
 

 

 
  

 

 

 

 
  

 

 
  

 
  

 
 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

 

 

 

 
 

 

 
 
 
 

Department of Transportation 

TRAVEL INFORMATION & POLICY 
Subject: 
Verification and Reporting of Travel Expenses 
 (Amendment) 

Number: 
TIP 09 – 001A 
Date Issued: 
May 15, 2009 

References:  
Expires: 

Department of Personnel Administration PML 2009-018 Until Rescinded 

Purpose 	 In April 2009, Caltrans Travel TIP 09-001 was issued to notify employees of 
mandated changes to state travel policy.  There were a number of questions about 
the policy change and the purpose of this amendment is to clarify when the 
instructions in TIP 09-001 apply to travel (to view the TIP, please access the link 
below). 

http://www.dot.ca.gov/hq/asc/travel/ap_d/2009.htm 

What has changed The policy itself has not changed. This amendment clarifies who is impacted 
since the issuance by the policy and when they are impacted.  The instructions in the original TIP 
of TIP 09-001? still apply to situations in which employees are on travel status as described 

below. 

When are Employees are on travel status when their job requires them to conduct work a 
employees on minimum of 50 miles or more from their home and headquarters and they are 
travel status? entitled to per diem and payment for other business expenses required for the 

travel. Employees may also be on travel status within 50 miles of their home 
and headquarters if they are approved by the Division of Accounting for a 50 
mile limit travel exception.  

Employees are not on travel status when in the course of a routine workday 
they are using transportation paid for by the state to conduct business away 
from their workplace but they are not entitled to per diem.  In these cases there 
is no need to submit a TEC.  Examples of situations where a TEC is not 
required: 

•	 When Maintenance Crews, Resident Engineers or other employees are 
assigned Departmental vehicles to conduct routine work that is within or 
exceeds 50 miles from their workplace but they are not on travel status 
while conducting this work.  It is a normal part of their job to use a state 
vehicle but return to their workplace at the end of their shift. 

•	 When employees who are not on travel status use a cab, public 
transportation or another form of transportation paid for by the state to 
conduct business such as attending a local meeting. 
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How does the policy 
impact Contractors 
and Consultants? 

Zero Dollar TECs 

Examples of how to 
complete TECs 
impacted by the 
new policy 

The new policy applies to consultants/contractors in the same manner as it does to 
state employees.  If a consultant/contractor is assigned to a permanent location as 
part of their contract, related living expenditures paid via the contract payment 
process are not reported via a claim form (FA 1301) because the 
contractor/consultant is not on travel status.  If the consultant/contractor must 
travel from the routine job site to conduct business related to the contract, then the 
related state paid costs are to be reported on an FA 1301. 

As stated in TIP 09-001; in some cases the new DPA policy results in the need 
to complete a TEC that has a zero total.  This is required for employees on 
travel status only. 

See the third page of this TIP for examples of how this policy change impacts 
TECs. 

If you have questions regarding this information, please contact Asni Tefera at (916) 227-9330. 


To view the Department’s travel policies, please visit the Caltrans Travel Guide.
 

For individuals with sensory disabilities, documents may be obtained in alternate formats.  To obtain such services, please 

e-mail asni_tefera@dot.ca.gov.   TTY users may also call (800) 735-2922. 
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Examples: 
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