body or its managerial designees.

10.10.55 Scheduling meetings, conferences, conventions and
Ty L2010 training sessions

10.10.55.a

When meetings or conferences are necessary, agencies should consider cost to the state, accessibility to
attendees, and other relevant factors in their selection. First priority is to be given to using state-owned or
other public owned facilities in lieu of renting or leasing private facilities.

The location and facilities for all conferences, conventions, training sessions, or meetings held or
sponsored by the state are to be barrier-free in accordance with Section 50.50.

When a conference, convention, training session, or meeting held or sponsored by the state is conducted at
a rented/leased non-state facility, the person responsible for the choice of location and facilities is to
submit justification in advance in writing to the agency head or authorized designee for approval.

The justification is to include:
* The purpose and objective of the meeting;
* The name of the organizations or persons expected to attend and an estimate of the attendance;
* An estimate of the anticipated cost to the state to include travel costs of travelers; and

* An explanation why state-owned or other public owned barrier-free facilities cannot be used.

10.10.55.b

Limit the number of persons from an agency attending a particular conference, convention, meeting, or
training session to the minimum necessary to benefit from the event.
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10.20  Travel Reimbursement Principles

. . Effective Page
Section Title Date Number
10.20.10  What types of travel costs are eligible for reimbursement? Jan. 1, 2015 54
10.20.20  What types of travel costs cannot be reimbursed? Oct. 9, 2015 54
10.20.30 Reimbursement for meals and lodging shall not exceed the July 1, 2000 56

maximum allowable per diem rate
10.20.40 How travel for the convenience of the traveler affects May 1, 1999 56
reimbursement
10.20.50  Leave of absence during travel Oct. 1, 2002 57
10.20.60 Agencies need to develop policies for non-state reimbursement of Oct. 1, 2001 58

state travel

10.20.10 What types of travel costs are eligible for
fan 12015 reimbursement?

Travelers may be reimbursed for the following types of expenses incurred on official state business
subject to the requirements and restrictions of this chapter.

Lodging - The actual cost of lodging up to a specified maximum. Original receipts are required or agency
policy may allow non-original receipts if the agency ensures adequate controls are in place to reduce the
risk of duplicate or improper payments. Refer to Section 10.30 for a full discussion.

Meals - Allowable rate for meal reimbursement. Refer to Subsection 10.40.30.

Lodging and meal rates comprise the two components of the maximum allowable per diem rate for the
Continental United States (CONUS). The meals and incidental rate for travel outside CONUS includes an
allowance for laundry, dry cleaning, and pressing of clothes expense.

Transportation - Costs of necessary official state business travel on railroads, airlines, ships, buses, private
motor vehicles, and other means of conveyance. Refer to Section 10.50 for a full discussion.

Miscellaneous travel expenses - Other expenses essential to the transaction of official state business are
reimbursable to the traveler. Refer to Section 10.60 for a full discussion.
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10.20.20 What types of travel costs cannot be reimbursed?

Oct. 9, 2015

The following types of travel-related costs shall not be reimbursed.

1. Alcoholic beverage expenses.

2. The cost of the daily commute between the traveler’s official station (or telecommuting site) and
official residence. For details on mileage that can be reimbursed, refer to Subsections 10.50.20 and

10.50.25.

3. Certain travel expenses are considered as personal and not essential to the transaction of official state
business. Such non-reimbursable expenses include, but are not limited to:

L]

Valet services, defined as the hiring of a personal attendant who takes care of the individual's
clothes, or helps the individual in dressing, etc. The prohibition against valet services for general
travelers is not to be considered as a prohibition against the use of a personal care attendant
required by a disabled person under the provisions of Section 10.60.

Entertainment expenses, radio or television rental and other items of a similar nature.

Taxi fares, motor vehicle rental, and other transportation costs to or from places of entertainment
and other non-state business locations.

Costs of personal trip insurance (such as personal accident insurance, personal effects insurance,
and extended liability insurance), and medical and hospital services.

Personal telephone calls. Agencies are to define business telephone calls as part of its system for
management and control over travel as required in Subsection 10.10.10.

Any tips or gratuities associated with personal expenses such as those listed here.

Out of pocket charges for vehicle service calls caused by the negligence of the traveler.
Examples include service charges for the delivery of fuel, retrieval of keys from locked vehicles,
jump starting vehicles when the lights have been left on, etc.

Tolls associated with the use of high occupancy toll (HOT) lanes.

Fines from appropriate jurisdictions for all parking tickets, citations or infractions received while
operating a vehicle on state business (privately owned vehicle, rental vehicle or state owned vehicle).
Payment of fines and citations under these circumstances is the sole obligation and responsibility of the
traveler and is NOT to be reimbursed or paid by the state. Refer to Subsection 10.10.15.
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10.20.30 Reimbursement for meals and lodging shall not
Tuly 1,2000° exceed the maximum allowable per diem rate

Reimbursement for meals and lodging shall not exceed the maximum allowable per diem rate for that
location, unless:

* An exception is specifically provided by statute, or

* Authorized by Subsection 10.30.20, Subsection 10.30.25, or Subsection 10.40.20.

The maximum allowable per diem rates for the Continental USA, Non-Continental USA, and Foreign

travel locations can be found in Subsections 10.90.10 and 10.90.20.

10.20.40 How travel for the convenience of the traveler affects
May 11999 peimbursement

10.20.40.a

If the traveler elects to return to the official station or official residence after the close of a regularly
scheduled working day when overnight travel would normally be required:

Maximum reimbursement shall be the lesser of either:

* The travel expense incurred in returning to the official station or official residence, whichever is
closer; or

* The amount which would have been allowable had the traveler remained at the temporary duty

station.

The traveler is to return to the temporary duty station in time to observe the next day’s regularly scheduled
working hours.

10.20.40.b

If travel to a destination for the traveler’s own convenience is in advance of the necessary time for
arrival:

No reimbursement for additional meals or lodging costs shall be paid to the traveler for extra field time

incurred.

10.20.40.c

If a traveler remains at the destination following an official meeting or other work assignment for
the traveler’s own convenience:
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No reimbursement for additional meals or lodging costs shall be paid to the traveler for extra field time
incurred.

10.20.40.d

If a traveler would like to couple a vacation or other personal use onto a legitimate business trip:
It is allowed WHERE ALL OF THE FOLLOWING CONDITIONS EXIST:
* The primary purpose of the trip is official state business;

» The traveler uses, where necessary, his or her approved leave for the vacation or personal part of the
trip; and

» The state agency does not incur any extra expenses beyond what it would normally incur had the trip
occurred without any personal use coupled to the trip.

10.20.40.¢

If a traveler spends extra field time at the destination:

Agencies may authorize per diem for extra field time at the destination if it can be demonstrated that a
direct savings will accrue to the state. The calculation of the direct savings is to include a comparison of
the commercial transportation costs; the per diem costs; and, when applicable, the salary and fringe benefit
costs of the traveler(s) for whom the extra field time is being authorized. Such comparisons are to be
documented and retained with the traveler’s Travel Expense Voucher.

10.20.50 Leave of absence during travel
Oct. 1, 2002

10.20.50.a

When a traveler takes leave of absence of any kind because of being incapacitated due to illness or injury
that is not due to the traveler’s own misconduct:

* The authorized reimbursement for meals and lodging may be continued during the leave period.

» Providing the traveler is able to travel, reimbursement is not to exceed in total the cost authorized for
motor vehicle car mileage or common carrier in returning the traveler to the official station or
official residence, whichever is closer, and then back to the assignment.

10.20.50.b

When a traveler takes leave of absence of any kind as a result of illness or injury that is due to the
traveler’s own misconduct, the authorized reimbursement for meals, lodging, transportation, and all other
travel expenditures may not be continued during the leave period.
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10.20.50.c

When leave of absence of any kind is taken while in a travel status, the exact hour of departure and return
to the temporary duty station must be shown on the Travel Expense Voucher (form A20-A, or A20-2A if
applicable).

10.20.60 Agencies need to develop policies for non-state
Oct- 1,201 reimbursement of state travel

Agencies are to develop internal policies and procedures when employee travel expenses are to be
reimbursed by a person or a non-state entity. State travelers are not to be reimbursed more than the actual
expenses of travel except for meals which can be reimbursed on an allowance basis as listed in
Subsections 10.90.10 and 10.90.20. Ethical issues should also be considered when developing the internal
policy for non-state reimbursement for travel. Further information on ethical issues may be obtained from
the Executive Ethics Board.

Chapter 10 58



https://ofm.wa.gov/sites/default/files/public/legacy/policy/TravelExpenseVoucher-Employees%28A20-A%29.xlsx
https://ofm.wa.gov/sites/default/files/public/legacy/policy/TravelExpenseVoucher-BoardMembersandCommissions%28A20-2A%29.xlsx

State Administrative and Accounting Manual

10.30 Lodging

. . Effective Page
Section Title Date Number
10.30.10 What is the basis for reimbursing lodging costs? June 1, 2018 59
10.30.20 Exceptions to the maximum allowable lodging rates Oct. 1, 2016 60
10.30.25 Lodging for state employee meetings, conferences, conventions July 1, 2000 62
and training sessions
10.30.30 What types of lodging costs are reimbursable? Oct. 1, 2016 62
10.30.40 Certain lodging costs cannot be reimbursed July 1, 2000 63

10.30.50 Lodging expenses for the normal return night may be reimbursed May 1, 1999 63
1n certain situations

10.30.60 How to purchase lodging accommodations Jan. 1, 2015 64

10.30.70 Using a travel trailer, camper, or vessel Oct. 1, 2015 65

10.30.10 What is the basis for reimbursing lodging costs?

June 1, 2018

10.30.10.a

Reimburse lodging expenses at actual costs, as evidenced by a receipt, up to the specific daily maximum
allowable lodging rate in effect at the time of travel for the specific area or locality, unless:

* An exception is specifically provided by statute, or

* Authorized by Subsection 10.30.20.

Refer to Subsection 10.30.20 for the maximum allowable lodging rates for the Continental USA

(CONUS).

Travelers may be reimbursed taxes paid on lodging in addition to the Maximum Lodging Amounts
contained in Subsections 10.90.10 and 10.90.20. Code the payment of taxes on lodging as lodging
expense, Subobject GA or GF, as applicable. Refer to Subsection 10.90.10.d for rules on lodging taxes for
the Non Continental USA and foreign travel locations.
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10.30.10.b

Travelers requesting reimbursement for staying in commercial lodging facilities must obtain receipts and
either attach them to their Travel Expense Voucher or reference their file location.

If an agency allows for multiple employees to stay in one facility, the agency must have a process in place
to obtain proper documentation that breaks down the cost to each employee.

If an agency determines a need for employees to stay at peer-to-peer property rentals such as those
marketed and paid for through AirBnB, VRBO, or similar marketplaces, the agency is required to assess
the risks and have in place an internal travel policy to mitigate those risks. In addition, the agency must
ensure all costs reimbursed are within the allowable lodging rate. See Subsection 10.30.30.a.

Either original receipts are required or agency policy may allow non-original receipts if the agency
ensures adequate controls are in place to reduce the risk of duplicate or improper payments.

10.30.10.c

For non-mandatory attendance at seminars or professional meetings, agencies may reimburse lodging
expenses at less than the rates stated in Subsections 10.90.10 and 10.90.20, provided that reimbursement at
a lower rate is agreed to in writing by the traveler in advance of the travel.

10.30.20 Exceptions to the maximum allowable lodging rates
Oct. 1, 2016

10.30.20.a

In the following situations, the maximum allowable lodging amounts may not be adequate and the

agency head or authorized designee may approve payment of lodging expenses not to exceed 150% of the
applicable maximum per diem (lodging and meals) amounts listed in Subsections 10.90.10 and 10.90.20

(PDF). The agency head or authorized designee approval must be made in advance of the travel.

1. When a traveler is assigned to accompany an elected official, a foreign dignitary, or others as
authorized by law, and is required to stay in the same lodging facility.

2. When costs in the area have escalated for a brief period of time either during special events or
disasters.

3. When lodging accommodations in the area of the temporary duty station are not available at or
below the maximum lodging amount, and the savings achieved from occupying less expensive
lodging at a more distant site are consumed by an increase in transportation and other costs.

4. The traveler attends a meeting, conference, convention, or training session where the traveler is
expected to have business interaction with other participants in addition to scheduled events.
Further, it is anticipated that maximum benefit will be achieved by authorizing the traveler to stay at
the lodging facilities where the meeting, conference, convention, or training session is held.
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5. To comply with provisions of the Americans with Disabilities Act (refer to Subsection 10.10.40), or
when the health and safety of the traveler is at risk (refer to Subsection 10.10.35).

6. When meeting room facilities are necessary and it is more economical for the traveler to acquire
special lodging accommodations such as a suite rather than to acquire a meeting room and a room
for lodging.

10.30.20.b

In the following situations, the agency head or authorized designee may approve payment of lodging
expenses in excess of 150% of the applicable maximum per diem amount for the location. The agency
head or authorized designee approval must be made in advance of the travel.

» The traveler is required to attend a meeting, conference, convention, or training session where the
traveler is expected to have business interaction with other participants in addition to scheduled
events; AND

+ It is anticipated that maximum benefit will be achieved by authorizing the traveler to stay at the
lodging facilities where the meeting, conference, convention, or training session is held; AND

» The lowest available advertised lodging rate at the lodging facility exceeds 150% of the applicable
maximum per diem amount for the location. Documentation supporting the lodging rates is to be
attached to the travel voucher or its file location referenced. The form of documentation is defined
by each agency.

10.30.20.c

When any exception to the Maximum Allowable Lodging Amount is used, the traveler is to select the
most economical room available under the circumstances.

10.30.20.d

Include the agency head or authorized designee’s approval for the exception as part of the payment
document. Also provide an explanation describing why an exception was necessary.

10.30.20.¢

Agencies may request in writing an exception to this regulation from the Director of OFM when special
duties or conditions of an assignment result in unusually high expenses.

10.30.20.f

When utilizing any of these conditions, agencies are not to treat any employees differently under like
travel circumstances.
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10.30.25 Lodging for state employee meetings, conferences,
Tuly 1,2000° " conventions and training sessions

Maximum allowable lodging amounts may not always be sufficient for state agencies to rent properties
with the facilities needed to host a meeting, conference, convention, or training session for state
employees. When this occurs, agencies may increase the lodging reimbursements up to 125% of the
applicable maximum allowable lodging rates contained in Subsections 10.90.10 and 10.90.20.

10.30.30 What types of lodging costs are reimbursable?

Oct. 1, 2016

10.30.30.a

The maximum reimbursable lodging rate includes, but is not limited to, the basic commercial lodging cost,
resort fees, cleaning fees, and service fees. The only additional lodging expenses that are reimbursable
beyond the maximum lodging rate are any applicable sales taxes and/or hotel/motel taxes on those
amounts.

Lodging costs in excess of the allowance and the associated taxes on the excess will be paid by the
traveler. When this occurs, taxes are to be prorated between the allowable and unallowable costs.

10.30.30.b  50-Mile Rule

Reimbursement is allowed for lodging expenses when the temporary duty station is located more than fifty
(50) miles (most direct route) of the closer of either the traveler’s official residence or official station.

Under one of the following conditions, reimbursement for lodging expenses is allowed when the
temporary duty station is located within

fifty (50) miles (most direct route) of the closer of either the traveler’s official residence or official station:

1. An overnight stay in a commercial lodging facility to avoid having a traveler drive back and forth for
back-to-back late night/early morning official state business.

2. When the health and safety of travelers is of concern as provided for in Subsection 10.10.35.

3. When an agency can demonstrate that staying overnight is more economical to the state.
Agencies may request an exception to this regulation for other conditions from the Director of OFM.

Written supervisory approval for the first and third conditions and cost analysis documentation for the
third condition is to be attached to the traveler’s Travel Expense Voucher. Approval and documentation
requirements for use of the second condition are contained in Subsection 10.10.35.

10.30.30.c
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Agencies when making conference registrations may when required by the lodging facility make
reimbursement for up to one night lodging costs, plus applicable taxes when a travel advance is not
allowable under Subsection 10.80.60. Prior authorization of the agency head of designee is required, and
if conference registration is cancelled, the agency is to seek reimbursement of the costs from the lodging
facility. To prevent abuse in this area agencies should strictly adhere to Section 10.10 Travel Management
Requirements and Restrictions and have written internal policies and procedures for when these
transactions may be allowable.

10.30.40 Certain lodging costs cannot be reimbursed
July 1, 2000

10.30.40.a

Reimbursement of lodging expenses incurred at a lodging facility located at either the traveler’s official
station or official residence is prohibited except:

1. As an allowable moving cost as provided in Subsection 60.20.10.

2. In emergency situations when the agency head determines that employees performing critical agency
functions must remain at their workstations.

3. When an employee, acting in a custodial or leadership role must, as a part of their duties, lodge with
students or other clients of the agency (i.e. higher education coaches lodging with student athletes).

10.30.40.b

Lodging expense incurred at a lodging facility or temporary duty location located within 50 miles of either
the official residence or official station, except as provided in Subsections 10.30.30.b, 10.30.40.a, and
60.20.10.

10.30.40.c

Reimbursement for lodging expenses is not to be authorized when an employee does not incur lodging
expenses at a commercial lodging facility.

10.30.50 Lodging expenses for the normal return night may be
May 1,199 reimbursed in certain situations

10.30.50.a

The agency may reimburse a traveler for lodging expenses for the normal return night (as defined in the
glossary) to allow the traveler to remain overnight away from the official station or official residence
under one of the following three conditions:
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1. When the overnight stay is more economical to the state. Complete justification should be
referenced or attached to the traveler’s Travel Expense Voucher.

2. The health and safety of travelers (as defined in Subsection 10.10.35) is considered advantageous to
the state and can be used to justify an overnight stay. Approval and documentation requirements are
contained in Subsection 10.10.35.

3. Compliance with the Americans with Disabilities Act (ADA) is considered advantageous to the state
and can be used to justify an overnight stay (refer to Subsection 10.10.40). The Travel Expense
Voucher should be annotated that the extra costs were incurred to comply with the ADA.

10.30.50.b

When the traveler does not return to his/her official residence or official station on the normal return night,
the traveler is to promptly return the next day or as soon as possible thereafter.

10.30.60 How to purchase lodging accommodations
Jan. 1, 2015
10.30.60.a

Personal financial resources may be used to purchase lodging accommodations. With proper controls in
place, agencies may opt to use the state charge card system or direct billing as defined in Subsection
10.80.55. Travelers are to attach original lodging receipts or agency policy may allow non-original
receipts if the agency ensures adequate controls are in place to reduce the risk of duplicate or improper
payments to the Travel Expense Voucher (form A20-A, or form A20-2A if applicable) for all lodging
reimbursements or to reference the location where the receipt is filed.

10.30.60.b

Agencies are encouraged to apply for all tax exemptions offered by state or local governments to
governmental travelers.

For a listing of possible tax-exempt locations, refer to the U.S. General Services Administration (GSA)
website at: http://www.gsa.gov/portal/content/104878.

Also, agencies are encouraged to apply for various tax rebates offered for business travel to the provinces
of Canada. Rebate forms and instructions can be obtained from the Canadian Consulate General in
Seattle.
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10.30.70 Using a travel trailer, camper, or vessel
Oct. 1, 2015

10.30.70.a

When used for the employee’s convenience, lodging reimbursement is limited to actual space rental costs
(as evidenced by a receipt) not to exceed the daily maximum non-high cost location lodging rate
displayed in Subsection 10.90.20.

The employee is not to be reimbursed for the rental or lease cost of the travel trailer, camper, or
vessel.

10.30.70.b

The agency head or authorized designee, with the traveler’s concurrence, may authorize the use of a
privately-owned travel trailer or camper when all of the following conditions exist:

* Suitable commercial lodging is not available;
+ State lodging is not provided; and
» There is a benefit to the state for the traveler to remain at the temporary work station.

In this situation, the traveler is to be reimbursed at the hourly, non-high cost per diem rate displayed in
Subsection 10.90.20.
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10.40 Meals

Section Title ggfteective Nllzla:lglfer
10.40.10  What is the basis for reimbursing meal costs? Oct. 1, 2002 66
10.40.20  Exceptions to the meal allowances Oct. 1, 2020 67
10.40.30  What types of costs are included in meal allowances? Oct. 1, 2002 68
10.40.40  Certain meal costs cannot be reimbursed July 1, 2000 68
10.40.50  When may a traveler be reimbursed for meal costs? July 1, 2019 69
10.40.55  Meal reimbursement rate Oct. 1, 2005 70
10.40.60  Taxation of meal payments Oct. 1, 2004 70

10.40.10 What is the basis for reimbursing meal costs?
Oct. 1, 2002

10.40.10.a

Reimbursement for meal expenses is on an allowance basis not to exceed the amounts in effect at the time
of travel, unless:

* An exception is specifically provided by statute, or

* As authorized by Subsection 10.40.20.

The meal allowances for the Continental USA are stated in Subsections 10.90.10 and 10.90.20 (PDF file).
The meal allowances for areas outside the continental USA are stated in_Subsection 10.90.20 (PDF file).

10.40.10.b

When an employee elects to use a travel trailer or camper in lieu of commercial lodging, reimbursement
for meals is to be at the rates stated in Subsection 10.90.20 under the heading “Non-High Cost Locations.”
When an employee is requested by the agency to use their travel trailer or camper in lieu of commercial
lodging, meals are reimbursed as part of the hourly per diem payment. (Refer to Subsection 10.30.70.b.)
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10.40.10.c

When it becomes necessary to determine the amount to reimburse for individual meals (from the daily
meals rate), use the following calculations rounded to the nearest dollar:

* The breakfast portion is 25% of the set daily meals entitlement.
* The lunch portion is 30% of the set daily meals entitlement.
* The dinner portion is 45% of the set daily meals entitlement.

10.40.20 Exceptions to the meal allowances
Oct. 1, 2020

10.40.20.a

Generally, travelers are to be reimbursed for meal expenses at the set per meal entitlement rates stated in
Subsections 10.90.10 and 10.90.20 (PDF file). However, the agency head or authorized designee may
require the agency's travelers to provide receipts for meal reimbursement. When receipts for meals are
required, reimbursement will be based on an actual cost basis as evidenced by a receipt up to the
applicable maximum per meal entitlement amount stated in Subsections 10.90.10 and 10.90.20 (PDF file).
Agencies must formally adopt written policies and procedures under the provisions of Subsection
10.10.20, if they opt to reimburse actual meal costs.

10.40.20.b

Whenever an agency statute permits meals to be reimbursed at actual cost and the actual cost exceeds
schedule allowances, receipts are to be attached to the Travel Expense Voucher (form A20-A) or their file
location referenced.

10.40.20.c

The agency head or authorized designee may approve reimbursement for the actual cost of a meal when
the agency requires the employee to attend a meeting that is being held or sponsored by a non-state
organization. The actual cost of the meal, as evidenced by a receipt, is eligible for reimbursement as long
as the meal is an integral part of the meeting. (Refer to Meals With Meetings Subsection 70.15.10)

10.40.20.d

Meal payments are not required to be reduced or eliminated due to meals served on airlines. Similarly,
meal payments are not required to be reduced for continental breakfasts, which may be included in the
lodging rate or registration fee of a meeting, conference, convention, or formal training session. Agencies
should review IRS tax regulations regarding the taxation of these payments.
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10.40.20.¢

For non-mandatory attendance at seminars or professional meetings, reimbursement for meal expenses
may be at less than the rates stated in Subsections 10.90.10 and 10.90.20 (PDF file), provided that in all
instances reimbursement at a lower rate is agreed to in writing by the traveler in advance of the travel.

10.40.30 What types of costs are included in meal allowances?
Oct. 1, 2002

Meal allowances cover the following costs:

¢ The basic cost of a meal,

* Any incidental expenses,
* Any applicable sales tax, and

* Any customary tip or gratuity.

10.40.40 Certain meal costs cannot be reimbursed
July 1, 2000

10.40.40.a

Reimbursement for meal expenses incurred at the traveler’s official station or official residence is
prohibited, except:

1. As provided for under the provisions of Subsection 70.15.10 and Subsection 60.20.10.

2. In emergency situations when the agency head determines that employees performing critical agency
functions must remain at their workstations.

3. When an employee, acting in a custodial or leadership role, must, as part of their duties, dine with
students or other clients of the agency (i.e. higher education coaches dining with student athletes).

10.40.40.b

Reimbursement for meal expenses is not to be authorized when a traveler does not incur expenses for
meals because they are furnished.

10.40.40.c

Where identifiable costs of meals are included in the lodging rate or registration fee of a meeting,
conference, convention, or formal training session, the meal costs, not to exceed the designated meal
allowances found in Subsections 10.90.10 and 10.90.20 (PDF file), are to be deducted from the traveler’s
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allowable travel reimbursement amount. If the included meal costs are not specifically identified,
agencies are not to pay the traveler the meal allowances.

10.40.40.d

Refer to Subsection 70.15.20 for situations where meals with meetings cannot be reimbursed.

10.40.50 When may a traveler be reimbursed for meal costs?
July 1, 2019

10.40.50.a

For overnight travel assignments, travelers must be in travel status during the entire agency-determined
meal period(s) in order to qualify for the meal allowance.

10.40.50.b

For non-overnight travel assignments, the following two criteria must be met to receive a meal
allowance:

1. Eleven Hour Rule - A traveler may be reimbursed for meal expenses when the traveler has been in
travel status for at least eleven hours.

Exceptions:

* Volunteers an agency has legal authority to utilize, traveling to perform official state business
(not performing these duties as part of their state employment), may be reimbursed for meal
expenses when the traveler has been in travel status for at least five hours.

* Board and Commission members authorized to receive meal reimbursement, traveling to
perform official business of the board and commission (not performing these duties as part of
their state employment), may be reimbursed for meal expenses when the traveler has been in
travel status for at least five hours.

2. In travel status during the entire meal period - travelers must be in travel status during the entire
agency-determined meal period(s) in order to qualify for the meal allowance. The traveler may not
stop for a meal just to meet the eleven-hour rule.

The two requirements above are not applicable to:

* Meals with meetings payments (refer to Subsection 70.15.10).

* Board and commission members reimbursed a daily or hourly rate for travel (refer to option 1 of
Subsection 10.70.20 and 10.70.30.b).
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10.40.55 Meal reimbursement rate
Oct. 1, 2005

10.40.55.a

For overnight travel assignments, IRS publication 463 requires all meals to be reimbursed at the rate in
effect for the area where the traveler stops for sleep. The meal reimbursement rate for the last day of
travel (return day) would continue to be the rate for the location where the traveler last stopped for sleep.
Refer to Section 10.90 for meal reimbursement rates.

10.40.55.b

For non-overnight travel assignments, agencies may adopt internal policies to determine the rate of
reimbursement, not to exceed the applicable rates in Section 10.90.

10.40.60 Taxation of meal payments

Oct. 1, 2004

For non-overnight travel assignments and for payments above the federal rates, agencies may wish to
consult IRS publication 463 regarding the taxation of these meal payments.
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10.50  Travel Arrangements and Reimbursements

. . Effective Page
Section Title Date Number
10.50.10  What types of transportation costs are reimbursable? May 1, 1999 71
10.50.20  Reimbursement for privately-owned motor vehicle use Oct. 9, 2015 71
10.50.23  Reimbursement for privately-owned aircraft use Jan. 1, 2015 72
10.50.25 lIl{Seestrictions on reimbursement for privately-owned motor vehicle Oct. 1, 2016 73
10.50.35  Restrictions and requirements on rental motor vehicle use Oct. 9, 2015 75
10.50.40 Agencies may purchase airline and other common carrier tickets in Jan. 1,2012 76

advance under certain conditions
10.50.45  How to make air travel arrangements Jan. 1, 2012 76
10.50.50  Airline contracts and limitations on reimbursement Oct. 1, 2013 76
10.50.55  Criteria and limitations for airport selection May 1, 1999 77
10.50.65  Limitations on reimbursement for non-air common carrier costs Oct. 1, 2015 78
10.50.70  How changes in itinerary affect reimbursement Jan. 1, 2015 78
10.50.75 May the t(r)aveler purchase airfare from personal financial Jan. 1, 2004 79
resources’
10.50.80  Refunds for unused transportation services Jan.1, 2004 79

10.50.10 What types of transportation costs are
May 11999 reimbursable?

Reimbursable transportation expenses include the costs of all necessary official state business travel on
railroads, airlines, ships, buses, private motor vehicles, and other usual means of conveyance.
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10.50.20 Reimbursement for privately-owned motor vehicle
Oct. 9, 2015 use

10.50.20.a

The agency head, or authorized designee, may authorize the use of a privately-owned vehicle (POV) in the
conduct of official state business when it is more advantageous or economical to the state that a state
driver travel by a POV rather than a common carrier or a state-owned or leased motor vehicle. The state
motor pool may provide cost comparison data to agencies as one guideline for assisting in making such a
determination.

Agencies, as part of their required positive system of control over travel, may adopt and use other
guidelines for satisfying the “more advantageous or economical” criteria contained in RCW 43.03.060.
Refer to Subsection 10.10.20.

Reimbursement for the use of a privately-owned motor vehicle on official state business is to be at the
private vehicle mileage reimbursement rate specified in Subsection 10.90.20 (PDF file) unless the agency
chooses a lesser rate.

10.50.20.b

Point-to-point mileage in the state is to be determined on the basis of the distances shown on the latest
Department of Transportation Official State Highway Map or other standard highway mileage guide. Out-
of-state mileage is to be determined on the basis of standard highway mileage guides.

"Vicinity" or local miles, as determined by odometer readings, may be shown on the Travel Expense
Voucher (form A20-A or form A20-2A) as a separate figure. Agencies may elect to reimburse either in-
state or out-of-state mileage, or both, on actual odometer readings. Agencies choosing to use actual
odometer readings as the mileage reimbursement basis are not required to distinguish vicinity miles from
point-to-point mileage.

10.50.23 Reimbursement for privately-owned aircraft use
Jan. 1, 2015

10.50.23.a

Reimbursement for the use of a privately-owned aircraft on official state business is to be at the privately-
owned aircraft reimbursement rate specified in Subsection 10.90.20 unless the agency chooses a lesser
rate.

10.50.23.b

Determine and report air mileage using the following rules:

1. Use miles shown on FAA approved aeronautical charts or electronic flight bag. For reimbursement
purposes, distance must be measured in statute miles.
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2. If a detour is necessary because of adverse weather, mechanical difficulty, or other unusual
conditions, the additional air mileage may be included in the mileage reported on the
reimbursement voucher and, if included, it must be explained.

3. When an official requirement of deviation from direct route travel is such that airway mileage
charts are not adequate to determine mileage, the formula of flight time multiplied by cruising
speed of the aircraft may be the basis for mileage determination.

10.50.25 Restrictions on reimbursement for privately-owned
Ot 1,216 motor vehicle use

10.50.25.a

Daily commute transportation expenses between the traveler’s official residence and official station (or
agency approved teleworking site) is a personal obligation of the traveler and is not reimbursable by the
state. All other miles driven on official state business are reimbursable.

The following diagram depicts reimbursable and non-reimbursable privately owned vehicle (POV)
mileage.
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Following are general guidelines and examples of POV mileage reimbursement:

An employee may be eligible for mileage reimbursement between their official residence and official
station only when the travel is in addition to their daily commute, and the additional travel is
required for business purposes and approved by the agency. Mileage would never be paid due to a
call back, split shift, or on-call situations, as this would be considered the employee’s normal
commute.

Mileage reimbursement may be given when an employee passes directly through their official
residence or official station.

For example: Travelers may be reimbursed for miles driven between their official residence and a
temporary duty station even when the traveler passes through the official station on the way to and
from the temporary duty station.

Working during hours or days that the employee is not normally scheduled to work does not entitle
the employee to reimbursement for transportation mileage expenses incurred between their official
residence and their official station.

Example: An employee works 10 hour days Monday through Thursday and has Fridays off. The
employee is required to come into the office on Friday, to take care of an emergency. The employee
leaves from home and travels to the office to take care of the emergency and returns home. The
employee is not entitled to mileage reimbursement, since the trip is considered the employee’s
normal commute.

When an employee is assigned to work at more than one location (building) within their official
station, they may be reimbursed only for the miles driven between the work locations. The mileage
from home to the additional work/training location is not reimbursable if it is in the same city as the
official station.

Example: An employee’s official residence is in Lakewood and official station is in Olympia. The
employee travels from home directly to training in Olympia. After training the employee goes by the
office in Olympia to do some work before returning home. The miles driven between Lakewood and
the training center in Olympia are considered the normal commute and therefore not eligible for
reimbursement. However, the miles driven between the work/training locations and work are
reimbursable.

10.50.25.b

Because of the potential of misuse in this area, agencies are cautioned to strictly adhere to Section 10.10,
Travel Management Requirements and Restrictions. Agency written internal policies and procedures are
to be established to ensure all claims for personal vehicle mileage are for travel that is both critical and
necessary for state business.
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10.50.25.¢

Reimbursement for the use of a privately-owned motor vehicle is payable to only one traveler when two or
more travelers are traveling in the same motor vehicle on the same trip.

10.50.35 Restrictions and requirements on rental motor
0ct:9.205 yehicle use

10.50.35.a

Rent motor vehicles from rental firms approved by the Department of Enterprise Services (DES) using the
state charge card system.

The state charge card system or the traveler's personal financial resources may be used to obtain the rental
motor vehicle. For contract reporting purposes, agency management should notify DES with the details
when personal resources are used.

10.50.35.b

When the traveler is billed individually and seeks reimbursement for purchase of rental car services, the
traveler should attach the original receipts as required or agency policy may allow non-original receipts if
the agency ensures adequate controls are in place to reduce the risk of duplicate or improper payments for
the costs to the Travel Expense Voucher (form A20-A, or form A20-2A if applicable) or reference the file
location. Record the date and purpose of the trip on the Travel Expense Voucher. For contract reporting
purposes, agency management should notify DES with the details related to individual reimbursement.

10.50.35.¢

Passengers may be transported in rental motor vehicles if they are engaged in the conduct of official state
business and/or specifically authorized by the agency head or authorized designee.

10.50.35.d

The state contract for rental of motor vehicles does not authorize vehicles to be used for other than official
state business. Therefore, when a traveler couples a personal vacation with official state business, the
traveler is expected to execute a personal contract to rent a motor vehicle for the vacation portion of the
trip.

10.50.35.¢

Since the use of rental motor vehicles makes it difficult to segregate charges between official use and
occasional incidental personal use, the agency head or authorized designee is to establish written internal
policies in accordance with Subsection 10.10.10 to guard against abuse and require the traveler to pay for
all personal miles driven.
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10.50.35.f

The state contract for rental of motor vehicles usually includes full insurance coverage. The state will not
reimburse travelers for the cost of additional insurance coverage purchased on state contract vehicle
rentals.

10.50.40 Agencies may purchase airline and other common
fan. 12012 carrier tickets in advance under certain conditions

When an agency determines it can save money by taking advantage of discounts offered by a common
carrier for advance bookings and payments, it is authorized to pay for airline or other common carrier
tickets prior to a scheduled trip if the following conditions are met:

1. The ticket is purchased through the State Charge Card System administered by the Department of
Enterprise Services (refer to Subsection 10.10.45), and

2. The agency retains control of the ticket or E-Ticket authorization numbers(s). If unused at the end of
the fiscal year, the ticket cost is to be recorded in the concluding fiscal year as an asset rather than an
expenditure. Tickets or E-Ticket authorization numbers should be provided to travelers in a timely
manner in advance of travel to avoid last minute problems.

10.50.45 How to make air travel arrangements
Jan. 1,2012

Absent agency specific purchasing requirements, state agencies must use a travel provider qualified
through the Department of Enterprise Services (DES) when making air travel arrangements.

The only exceptions are for:

* Conditions stated in DES contract documents. Agencies are to contact DES if they have questions
regarding the exception conditions.

* Emergency situations that have been approved by the agency designated travel coordinator.

For information on qualified travel providers, contact DES at (360) 902-7400.

10.50.50 Airline contracts and limitations on reimbursement
Oct. 1, 2013

In accordance with the Department of Enterprise Services (DES) negotiated contracts, where a city pair
contract exists, such as between Seattle, Washington and Missoula, Montana, reimbursement may be
made up to the contract air fare amount. An agency may make reimbursement above the contract airfare
only:

Chapter 10 76




State Administrative and Accounting Manual

« For allowable conditions as stated within the contract documents, AND
¢ When the air carrier has sold all seats for the desired destination.

Except as noted below, reimbursement above the airfare contract is to be at the lowest applicable airfare
not to exceed tourist class or its equivalent. This reimbursement limitation may be exceeded, if
necessary, for the Health and Safety of the traveler (Subsection 10.10.35), and when disabled persons (and
a personal care attendant, if necessary for the disabled person to travel) are required to travel.

For specific contract information, contact DES at (360) 902-7400.

Business class air common carrier accommodations may be approved when travel is direct between
authorized origin and destination points, including connecting points, and either the origin or destination
point is outside the continental United States, and the scheduled one-way flight time is in excess of 14
hours, provided all of the following conditions have been met:

* The agency head or authorized designee approves the business class airline accommodations in
advance, and

« The traveler has exhausted all state business frequent flyer miles available for an upgrade.

10.50.55 Criteria and limitations for airport selection
May 1, 1999

10.50.55.a

Use the criteria for selecting travel alternatives stated in Subsection 10.10.20 for airport selection. In most
cases, this means agencies must select the most economical alternative.

10.50.55.b

Use of the local airport is assumed to result in travel expenses that are most economical to the state.
Travelers are expected to use their local airport when traveling by regularly scheduled air service on state
business, unless an alternative meets one of the criteria and conditions noted in Subsection 10.10.20.

A "Local Airport" is the airport that offers regularly scheduled air service that is closest to the point from
which travel begins. In most situations it would be the airport closest to the traveler’s residence. For out-
of-state destinations, the closest airport that provides direct out-of-state flights may be considered the local
airport.

The traveler is to provide documentation to support a decision to use an airport other than the local airport.

If the traveler chooses another airport for reasons other than those specified in Subsection 10.10.20, the
traveler must bear any costs in excess of the most economical costs.
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10.50.65 Limitations on reimbursement for non-air common
Oct. 1,205 cayrier costs

10.50.65.a

Normally, the maximum reimbursement for transportation expenses via non-air common carriers is the
lowest applicable fare not to exceed the lowest class fare.

Business class non-air common carrier travel may be approved by the agency head or designee when all
the following conditions have been met:

* The higher class fare is necessary for having business interaction or for conducting state business
while in route to the destination; and

* The higher class fare is less expensive than a coach class airfare or is the only mode of travel
available to arrive at the destination.

This reimbursement limitation may be exceeded if necessary for the Health and Safety of the traveler
(Subsection 10.10.35), and when disabled persons (and a personal care attendant, if necessary for the
disabled person to travel) are required to travel. For specific contract information, contact the Department
of Enterprise Services at (360) 902-7400.

10.50.65.b

Agencies may adopt written internal policies that allow for use of privately-owned vessels when
commercial non-air common carriers are not available or economical. Agency policy must require prior
authorization and limit reimbursement to actual costs, such as fuel and moorage, as evidenced by receipts.

10.50.70 How changes in itinerary affect reimbursement
Jan. 1, 2015

If there is an authorized change in a traveler’s itinerary while on travel status to conduct official state
business, the traveler, whenever possible, is to pay the added cost through a State Charge Card System. If
a state charge card receipt is issued, the traveler is to attach the receipt for the added cost to the Travel
Expense Voucher (form A20-A or A20-2A) or reference the agency file location.

If the traveler does not have access to a State Charge Card System, the traveler may pay for the added cost
from personal financial resources.

In all cases where a traveler is billed individually and is seeking reimbursement for purchase of air carrier
services. Either original receipts are required or agency policy may allow non-original receipts if the
agency ensures adequate controls are in place to reduce the risk of duplicate or improper payments are to
be attached to the Travel Expense Voucher (form A20-A or A20-2A) by the traveler or the agency file
location referenced.
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10.50.7S May the traveler purchase airfare from personal
fan1.2004 financial resources?

Except as provided in Subsection 10.50.70, a traveler may only use personal financial resources to
purchase airfare in emergency situations when the State Charge Card System is not accessible. It will be
up to the agency’s management to authorize reimbursement of charges made with personal financial
resources.

When a traveler is billed individually and seeks reimbursement for purchase of airfare, the traveler must
attach receipts to the Travel Expense Voucher (form A20-A or A20-2A) or reference the agency file
location.

10.50.80 Refunds for unused transportation services
Jan.1, 2004

The agency should receive a refund for unused contract tickets purchased through a State Charge Card
System.

The agency is to treat such refunds as recoveries of expenditures.
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10.60 Miscellaneous Travel Expenses

. . Effective Page
Section Title Date Number
10.60.10  What types of miscellaneous travel costs are reimbursable? Jan. 1, 2018 80

10.60.20  Bill expenses greater than $50 to the agency whenever possible May 1, 1999 81

10.60.30  Costs for personal care attendant services may be reimbursed May 1, 1999 81
10.60.40  Charges by airlines on international flights July 1, 2011 81
10.60.50  State vehicle use of Good To Go! passes Oct. 1, 2016 82

10.60.10 What types of miscellaneous travel costs are

Jan. 12018 peimbursable?

Miscellaneous travel expenses essential to the transaction of official state business are reimbursable to the
traveler. Reimbursable expenses include, but are not limited to:

Transportation services including; taxi, shuttle, limousine fares, town car, Uber and Lyft, (including
a customary tip or gratuity), motor vehicle rentals, parking fees, and ferry and bridge tolls. However,
as noted in Subsection 10.20.20, tolls associated with the use of high occupancy toll (HOT) lanes are
considered a personal expense and not reimbursable.

Registration fees required in connection with attendance at approved conventions, conferences, and
official meetings.

Rental of room in a hotel or other place that is used to transact official state business. The room
rental is reimbursable as a separate item from lodging when authorized by the agency head or
authorized designee.

Charges for necessary facsimile (fax) services.

Charges for necessary stenographic or typing services in connection with the preparation of reports
and/or correspondence, when authorized by the agency head or authorized designee.

The actual cost of laundry and/or dry cleaning expenses, as evidenced by a receipt, is authorized for
travelers in continuous travel status for five (5) or more days in the continental U.S.A. Either original
receipts are required or agency policy may allow non-original receipts if the agency ensures
adequate controls are in place to reduce the risk of duplicate or improper payments. An allowance is
already included in the meals and incidental rates for travel outside CONUS (refer to Subsection
10.20.10). Use of a coin-operated Laundromat is allowable. If a receipt for a coin-operated
Laundromat is not available, the traveler may claim actual expenses up to $50 on the "Detail of
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Other Expenses" portion of the Travel Expense Voucher (form A20-A) (refer to Subsection
10.80.40).

* Mandatory destination or resort fees charged by lodging facilities for items such as room safes,
premium high speed internet access, long-distance phone calls, laundry credit, or food and beverage
credit. (Note: total lodging reimbursement must comply with requirements detailed in Section
10.30).

» Fees charged for internet access required in connection with state business travel.

* Charges for checked baggage, if any, excluding overweight charges, for up to the first two bags on
domestic flights.

* As part of their system for management and control of travel related costs, agencies shall define the
circumstances under which charges for transportation of equipment and materials required to
perform state business are reimbursable as a miscellaneous travel expense.

* Charges for GPS devices required in connection with state business travel to ensure timely arrival of
the business destination.

10.60.20 Bill expenses greater than $50 to the agency
My L1999 whenever possible

Whenever possible, the traveler should not pay for motor vehicle rentals, registration fees, rental of rooms
for official state business, and other miscellaneous travel expenses in excess of $50. The traveler should
request the vendor of the services to bill the agency in accordance with prescribed purchasing
requirements (also refer to Subsections 10.80.50 and 10.80.55).

10.60.30 Costs for personal care attendant services may be
May L1999 reimbursed

The cost of personal care attendant services required by disabled travelers in order for them to travel will
be allowed as a miscellaneous travel expense. Such costs may include fees and travel expenses of the
attendant. The agency head or authorized designee sets the maximum reimbursement for such costs as part
of the agency's required system for management and control over travel (refer to Subsection 10.10.10).

10.60.40 Charges by airlines on international flights

July 1,2011

As part of their system for management and control of travel related costs (refer to Subsection 10.10.10),
agencies are required to define the circumstances under which charges assessed by airlines on
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international flights are reimbursable as miscellaneous travel expenses (examples include baggage fees or
seat assignment fees).

10.60.50 State vehicle use of Good To Go! passes

Oct. 1, 2016

10.60.50.a

Agencies should use Good To Go! passes on state vehicles when it makes good business sense to do so.
Factors that should be considered include:

* Frequency of travel of a vehicle over tolled bridges;

* Costs associated with non use of passes including increased employee travel time and higher toll
rates; and

* Costs/savings associated with use of passes including initial purchase costs, reduced employee travel
time, and lower toll rates.

Agencies should actively manage/monitor their Good To Go! account. When replenishing the account,
agencies should not exceed one month’s estimated usage and may not auto-replenish accounts. To avoid
higher toll rates and fees associated with toll billings, agencies should maintain a positive balance in their
Good To Go! account.

For further information about Good To Go!, refer to the Washington State Department of Transportation’s
website at: http://www.wsdot.wa.gov/GoodToGo/default.htm.

10.60.50.b

Use of High Occupancy Toll or Express Toll lanes in state vehicles.

Except as otherwise authorized in law or regulation, state owned vehicles shall utilize the High Occupancy
Toll (HOT) or Express Toll lanes only when they meet the posted high occupancy vehicle (HOV)
requirement. If the state vehicle is equipped with a Good To Go! pass, a pass disabling device must be
used. The Washington State Department of Transportation (WSDOT) maintenance vehicles servicing the
corridor are exempt from the posted HOV requirement.

For further information about tolling, refer to WSDOT’s website at: http://www.wsdot.wa.gov/Tolling/.
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10.70 Boards, Commissions, or Committees

. . Effective Page
Section Title Date Number
. July 28,

10.70.00  Travel restricted 2019 83

10.70.10  Types of boards, commissions, or committees Jan. 1, 2000 84

10.70.20 Meal and lodging reimbursement for members serving in an July 1,2011 84
advisory, coordinating, or planning capacity

10.70.30 Meal and lodging reimbursement for members serving in a rule- July 1,2011 36
making capacity

10.70.40  May lodging taxes be reimbursed? July 1, 2011 87

10.70.50  Exceptions to the meal reimbursement rates July 1, 2011 87

10.70.55  Who is authorized to be reimbursed for travel expenses? July 1, 2011 88

10.70.60 How should travel expenses other than meals and lodging be July 1,2011 38
reimbursed?

10.70.70 Coffee and light refreshments may be served at board, July 1,2011 38

commission, or committee meetings

10.70.00 Travel restricted

July 28,2019

RCW 43.03.220, 43.03.230, 43.03.240, 43.03.250, and 43.03.265 restrict travel costs for boards and
commissions as follows:

All executive, legislative, or judicial branch boards and commissions must comply with the policies in this
section.

10.70.00.a

All boards and commissions, when feasible, shall use alternative means of conducting meetings which do
not require travel, while still maximizing member and public participation. The board or commission may
use a meeting format that requires members to be physically present at one location only if necessary or
required by law.

10.70.00.b

No member of a class one through class three or class five board, commission, council, committee of
similar group may receive an allowance for subsistence (meals), lodging, or travel expenses when funded
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by the General Fund - State, unless needed for the critically necessary work of an agency pursuant to
RCW 43.03.049.

Pursuant to RCW 43.03.049, exceptions may be granted for the critically necessary work of an agency as
set forth below.

* For boards under the authority of executive branch agencies, the exceptions are subject to
approval by the agency head or authorized designee;

» For judicial branch agencies, the exceptions are subject to approval by the Chief Justice of the
Supreme Court;

» For legislative agencies, exceptions are subject to approval by both the Chief Clerk of the House
of Representatives and the Secretary of the Senate;

* For boards under the authority of a separately elected official, the exceptions are subject to
approval by the separately elected official;

* For boards under the authority of institutions of higher education, the exceptions are subject to
approval by the president of the institution; and

» For all other boards, the exceptions are subject to approval by the chair or executive director.

10.70.10 Types of boards, commissions, or committees
Jan. 1, 2000

There are two general categories of boards, commissions, or committees:

» Advisory, coordinating, or planning capacity.
* Rule making capacity.

Reimbursement for travel expenses is dependent upon the type of board, commission, or committee that
members are assigned to and the payment option selected.

10.70.20 Meal and lodging reimbursement for members
iy L2010 gerving in an advisory, coordinating, or planning
capacity

Travel, meal and lodging reimbursements are restricted. Refer to Subsection 10.70.00.
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10.70.20.a

This subsection addresses reimbursement for those persons appointed to serve on any state board,
commission, or committee in an advisory, coordinating, or planning capacity. This encompasses
individuals serving on:

¢ A Class One board, commission, or committee as established in RCW 43.03.220.

* Others - Any part-time board, commission, council, committee, or other group of similar nature not
covered by RCW 43.03.220 but established by the executive, legislative, or judicial branch to
participate in state government in primarily an advisory, coordinating, or planning capacity.

10.70.20.b

Except as otherwise provided by law, all members serving in an advisory, coordinating, or planning
capacity (class one or others), if entitled to reimbursement for meals and lodging are to be reimbursed
under one of the two options listed below. Payments to advisory board members should comply with IRS
Annual U.S. Information Returns (1099’s) requirements.

Option 1

For allowable meal and lodging expenses in non-high cost areas of the Continental USA, reimburse at the
hourly, non-high cost per diem rate displayed in Subsection 10.90.20 (PDF file) for each hour spent in
going to a meeting, attendance at a meeting, and returning from the meeting.

For allowable meal and lodging expenses in high cost areas of the Continental USA and in all areas
outside the Continental USA, reimburse members at an hourly rate equal to 1/24th of the maximum
allowable per diem rate in effect at the time of travel for the specific area or locality, as displayed in
Subsection 10.90.10.

Under this option, members attending meetings and performing other official business are considered to
be in travel status and the eleven-hour rule (Subsection 10.40.50) and official station rule (Subsection
10.30.40) do not apply. An internal travel policy is required for agencies that use this option.

Members should submit claims for reimbursement on a Travel Expense Voucher designed for members of
boards and commissions (form A20-2A) after the travel has occurred.

Subsection 10.30.20 (Exception to the Maximum Allowable Lodging Amounts) may not be used in cases
where individuals paid under this option are attending board meetings.

Option 2

Under this option, members are reimbursed allowable meal and lodging expenses at the same rates as
regular state officials and employees, unless otherwise provided in statute. Refer to Subsection 10.30 and
10.40 for qualifications. These individuals should claim reimbursement on a Travel Expense Voucher
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(form A20-A). Use of this option for reimbursement requires prior written approval from the agency head
or authorized designee.

10.70.30 Meal and lodging reimbursement for members
luly 1,201 gerving in a rule-making capacity

Travel, meal and lodging reimbursements are restricted. Refer to Subsection 10.70.00.

This subsection addresses reimbursement for those persons appointed to serve on any state board,
commission, or committee in a rule-making capacity. This encompasses individuals serving on:

e A Class Two, Three, Four, or Five board, commission, or committee established in RCW
43.03.230, 43.03.240, 43.03.250, or 43.03.265 respectively.

*  Others - Any part-time board, commission, council, or committee not covered by RCW 43.03.230,
43.03.240, 43.03.250, or 43.03.265, but established by either the executive, legislative, or judicial
branch to participate in state government. These members have rule-making authority, perform
quasi-judicial functions, have responsibility for the administration or policy direction of a state
agency or program, or perform regulatory or licensing functions with respect to a specific profession,
occupation, business, or industry.

Except as otherwise provided by law, members who are entitled to reimbursement are to be reimbursed for
meals and lodging as follows:

10.70.30.a

Class Two, Three, Four and Five Boards

Individuals serving on either a Class Two, Three, Four, or Five board, commission, council, or committee
are to be reimbursed allowable meal and lodging expenses at the same rates as regular state officials and
employees, unless specifically provided otherwise in statute. Refer to_Subsection 10.30 and 10.40 for
qualifications. These individuals should claim reimbursement on a Travel Expense Voucher (form

A20-A).

10.70.30.b
Others

Individuals serving on any part-time board, commission, council, committee, or other group of similar
nature not covered by RCW 43.03.230, 43.03.240, 43.03.250, or 43.03.265, are to be reimbursed under
one of the following two options:

Option 1
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For travel in non-high cost areas of the Continental USA, reimburse members for meal and lodging
expenses at the daily, non-high cost per diem rate displayed in Subsection 10.90.20 (PDF file) for each
day or portion thereof spent to conduct board, commission, council, or committee business.

For travel in high cost areas of the Continental USA or in all areas outside the Continental USA,
reimburse members for meal and lodging expenses at the daily maximum allowable per diem rate for the
location for each day or portion thereof spent to conduct official business. Per diem rates for these
locations are contained in Subsections 10.90.10 and 10.90.20 (PDF file).

Under this option, members attending meetings and performing other official business are considered to
be in travel status and the eleven-hour rule (Subsection 10.40.50) and official station rule (Subsection
10.30.40) do not apply. An internal travel policy is required for agencies that use this option.

Individuals should submit claims for reimbursement on a Travel Expense Voucher designed for members
of boards and commissions (form A20-2A) after the travel has occurred.

Meal and lodging expense reimbursement under Option 1 does not meet the requirements of an
accountable plan as defined by the Internal Revenue Service and is subject to federal employment taxes.

Subsection 10.30.20 (Exception to the Maximum Allowable Lodging Amounts) may not be used in cases
where individuals paid under this option are attending board meetings.

Option 2

Under this option, members are reimbursed allowable meal and lodging expenses at the same rates as
regular state officials and employees, unless otherwise provided in statute. Refer to Subsection 10.30 and
10.40 for qualifications. Claims for reimbursement should be submitted on a Travel Expense Voucher

(form A20-A). Use of this option for reimbursement requires prior written approval from the agency head
or authorized designee.

10.70.40 May lodging taxes be reimbursed?

July 1,2011

Travel, meal and lodging reimbursement are restricted. Refer to Subsection 10.70.00.

In addition to the Maximum Lodging Amounts contained in Subsections 10.90.10 and 10.90.20 (PDF

file), board members on overnight travel may be reimbursed taxes paid on lodging as evidenced by a
receipt. Refer to Subsection 10.90.10.d for rules on lodging taxes for the Non Continental USA and
Foreign locations.

10.70.50 Exceptions to the meal reimbursement rates
July 1,2011

Chapter 10 87


https://ofm.wa.gov/sites/default/files/public/legacy/policy/ReimbursementRatesforLodgingMealsandPrivatelyOwnedVehicleMileage.pdf
https://ofm.wa.gov/sites/default/files/public/legacy/policy/ReimbursementRatesforLodgingMealsandPrivatelyOwnedVehicleMileage.pdf
https://ofm.wa.gov/sites/default/files/public/legacy/policy/TravelExpenseVoucher-BoardMembersandCommissions%28A20-2A%29.xlsx
https://ofm.wa.gov/sites/default/files/public/legacy/policy/TravelExpenseVoucher-Employees%28A20-A%29.xlsx
https://ofm.wa.gov/sites/default/files/public/legacy/policy/TravelExpenseVoucher-Employees%28A20-A%29.xlsx
https://ofm.wa.gov/sites/default/files/public/legacy/policy/ReimbursementRatesforLodgingMealsandPrivatelyOwnedVehicleMileage.pdf
https://ofm.wa.gov/sites/default/files/public/legacy/policy/ReimbursementRatesforLodgingMealsandPrivatelyOwnedVehicleMileage.pdf

State Administrative and Accounting Manual

Travel, meal and lodging reimbursements are restricted. Refer to Subsection 10.70.00.

10.70.50.a

Members of a board, commission, or committee who receive per diem (meals and lodging) reimbursement
allowances are expected to pay the cost of any meals provided with meetings, etc. When the meal has
been purchased by the agency, the cost can be deducted on form A20-A or form A20-2A as applicable, or
the member may make payment to the agency.

10.70.50.b

Some members of boards, commissions, or committees are specifically authorized by statute to be
reimbursed the actual cost of meals. When the actual cost of meals exceeds the meal allowances
contained in Subsections 10.90.10 and 10.90.20 (PDF file), receipts must be attached to the form A20-A
or A20-2A, or their agency file location referenced.

10.70.55 Who is authorized to be reimbursed for travel
fuly L20IL expenses?

Travel, meal and lodging reimbursements are restricted. Refer to Subsection 10.70.00.

Eligibility for travel expense reimbursement is established in the law creating the board, commission or
committee. Absent specific authorization, members of boards, commissions or committees are not eligible
for travel expense reimbursement.

10.70.60 How should travel expenses other than meals and
luly 12011 1odging be reimbursed?

Travel, meal and lodging reimbursements are restricted. Refer to Subsection 10.70.00.

Unless the law provides a specific reimbursement process, those persons appointed to serve on any state
board, commission, or committee (advisory or rule making) are to be reimbursed for transportation and
other travel expenses in the same manner as state officials and state employees.

10.70.70 Coffee and light refreshments may be served at
luly L2011 ‘hoard, commission, or committee meetings

Travel, meal and lodging reimbursement are restricted. Refer to Subsection 10.70.00.
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All legally authorized boards, commissions, or committees may provide coffee and/or light refreshments
at their official public meetings (including executive sessions) under the provisions of Subsection
70.10.20.
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Travel Expense Claims, Payments, Reimbursements
10.80
and Advances

. . Effective Page
Section Title Date Number
10.80.10  What is the purpose of the Travel Expense Voucher? Jan. 1, 2000 90

10.80.20 What are the traveler's responsibilities in completing the Travel July 1,2014 90
Expense Voucher?

10.80.30 What are the agency responsibilities in reviewing and paying the Oct. 1, 2001 91
Travel Expense Voucher costs?

10.80.40 Receipts and documentation required in support of Travel Expense Jan. 1, 2015 91
Vouchers

10.80.50 Miscellaneous supplies exceeding $50 should not be included on Jan. 1, 2000 9
the Travel Expense Voucher

10.80.55  Paying vendors directly for travel costs July 1, 2000 92
10.80.60  Travel expense advances June 1, 2018 93
10.80.70 Internal Revenue Service regulations affecting travel expenses and Jan. 1, 2000 94

travel advances

10.80.10 What is the purpose of the Travel Expense Voucher?

Jan. 1, 2000

The Travel Expense Voucher (form A20-A or A20-2A) is used to:
*  Document the authorization for travel within the state of Washington.

* Document the approval of travel related expenses for all travel.

10.80.20 What are the traveler's responsibilities in completing
luly 12014 the Travel Expense Voucher?

The traveler has the following responsibilities for completing the Travel Expense Voucher and certifying
travel expenses:

1. Prepare the Travel Expense Voucher, providing the level of detail requested on the form.

2. Inthe "PURPOSE OF TRIP" column, describe the purpose or accomplishments of the trip in enough
detail to document that the travel was essential to carry out the necessary work of the agency.
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3. For manually prepared vouchers, attach receipts and documentation required by agency policy and
this chapter. (Refer to Subsection 10.80.40). For electronically prepared and submitted vouchers,
reference the agency file location for all receipts. Either original receipts are required or agency
policy may allow non-original receipts if the agency ensures adequate controls are in place to reduce
the risk of duplicate or improper payments.

4. Submit the travel voucher to the person authorized to approve travel in accordance with agency
policy and the requirements of this section.

10.80.30 What are the agency responsibilities in reviewing
Oct. 12001 and paying the Travel Expense Voucher costs?

10.80.30.a  Agency Head or Designee

Reviews and approves the voucher.

10.80.30.b  Agency Fiscal Office

Process the payment to the employee no later than ten (10) work days after receipt of the properly
completed Travel Expense Voucher.

10.80.30.c  Agency’s Chief Fiscal Officer Must Approve Travel of Agency Head

An agency head is to be reimbursed for travel expenditures only after the agency head and the agency’s
chief fiscal officer have personally approved the agency head's Travel Expense Voucher certifying that the
agency head's travel is in compliance with state travel policy. The chief fiscal officer's immediate
assistant may approve the voucher in place of the chief fiscal officer in those emergency situations when
the chief fiscal officer is not available. The chief fiscal officer's approval does not relieve any
responsibility from the agency head for wrongdoing relating to travel reimbursement.

10.80.40 Receipts and documentation required in support of
fan 1205 Travel Expense Vouchers

10.80.40.a

Original receipts or agency policy may allow non-original receipts if the agency ensures adequate controls
are in place to reduce the risk of duplicate or improper payments, for the following items are required to
accompany the Travel Expense Voucher or have the agency file location referenced:

1. Lodging at a commercial facility. (Except for daily per diem payments made to members of Boards,
Commissions, or Committees.) (Section 10.70).

2. The actual cost of laundry and/or dry cleaning expenses for travelers in continuous travel status for
five (5) or more days. Use of a coin operated Laundromat is allowable. If a receipt for a coin
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operated Laundromat is not available, the traveler may claim actual expenses up to $50 on the
"Detail of Other Expense" portion of the Travel Expense Voucher. (Refer to Subsection 10.60.10)

3. Allowable miscellaneous expenditures (Refer to Section 10.60) for amounts in excess of $50, per
item per day, plus any applicable tax. However, the following items do not require receipts,
regardless of the amount:

» Day parking fees.
» Transit fares, ferry fares, bridge and road tolls.
» Taxi, shuttle, and limousine fares when necessary and on official state business.

» Telephone calls where it is necessary to use a coin box telephone or where the telephone call
cannot be charged to the traveler’s office telephone extension.

4. Meal receipts when required by agency policy.

10.80.40.b

The following documentation should be completed on the Travel Expense Voucher where applicable:

1. When lodging or meals are being reimbursed, the exact time, including A.M. or P.M. designation of
departure and return.

2. When two or more travelers are traveling together in one motor vehicle, each traveler is to indicate this
fact by identifying, on the expense voucher, the person(s) accompanying the traveler and the travel
destination of each.

10.80.50 Miscellaneous supplies exceeding $50 should not be
fan- 1,200 jncluded on the Travel Expense Voucher

The expense voucher is not to include expenses for supplies exceeding $50, plus applicable tax. Such
items are to be purchased in accordance with prescribed state purchasing requirements and taken along on
the trip.

10.80.55 Paying vendors directly for travel costs

July 1, 2000

Pursuant to RCW 43.03.065:

Written approval of the agency head or authorized designee must be obtained prior to authorizing direct
billing of the traveler’s meal and lodging expenses to the agency and direct payment to the vendor by the
agency.

Any payments made in accordance with this subsection are to be supported, at a minimum, by documents
consisting of:
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* A copy of the agreement (e.g., a field order, etc.) entered into between the vendor and the agency
setting forth the services to be rendered by the vendor and the charges thereof;

* A list of the state officials, state employees, and other attendees for whom such goods and services
were provided and the dates they were provided, and

* A vendor billing in sufficient detail to ensure that payments are made in conformance with the
written agreement between the parties.

Payments to vendors for travel expenses are not to result in a cost to the state in excess of what would be
payable by way of reimbursement to the individuals involved.

Each agency is required to institute procedures that will ensure that any payments made under this
subsection are reasonable, accurate, and necessary for the conduct of the agency’s business.

10.80.60 Travel expense advances
June 1, 2018

10.80.60.a Purpose

An agency may make a travel expense advance to defray some costs the traveler may incur while traveling
on official state business away from the official station or residence.

10.80.60.b  Limitations and requirements:

1. RCW 43.03.150 limits travel advances to elective or appointive officials and employees.

2. The advance is to cover a period not to exceed 90 days.
3. The traveler receives the advance no more than 30 days before the start of travel.
4. Travel advances are prohibited:

* For use of privately owned vehicles. (RCW 43.03.170)

* For the purchase of commercial airfares. (RCW 43.03.170 and 43.03.190 through 43.03.200).

5. The elective or appointive official or employee must expend the travel advance only to defray
necessary reimbursable costs while performing official duties.

6. No travel advance shall be considered for any purpose as a loan to an elective or appointive official
or employee, and any unauthorized disbursement of a travel advance is to be considered as a
misappropriation of state monies by the officer or employee.

7. Agencies are to establish written policies prescribing a reasonable amount for which such advances
may be written. (RCW 43.03.150 and 43.03.170).

10.80.60.c How to Obtain Travel Expense Advances
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The traveler is to submit a Travel Authorization form (A40-A or agency equivalent) to the supervisor.
The supervisor is to review and approve the proposed travel, and forward the Travel Authorization form to
the agency head or designee. Upon approval of the advance, the agency fiscal office is to process the
document for payment and present the traveler with a check or warrant.

10.80.60.d  Submitting and Accounting for Travel Advances

* The traveler shall submit a fully itemized Travel Expense Voucher on or before the tenth day
following the month in which the authorized travel period ended. The traveler must fully justify the
expenditure of any portion of the advance for legally reimbursable items on behalf of the state.

» The traveler shall return any portion of the travel advance not expended to the agency at the close of
the authorized travel period. The traveler is to submit the payment with a properly completed Travel
Expense Voucher and may make the payment by check, or similar instrument, payable to the agency.
(RCW 43.03.180).

» If the travel advance is less than or equal to the travel expenses incurred, the traveler is to submit a
properly completed Travel Expense Voucher on or before the tenth day following the month in
which the authorized travel period ended. The expense voucher is to contain an itemization of
expenditures and is to indicate the net amount, if any, due the traveler. The agency is to process the
expense voucher in accordance with Subsection 10.80.30 and reimburse the traveler for any
additional amount due.

10.80.60.¢ Default on Repayment of the Advance by the Traveler

*  When a traveler defaults in accounting for or repaying an advance, the full unpaid amount shall
become immediately due and payable with interest of ten (10) percent per annum from date of
default until paid.

* To protect the state from any losses on account of travel advances made, the state has a prior lien
against and shall withhold any and all amounts payable or to become payable by the state to such
officer or employee up to the amount of such travel advance and interest at a rate of ten percent per
annum, until such time as repayment or justification has been made. (RCW 43.03.180 through
43.03.190).

10.80.70 Internal Revenue Service regulations affecting travel
fn1,2000 expenses and travel advances

10.80.70.a

The federal Internal Revenue Service (IRS) has implemented tax rules affecting travel advances. The IRS
requires travelers receiving travel advances to substantiate their travel expenses and to return to their
employer any unspent portions of the travel advance within a reasonable time period. If the traveler does
not substantiate the travel expenses or does not return any unspent portion of a travel advance within a
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reasonable time period, the traveler's employer is required to report the amount of the travel advance as
income in Box 1 of Form W-2. This payment is subject to applicable payroll withholding taxes.

10.80.70.b

For purposes of state travel regulations, if a traveler substantiates a travel expense in accordance with state
travel regulations on a state Travel Expense Voucher within sixty (60) days after it is incurred, the traveler
will have met the reasonable time period requirement. Further, the travel expenses the traveler incurred
will not be considered income. Likewise, if a traveler returns to the employer any unspent portion of a
travel advance within 120 days after incurring a travel expense related to the travel advance, the traveler
will have met the reasonable time period requirement. When this occurs, the unspent portion of the travel
advance will not be considered income.

10.80.70.c

When a traveler fails to meet either of the timeliness criteria stated in item b above, the agency is required
to consider the unsubstantiated travel expense and the unspent portion of the travel advance as income and
deduct the applicable payroll withholding taxes from the traveler's next semi-monthly earnings.
Consequently, agencies are required to establish tracking systems in order to comply with this IRS
regulation.
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10.90 Travel Rates

. . Effective Page
Section Title Date Number
10.90.10  Reimbursement rates Jan. 1, 2015 96
10.90.20 Reimbursement rates for lodging, meals, and privately owned Jan. 1,2022 97

vehicle mileage

10.90.10 Reimbursement rates
Jan. 1, 2015

10.90.10.a

This section provides lodging, subsistence, and mileage rates for state officials and employees traveling on
official state business (RCW 43.03.050). The Office of Financial Management (OFM) revises this section
periodically based upon changes to source documents produced by three separate agencies of the federal
government as well as changes required by the State Legislature.

10.90.10.b  Lodging, Meals, and Private Vehicle Mileage Rates for the Continental USA
Refer to Subsection 10.90.20.

10.90.10.c High Cost Lodging and Subsistence Rates for the Continental USA

Per Diem allowances for High Cost Locations in the Continental USA are periodically revised by the U.S.
General Services Administration (GSA) and can be accessed online:

* For locations within Washington state, refer to the Per Diem Rates map on OFM’s Administrative
and Accounting Resources website at: http://www.ofm.wa.gov/resources/travel.asp.

* For locations outside of Washington state, refer to the GSA website at: www.gsa.gov. Select U.S.
Per Diem Rates to view rates for the Continental USA. Taxes may be added to the lodging rates
shown in these tables.

If the travel location is not listed (city or county), use Subsection 10.90.20 lodging and subsistence rates
for non high-cost areas.

For cities in the U.S. where the counties are not known, refer to the National Association of Counties
website at:_http://explorer.naco.org/.

10.90.10.d  Lodging and Subsistence Rates for the Non Continental USA and Foreign Locations

Per Diem allowances for foreign travel locations, Alaska, Hawaii, and US Possessions are revised monthly
and can be accessed online:
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» Refer to the U.S. Department of State - Foreign Per Diem Rates website at: http://aoprals.state.gov/
content.asp?content_id=184&menu_id=78.

» Rates for Alaska, Hawaii, and U.S. possessions follow the foreign rates at: http://
www.defensetravel.dod.mil/site/perdiemCalc.cfm.

Use the outside CONUS, Non-Foreign Overseas, and Foreign query tool. Most of the lodging rates
in these tables include all taxes. However, taxes on lodging are separately reimbursable for Alaska,
Hawaii, Puerto Rico, the Northern Mariana Islands, and U.S. possessions.

10.90.10.e

State agencies without access to the Internet may contact their OFM Accounting Division Consultant or
Travel Policy Consultant to obtain the current rates for Continental USA, Non Continental USA, and
Foreign locations.

10.90.20 Reimbursement rates for lodging, meals, and
fan-1,2022 privately owned vehicle mileage

The following summary shows the reimbursement rates for lodging, meals, and privately owned vehicle
mileage for the Continental USA:

Reimbursement rates for lodging, meals and privately owned vehicle mileage (pdf)
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20.10 Internal Control Policies

Section Title ggfteective Nllzlz:lglfer
20.10.10  Purpose of these policies July 1, 2017 929
20.10.20  Authority for these policies July 1, 2017 929
20.10.30  Applicability of these policies July 1, 2017 929
20.10.40  Source of these policies July 1, 2017 929

20.10.10 Purpose of these policies

July 1, 2017

This chapter provides agency heads, managers, internal control officers, internal auditors, and all other
employees, with a background in and approach to establishing and maintaining an effective system of
internal control and internal audit so as to reasonably assure that they are meeting their respective
objectives.

20.10.20 Authority for these policies

July 1, 2017

The authority for these policies is RCW 43.88.160(4)(a).

20.10.30 Applicability of these policies

July 1, 2017

This chapter is applicable to all agencies of the state of Washington, as defined in RCW _43.88.020(4),
unless otherwise exempted by statute or rule.

20.10.40 Source of these policies

July 1, 2017

These policies are based on and incorporate information from Standards for Internal Control in the
Federal Government (Green Book) and COSO Internal Control - Integrated Framework.

COSO Internal Control - Integrated Framework ©2013, Committee of Sponsoring Organizations of the
Treadway Commission (COSO). All rights reserved. Used by permission.
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20.15 Internal Control Basics

. . Effective Page
Section Title Date Number
20.15.10 Internal control definition July 1, 2017 100
20.15.20  Roles and responsibilities July 1, 2017 101

20.15.30  Annual requirements for agencies related to statewide reporting July 1, 2017 102

20.15.40  Internal control components and principles July 1, 2017 104
20.15.50 Limitations of internal control July 1, 2017 106
20.15.60  Other considerations July 1, 2017 107

20.15.10 Internal control definition

July 1, 2017

Internal control is a process, effected by those charged with governance, management, and other
employees, designed to provide reasonable assurance regarding the achievement of the entity’s objectives
relating to operations, reporting, and compliance.

For purposes of Chapter 20, the state’s internal control objectives are defined as the need for each agency
to:

» Safeguard its assets.

» Check the accuracy and reliability of its accounting data.

* Promote operational efficiency.

* Encourage adherence to policies for accounting and financial controls.
The definition of internal control emphasizes that internal control is:

* Geared to the achievement of objectives in one or more separate but overlapping categories -
operations, reporting, and compliance.

* A process consisting of ongoing tasks and activities - a means to an end, not an end in itself.

» Effected by people - not merely about policy and procedure manuals, systems, and forms, but about
people and the actions they take at every level of an organization to effect internal control.

* Able to provide reasonable assurance - but not absolute assurance, to an entity’s management.
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* Adaptable to the entity structure or size - flexible in application for the entire entity or for a subset
of an entity.

This definition of internal control is intentionally broad. It incorporates concepts that are fundamental to
how entities design, implement, and operate a system of internal control and assess its effectiveness.

20.15.20 Roles and responsibilities

July 1, 2017

Agency management is responsible for the agency’s operations, compliance and financial reporting
objectives. Therefore, the adequacy of internal control to provide reasonable assurance of achieving these
objectives is also the responsibility of management. That said, every state employee has a role in effecting
internal control. Roles vary in responsibility and level of involvement, as discussed below.

Given agency structure and size, individuals may assume multiple roles. However, care should be taken to
address the increased risk that may result from the concentration of responsibilities.

20.15.20.a Those charged with governance are responsible for overseeing the strategic direction of
the agency and obligations related to the agency’s accountability. This includes overseeing
the design, implementation, and operation of an effective internal control system. For most
agencies, those charged with governance include the agency head and members of agency
senior management. For agencies with a governing board, the board may appoint
individuals to fulfill this function.

20.15.20.b  The agency head is ultimately responsible for identifying risks and establishing,
maintaining, and monitoring the agency’s system of internal control. If the agency head
delegates this responsibility, the designated person should have sufficient authority to carry
out these responsibilities. The agency head together with those charged with governance
and agency management set the tone at the top that affects the control environment in
particular and all other components of internal control. The agency head signs the annual
Financial Disclosure Certification and, if applicable, the Federal Assistance Certification.

20.15.20.c The internal control officer (ICO) is responsible for coordinating the agency-wide effort
of evaluating internal control using the guidance in this chapter. The ICO coordinates the
agency’s required risk assessment and internal control monitoring activities and annually
provides written assurance to the agency head as required in Subsection 20.15.30. While
each agency is required to have an ICO, the ICO may perform these duties on a full-time
basis or on a part-time basis as long as other duties performed are not incompatible with the
ICO duties.

20.15.20.d Agency management at all levels is responsible for internal control under their span of
control. Management is responsible to communicate to agency employees their explicit or
implicit control activity duties. In addition, agency management should provide channels
outside normal reporting lines so agency employees can report noncompliance, problems in
operations, and illegal acts.
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Management is also responsible to convey the importance of internal control to all
employees both by what they say and what they do. If management is willing to override
controls, then the message that internal control is not important will be conveyed to
employees.

20.15.20.¢e Each agency employee is responsible to be aware of and attentive to risk management and
other internal control issues, to consider limitations and key risk areas, to document
decisions. To be most effective, employees need to understand the agency’s mission,
objectives, responsibilities, and their own role in managing risk. Each employee is also
responsible to report to management (and through channels outside normal reporting lines
when necessary) noncompliance, problems in operations, and illegal acts.

20.15.20.f Other professionals (internal or external to the agency) may provide assurance and
advisory support to management in areas such as developing appropriate procedures to
conduct risk assessments and internal reviews of control activities.

20.15.20.g  External auditors are not part of an agency’s internal control system and cannot be a
replacement for or supplement to an adequate system of internal control. The role of the
external auditor is to provide independent accountability and assurance to the public and
external stakeholders. However, this independent assurance is also valuable feedback to
those charged with governance and agency management.

20.15.30 Annual requirements for agencies related to
fuly 12017 gtatewide reporting

The Office of Financial Management (OFM) prepares the state’s Annual Comprehensive Financial Report
(ACFR) annually. While OFM has final responsibility for the contents of the ACFR, the data in the
financial statements and many of the notes to the financial statements are generated from Agency
Financial Reporting System (AFRS) transactions input by agencies. Because agencies are in control of
transactions entered into AFRS, OFM relies on agency internal control systems and the monitoring of
those systems to assert in writing that the ACFR is correct and complete.

Additionally, OFM prepares the Statewide Single Audit Report annually. Because federal programs are
administered at the agency level, OFM relies on agencies to establish and maintain effective systems of
internal control over federal program compliance. OFM relies on agency internal control systems and the
monitoring of those systems to assert in writing that the state has materially complied with the provisions
of federal programs in order to comply with the Uniform Administrative Requirements, Cost Principles,
and Audit Requirements for Federal Awards.

20.15.30.a Risk assessment and internal control monitoring

At a minimum, agencies are required to document risk assessment and internal control monitoring
activities for objectives related to financial reporting and federal program compliance. These activities
may be done agency-wide at one time or by sections of the agency over a period of time. The agency
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should consider significance when planning the focus of the risk assessment activities. Likewise, agencies
should consider the results of the risk assessment when planning the focus of the monitoring activities. An
overall agency plan for risk assessment and internal control monitoring should strive to address high risk
areas at least once a biennium.

20.15.30.b  Required written annual assurance by the internal control officer

The risk assessment and associated internal control monitoring plan should be designed to provide
management with reasonable assurance that controls are operating as expected. The plan should also be
used to determine if internal control modifications are needed by considering events that have occurred,
processes or procedures that have changed, new projects or programs that are being planned or
implemented, and other changes within the agency that may have additional risks. If the plan uncovers
internal control weaknesses or if prior weaknesses still exist, they should be documented and addressed in
a timely manner.

The internal control officer is to communicate to the agency head the results of the agency’s required risk
assessment and associated internal control monitoring process. The communication is to include a
summary of all known weaknesses in internal control that could have a material effect on financial
reporting and federal program compliance along with the related corrective action or recommendations.
This communication may be ongoing and informal, but at least once per year, this assurance must be made
in writing to the agency head.

The internal control officer is responsible for ensuring that the plan is followed and that required
documentation of the risk assessment and monitoring conclusions is maintained and available for review
by agency management, the State Auditor's Office, and OFM.

20.15.30.c Required annual certifications signed by the agency head and CFO

As evidence that OFM can rely on each agency’s internal control systems for statewide reporting
purposes, every agency head and chief financial officer (CFO) is required to annually sign and submit a
Financial Disclosure Certification and, if applicable, a Federal Assistance Certification, to OFM’s
Accounting Division. By signing the certification(s), the agency head and CFO certify that:

* We are responsible for and have established and maintained an effective system of internal controls
as prescribed by SAAM Chapter 20. Our agency's system of internal controls incorporates adequate
procedures and controls to safeguard our assets, check the accuracy and reliability of our accounting
data, promote operational efficiency, and encourage adherence to policies for accounting and
financial controls. If there are significant deficiencies in internal control, a summary of the
deficiencies and corrective action is attached to this state certification.

*  We are responsible for the design and implementation of programs and controls to prevent and detect
fraud. We have disclosed all known instances and allegations of fraud or suspected fraud involving
management and employees who have significant roles in internal control. We have also disclosed
on this state certification any known instances and allegations of fraud or suspected fraud involving
others where the fraud could have a material effect on the financial statements.
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» If applicable, we are responsible for and have established and maintained an effective system of
internal control over federal program compliance, providing reasonable assurance that federal
awards are managed in compliance with laws, regulations, and the provisions of contracts and grant
agreements that could have a material effect on those programs. If there are significant deficiencies
in internal control, a summary of the deficiencies and corrective action is attached to this federal
certification.

There can be a variety of evidence that an agency head and CFO use as support backup for signing the
certifications referred to above, including the required annual assurance.

20.15.40 Internal control components and principles
July 1, 2017

The following five components and 17 principles together represent a comprehensive system of internal
control. This subsection presents a summary of each of the five components and the principles relating to
each component. For further details, refer to each component’s section.

20.15.40.a Control environment

The control environment is the set of standards, processes, and structures that provide the foundation for
carrying out internal control across the agency. The agency head together with those charged with
governance and agency management set the tone at the top regarding the importance of internal control
and expected standards of conduct.

There are five principles relating to the control environment.

1. The agency head together with those charged with governance and agency management
demonstrate commitment to integrity and ethical values.

2. Those charged with governance oversee the development and performance of internal control.

3. Management establishes structures, reporting lines, and appropriate authorities and responsibilities
in pursuit of objectives.

4. Management demonstrates a commitment to attract, develop, and retain competent individuals in
alignment with objectives.

5. Management holds individuals accountable for their internal control responsibilities in the pursuit
of objectives.

20.15.40.b Risk assessment

Risk assessment involves a dynamic and iterative process for identifying and analyzing risks to achieving
the agency’s objectives, analyzing the risks, and using that information to decide how to respond to the
risks.
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There are four principles relating to risk assessment.

6. Management specifies objectives with sufficient clarity to enable the identification and assessment
of risks relating to its objectives.

7. Management identifies and analyzes risks to the achievement of its objectives and uses that as a
basis for determining how the risks should be managed.

8. Management considers the potential for fraud in assessing risks to the achievement of its objectives.
9. Management identifies, analyzes, and responds to changes that could significantly impact its system

of internal control.

20.15.40.c Control activities

Control activities are policies, procedures, techniques, and mechanisms that help ensure that risks to the
achievement of an agency’s objectives are mitigated. Control activities are performed at all levels of the
agency, at various stages within business processes, and over the technology environment.

There are three principles relating to control activities.
10. Management designs control activities to achieve its objectives and respond to risks.

11. Management designs its information systems and related control activities to achieve its objectives
and respond to risks.

12. The agency implements control activities through policies and procedures.

20.15.40.d  Information and communication
Information and communication are necessary for an agency to carry out its internal control

responsibilities to support the achievement of its objectives.

There are three principles relating to information and communication.

13. The agency obtains or generates and uses relevant, quality information to support the functioning
of internal control.

14. The agency internally communicates information, including objectives and responsibilities for
internal control, necessary to support the functioning of internal control.

15. The agency communicates with external parties regarding matters affecting the functioning of
internal control.

20.15.40.¢e Monitoring Activities

Monitoring is the process of evaluating the quality of internal control performance over time and promptly
addressing internal control deficiencies.
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There are two principles relating to monitoring activities.

16. Management establishes and performs activities to monitor the internal control system and evaluate
the results.

17. The agency evaluates and communicates internal control deficiencies in a timely manner to those
parties responsible for taking corrective action.

20.15.50 Limitations of internal control
July 1, 2017

No matter how well designed, implemented, and conducted, internal control can provide only reasonable
assurance that objectives will be achieved due to limitations inherent to any system. These limitations
include the following:

20.15.50.a Judgment

The effectiveness of controls is limited by the fact decisions must be made with human judgment based on
the person’s experience and qualifications, in the time available, the information available, and pressures
to conduct business.

Clear written policies and instructions, redundant controls, and effective monitoring may address this
limitation in some instances.

20.15.50.b External events

Achieving operational objectives may be limited by factors outside the agency’s control, such as federal
regulations, responsiveness of customers or program partners, and natural disasters. However, internal
control should at least allow the agency to be informed of progress, or lack thereof, toward achieving such
objectives.

Effective risk assessment may address this limitation in some instances.

20.15.50.c Breakdowns

A well-designed system of internal control can break down due to misunderstanding instructions, obsolete
technology, faulty assumptions, mistakes due to carelessness, distraction, or being asked to focus on too
many tasks.

Effective risk assessment and monitoring, automated controls and redundant controls may address this
limitation in some instances.

20.15.50.d Management override

Even in an agency with an effective system of internal control, high-level employees may be able to
override prescribed policies or procedures for personal gain or advantage. This should not be confused
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with management intervention, which represents management actions to depart from prescribed policies or
procedures for legitimate purposes.

An internal audit function reporting to those charged with governance or a communication channel to
allow anonymous or confidential communication, such as the statewide whistleblower program, may
address this limitation in some instances.

20.15.50.¢ Collusion

Collusion between two or more individuals can result in control failures. Individuals acting collectively
often can alter financial data or other management information in a manner that cannot be identified by the
control system.

Effective monitoring and redundant controls may address this limitation in some instances. — Collusion
between two or more individuals can result in control failures. Individuals acting collectively often can
alter financial data or other management information in a manner that cannot be identified by the control
system.

Effective monitoring and redundant controls may address this limitation in some instances.

20.15.50.f Resource limitations

Every agency must prioritize efforts to implement or improve controls within resource limitations.

20.15.60 Other considerations

July 1, 2017

There are many ways to achieve effective internal control. Management must use judgment in determining
the specific combination of controls and how such controls are implemented, based on the agency’s
statutory purposes, regulations, programs, size, organizational structure, program structure, technology,
staffing, and policies. Thus, while all agencies must have sufficient internal control, the specific controls
in place will vary.

20.15.60.a  Large versus small agencies

All components and principles apply to both large and small agencies. However, smaller agencies may
have different implementation approaches than larger agencies. Smaller agencies typically have unique
advantages, which can contribute to an effective internal control system. These may include a higher level
of involvement by management in operational processes and direct interaction with employees.

A smaller agency, however, may face 20.15.greater challenges in segregating duties because of its
concentration of responsibilities and authorities in the organizational structure. Management, however,
can respond to this increased risk through the design of the internal control system, such as by adding
additional levels of review for key operational processes, reviewing randomly selected transactions and
related supporting documentation, taking periodic asset counts, or checking supervisor reconciliations.
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20.15.60.b Benefits and costs of internal controls

When designing internal controls, management should balance the cost of different control approaches
with expected benefits. The allocation of resources should address the areas of greatest risk, complexity,
or other factors relevant to achieving the agency’s objectives.

20.15.60.c Service organizations

Management may engage external third parties to perform certain operational processes for the agency,
such as accounting and payroll processing, security services, or social service and health care claims
processing. These external third parties are referred to as service organizations. Management, however,
retains responsibility for the performance of processes assigned to service organizations. Internal control
over contracted processes may be attained either with controls performed by the agency, reliance on
controls performed by the service organization, or a combination of both. To the extent the agency relies
on controls performed by the service organization, the agency needs to obtain appropriate written
assurance from the service organization and to arrange for periodic independent review of these controls.

20.15.60.d Documentation

Documentation is a necessary part of a system of internal control. Management must determine the
level and nature of documentation that is needed to assess the effectiveness of internal control.
Documentation should be sufficient to allow the agency to:

» Assess the overall soundness of the system of internal control.

* Be aware of the existence of internal control weaknesses, if any.

* Formulate the agency’s plan of action for addressing internal control weaknesses and improving
the internal control where necessary.
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20.20 Control Environment

. . Effective Page
Section Title Date Number
20.20.10  Control environment overview July 1, 2017 109
20.20.20  Control environment principles July 1, 2017 109
20.20.30  Management’s role in the control environment July 1, 2017 110
20.20.40 Earlilﬁgisple 1 — Demonstrates commitment to integrity and ethical July 1,2017 110
20.20.50  Principle 2 — Exercises oversight responsibility July 1, 2017 111
20.20.60 Principle 3 — Establishes structures, reporting lines, authorities, and July 1,2017 111

responsibilities
20.20.70  Principle 4 — Demonstrates commitment to competence July 1, 2017 112
20.20.80  Principle 5 — Enforces accountability July 1, 2017 112

20.20.10 Control environment overview
July 1, 2017

The control environment is the set of standards, processes, and structures that provide the foundation for
carrying out internal control across the agency. The agency head together with those charged with
governance and agency management set the tone at the top regarding the importance of internal control
and expected standards of conduct.

Management reinforces expectations at all levels of the agency. The control environment has a pervasive
impact on the overall system of internal control.

20.20.20 Control environment principles
July 1, 2017

There are five principles relating to the control environment.

1. The agency head together with those charged with governance and agency management demonstrate
commitment to integrity and ethical values.

2. Those charged with governance oversee the development and performance of internal control.
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3. Management establishes structures, reporting lines, and appropriate authorities and responsibilities in
pursuit of objectives.

4. Management demonstrates a commitment to attract, develop, and retain competent individuals in
alignment with objectives.

5. Management holds individuals accountable for their internal control responsibilities in the pursuit of
objectives.

20.20.30 Management’s role in the control environment
July 1, 2017

Management is very influential in determining the control environment and influencing the control
consciousness of agency employees. A system of internal control is likely to function well if management
believes that controls are important and communicates that view to employees at all levels. Conversely, a
system of internal control is likely to be ineffective if management does not believe the controls are
important or if management communicates a negative view of controls to employees.

Management influences the control environment through their integrity and ethical values, commitment to
competence, philosophy and operating style, design of the organizational structure, assignment of
authority and responsibilities, and human resource policies and practices.

Management also influences the control environment through communication of the agency’s values and
behavioral standards to employees. This can be done by setting a good example, showing a positive
attitude toward internal control, displaying and following a formal code of conduct, communicating other
agency policies and procedures, taking swift and appropriate disciplinary action in response to policy
departure, and maintaining clear and updated job descriptions.

20.20.40 Principle 1 — Demonstrates commitment to integrity
Ty L2017 and ethical values

The agency head together with those charged with governance and agency management demonstrate
commitment to integrity and ethical values. The following points of focus highlight important
characteristics relating to this principle:

* Set the tone at the top and throughout the agency - The agency head together with those
charged with governance and agency management at all levels of the agency demonstrate through
their directives, actions, and behavior the importance of integrity and ethical values to support the
functioning of the system of internal control.

» [Establish standards of conduct - The expectations of the agency head together with those
charged with governance and senior management concerning integrity and ethical values are
defined in the agency’s standards of conduct and understood at all levels of the agency.
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« Evaluate adherence to standards of conduct - Processes are in place to evaluate the performance
of individuals and teams against the agency’s expected standards of conduct.

* Address deviations in a timely manner - Deviations of the agency’s expected standards of
conduct are identified and remedied in a timely and consistent manner.

20.20.50 Principle 2 — Exercises oversight responsibility

July 1, 2017

Those charged with governance oversee the development and performance of internal control. The
following points of focus highlight important characteristics relating to this principle:

* Determine an oversight structure - Those charged with governance determine an oversight
structure to fulfill responsibilities set forth by applicable laws and regulations, relevant government
guidance, and feedback from key stakeholders.

* Provide oversight - Those charged with governance oversee management's design,
implementation, and operation of the agency’s internal control system.

* Provide input for remediation - Those charged with governance give input to management's
plans for remediation of deficiencies in the internal control system as appropriate.

20.20.60 Principle 3 — Establishes structures, reporting lines,
Ty 1L.2017 authorities, and responsibilities

Management establishes structures, reporting lines, and appropriate authorities and responsibilities in
pursuit of objectives. The following points of focus highlight important characteristics relating to this
principle.

« Establishes the organizational structure - Management establishes the organizational structure
that enables the agency to achieve its objectives and address related risks.

» [Establishes reporting lines - Management designs and evaluates lines of reporting to enable
execution of authorities and responsibilities and flow of information to manage the activities of the
agency.

+ Assigns responsibility and delegates authority - To achieve the agency’s objectives, the agency
head assigns responsibility and delegates authority to key roles throughout the agency. A key role
is a position in the organizational structure that is assigned an overall responsibility of the agency.
Generally, key roles relate to senior management positions within an agency.
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20.20.70  Principle 4 — Demonstrates commitment to

July 1, 2017

competence

Management demonst