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Purpose

The Department of Secial and Health Services (DSHS) relies on volunteers and board members
to carry out its'mission.yln_support of thiseffort, this policy sets standards to:

1. Establishian effective system to manage and control volunteer and board member travel
related.costs;

2. Reimburse volunteers.and board members for eligible travel expenses incurred; and

3. Make payments endbehalf of volunteers and board members for eligible travel
expenses.

Scope

This policy applies to:

1. All DSHS staff that authorize and pay travel for volunteers and board members.
2. The volunteers and board members who incur travel expenses while conducting official
state business.


http://www.ofm.wa.gov/policy/10.htm
http://app.leg.wa.gov/RCW/default.aspx?cite=43.03.050
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This policy does not apply to contractors reimbursed by specific contractual arrangements.
Additional Guidance

DSHS administrative policies
Subchapter 19.10
5.04, Records retention
Revised code of Washington (RCW)
43.20A.350, Committees and councils — Declaration of purpose
43.20A.360, Committees and councils — Appointment, membership, terms, vacancies, and
travel expenses
DSHS forms picker
Form 09-415, Authorization for expenditure (non-employee)
Form 03-502, Class 1, 2, 3, 4, 5 board, commission, council, committee, or'other Group
member travel allowance (GFS Only) exemptioniwrequest
03-510 New unpaid intern/volunteer checklist
03-509 DSHS unpaid intern/volunteer application:
Office of Financial Management memo — New process for exemption approvals for travel
allowances
Establishing an AFRS statewide vendor/numberiand TEMS profile

Definitions

Administration means the affected DSHS programs, including the division, office, or staff
designated by the assistant secretary or division director as being responsible for compliance
with this policy.

Agency financial'reporting system (AFRS)ds the statewide accounting system maintained by
the Department of Enterprise Services. AFRS is the state of Washington's official accounting

system.

Board members are those individuals who serve on a board, commission, or committee in
either an'advisory, coordinating or planning capacity, or a rule making capacity.

Class specifications: boards and commissions — compensation classes

Community compensation participant is an agency partner who is a part of historically
excluded communities who have been disproportionately impacted by government decisions.
The community compensation participant provides their lived experience perspective —their
personal, direct experience related to the subject matter—to agency events and workgroups
where activities, policies, processes and systems are being addressed. A community
compensation participant is not a volunteer. They may be compensated for their work with a
stipend and reimbursed for expenses, where applicable, in accordance with 25SB 5793 and the


https://stateofwa.sharepoint.com/sites/DSHS-EXE-OJCR/Administrative/Forms/AllItems.aspx
https://stateofwa.sharepoint.com/sites/DSHS-EXE-OJCR/Administrative/Forms/AllItems.aspx
http://app.leg.wa.gov/RCW/default.aspx?cite=43.20A.350
http://app.leg.wa.gov/RCW/default.aspx?cite=43.20A.360
http://forms.dshs.wa.lcl/
http://one.dshs.wa.lcl/FS/Fiscal/Accounting/Travel/Documents/Forms/AllItems.aspx
http://one.dshs.wa.lcl/FS/Fiscal/Accounting/Travel/Documents/Forms/AllItems.aspx
http://one.dshs.wa.lcl/FS/Fiscal/Accounting/Travel/Volunteers/Forms/AllItems.aspx
http://one.dshs.wa.lcl/FS/Fiscal/Accounting/Travel/Documents/Forms/AllItems.aspx
https://gcc02.safelinks.protection.outlook.com/?url=http%3A%2F%2Fone.dshs.wa.lcl%2FFS%2FFiscal%2FAccounting%2FTravel%2FDocuments%2FBoards%2520and%2520Commissions%2520Classes.docx&data=04%7C01%7Cangel.pele%40dshs.wa.gov%7C0e07274ace0848fdd38e08d9e1164dd5%7C11d0e217264e400a8ba057dcc127d72d%7C0%7C0%7C637788308339401434%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=xZySwQl9uZmX0QE1tYYl%2BOhVKMn0jp5nnD%2F3mI%2BwpIk%3D&reserved=0
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office of equity and DSHS community compensation guidelines.

Commute means travel between the official residence (OR) and other domicile of a state officer
or employee and their official station (OS) or other place of work. When the travelers OR and
OS is the same, then their first and last trip within their OR/OS would be considered their
normal commute. Normally, an employee would only have one round trip commute each
workday. However, there are some work schedules that may require an employee to commute
multiple times in a day due to call back, split shifts, or on-call situations. Refer to official
residence and official station.

DSHS administrator is an individual at a DSHS location with oversight authority fer the
volunteers and board members covered under this policy.

Five-hour rule refers to the rule that requires a volunteer, board, or commission member to be
in travel status for at least five hours to qualify for a,meal reimbursement.

Official residence is the city, town, or other location where astate officiabor employee
maintains a residence that is used as their primary domicile. Determinations by the agency
head or authorized designee regarding a state official or employee's official residence are to be
based on items such as voter registration, ownership, er long-term rental of a personal
residence, and the permanent address carried in the state officialor employee's personnel or
other file.

Official station (for volunteers and board members) is the city, town, or other location where
the state official or employee'sioffice is located, orthe city, town, or location where the state
official or employee's workis performed on a permanent basis. For the purposes of these travel
regulations, OlympiajTumwater and Lacey are considered to be the same official station. A
state official oreémployee'sofficialstationds to be designated by the agency. It is to be
determined by the needs of the agency and not assigned because it is the home or preferred
living area of a'state official oanemployee.

Travel and expense management system (TEMS) is the software program used to process
travel reimbursement requésts and travel advances.

Volunteer is a person, other than an emergency services worker as described by chapter 38.52
RCW, who, of their own free choice, performs any assigned or authorized duties for the state or
any agency thereof. A volunteer receives no wages and is registered and accepted as a
volunteer by the state or any agency thereof, for the purpose of engaging in authorized
volunteer service. This is not a community compensation participant who offers their time to
share their lived experiences and is compensated by administrations.

Policy
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Volunteers

The DSHS must pay or reimburse travel expenses for all volunteers in the same manner and
under the same travel regulations as state employees, except the five-hour rule. The volunteer
may be reimbursed for meal expenses when the volunteer has been in travel status for at least
five hours.

A.

The DSHS administrator or designee must ensure the volunteer isregistered with
DSHS.

The DSHS administrator or designee must authorize volunteer/travel prior to incurring
expenses.

1. If DSHS is making payments on behalf of the volunteer, prior written approval
must be on file.

2. If the volunteer is being reimbursed, afn authorization foréxpenditure (non-
employee), form 09-415, must be completed.and approved prior to an
administration incurring‘any costs assaciated with volunteer travel.

3. Form 09-415 must be reviewed, updated, and.retained in a way that is consistent
with state records retention requirements.

The DSHS administrator.or designee must document the official station for each
volunteer prior to authorizing thewolunteer to perform volunteer services.

Volunteers are reimbursed for actual non-commute mileage traveled per trip, not per
person transported.

Example: A volunteer drives 17 miles from their official station/residence of Spokane to
Cheney topick up their first client and then 15 miles on to Medical Lake to pick up the
second client. They'then drive another 15 miles back to a location in Spokane where
theydrop off both clients and then another 5 miles back to their home. The volunteer
traveled\47 non-commute miles so is only due mileage reimbursement for 47 miles. The
volunteer.cannot claim 47 miles for transporting the first client and another 30 miles for
transporting the second client.

The authorizing DSHS administrator, or their designee, must perform a cost analysis
when deciding whether to return the volunteer to their official residence or official

station between trips.

The authorizing DSHS employee must document the cost analysis and retain the


http://forms.dshs.wa.lcl/formDetails.aspx?ID=5918
http://forms.dshs.wa.lcl/formDetails.aspx?ID=5918
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1.

documentation in a way that is consistent with state records retention requirements.

Example: A volunteer’s official station and official residence are Auburn. They leave
their home at 6:00 AM, pick up a client in Seattle and transport them to an 8:00 AM
appointment for medical testing at Children’s Hospital. The appointment is over by
noon and the volunteer transports the client back to Seattle by 1:00 PM. The
volunteer’s next client transport is scheduled for 3:00 PM and is expected to last until
6:00 PM. The DSHS Administrator must determine whether it is more cost effective to
pay the mileage to return the volunteer to their official residence/station of Auburn and
back again to Seattle for their afternoon transport, or for the volunteer to remain in
Seattle and pay for their meal costs (breakfast and lunch).

The DSHS administrative staff must use TEMS to completeand submit travel
reimbursement requests for volunteer travelers.

Volunteer travelers are prohibited from logging-ongto TEMS.

Individuals receiving community compensation are not to be reimbursed for travel
through TEMS. DSHS administrative staff must use A19 to reimburse class one
workgroup members for sharing their lived experiences.

Board Members

Members of boards, commissions, committees, workgroups, and other similar groups
are allowed to receive anallowance or reimbursement for meals, lodging or travel
expenses, as long as the group obtains prior approvals through DSHS form 03-502,
Class 1, 2, 3,'and 5 board, commission, council, committee, or other group member
travel allowance(GFS only) exemption request.

The DSHS must.pay or reimburse travel expenses for eligible members in the same
manner.and underthe same travel regulations as state employees, unless otherwise
providedin statute (i.e. the five hour rule, then the board member may be reimbursed
formeal expensesswhen the board member has been in travel status for at least five
hours:).

The DSHS administrator or designee must authorize board member travel prior to
incurring expenses.

1. If DSHS is making payments on behalf of any board, committee or commission
member, prior written approval must be on file using DSHS Form 03-502.

2. An individual board member must complete an authorization for expenditure
(non-employee), form 09-415, prior to an administration incurring any costs


http://forms.dshs.wa.lcl/formDetails.aspx?ID=5918
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3. Form 09-415 must be reviewed, updated, and retained in a way that is consistent
in accordance with state records retention requirements.
D. The DSHS administrator or designee must ensure the board member is registered with

the DSHS, as outlined in the HRD guidelines for the use of volunteers, prior to the
board member performing any duties.

E. The DSHS administrator or designee must document the official station for members
prior to authorizing their performing services on behalf of the DSHS.

F. The DSHS administrative staff must use TEMS to complete and submit travel
reimbursement requests for board members if expenses are to be paid in the same
manner and under the same regulations as state employees.

1. Members are prohibited from logging-entto TEMS.

2. TEMS is not used to reimburse travel expenses if the.expenses are to be paid
according to the governing statute. Reimbursement will be paid using another
payment method, such as an A19.

1. Establishing an AFRS statewide vendor number (SWV) and TEMS profile

A. The DSHS administrative staff must ensure'an AFRS SWV and TEMS profile are
established prior to submitting requests for reimbursement.

Volunteérs and board members are responsible for obtaining an SWV number and
providing that number to the volunteer coordinator. Procedures for establishing an
AFRS statewide vendor.number and TEMS Profile are posted on the travel website.

Procedures

Procedures for claiming reimbursement through TEMS are posted on the travel website.



http://forms.dshs.wa.lcl/formDetails.aspx?ID=5918
http://one.dshs.wa.lcl/FS/Fiscal/Accounting/Travel/Documents/Claiming%20Reimbursement%20through%20TEMS.doc
http://one.dshs.wa.lcl/FS/Fiscal/Accounting/Travel/Pages/default.aspx

