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Request for Training and/or Travel

Employee Name:      
     
     
     
     
Dept/Div:      

Is training safety related?   FORMCHECKBOX 
 YES          FORMCHECKBOX 
 NO
Name of Training or Reason for Travel:      

Dates:      
  to      
Location:      

Total compensable training hours:      
 
Total compensable travel hours:      

Total compensable hours including training/travel/work time:      

Transportation:
 FORMCHECKBOX 
 City Vehicle
 FORMCHECKBOX 
 Airplane

 FORMCHECKBOX 
 Personal Vehicle (see next page)
 FORMCHECKBOX 
 Gas Only
 FORMCHECKBOX 
 Mileage

 FORMCHECKBOX 
 Other (Specify)      

# of miles     

Estimated Cost:


Transportation
$     


Registration Fees – attach copy of registration details to this form
$     
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Meals:
Breakfast
#     x  $6 for in-state or $10 for out-of-state 
=     



Lunch
#     x  $7.50 for in-state or $12 for out-of-state
=     



Dinner
#     x  $16.50 for in-state or $20 for out-or-state
=     


 (out of state $ includes gratuity)         Meals Total
$     

Lodging:
     
 # of nights
$     

Other expenses (specify)      

$     


TOTAL
$     

Funding Source:
 FORMCHECKBOX 
 Department
Line Item      


 FORMCHECKBOX 
 Manager’s Training Fund


 FORMCHECKBOX 
 Other (specify)      


 FORMCHECKBOX 
 Reimbursement to City:
Source      
  Amount $     

A FULLY APPROVED COPY IS REQUIRED TO BE ATTACHED TO THE EMPLOYEE TIMESHEET FOR THE PAY PERIOD THAT THE TRAVEL AND/OR TRAINING OCCURS.
Employee Signature
Date


Employee Signature
Date


Employee Signature
Date


Employee Signature
Date


Employee Signature
Date


Supervisor Signature
Date


Department Head
Date


Out of State Travel, Funding from Manager’s Training Fund and ALL Department Head travel requests MUST be approved by the City Manager

 Approved
 Disapproved
 Approved with Conditions

City Manager
Date


Conditions and/or remarks:


9-26-11
MILEAGE WHEN USING PERSONAL VEHICLE ON CITY BUSINESS

1. When an employee is authorized to use a privately owned vehicle because a City owned vehicle is not available or because such use is in the best interest of the City, a rate equal to the mileage allotment allowed by the United States Internal Revenue Service for the preceding year shall be paid.

2. When an employee is authorized to operate a privately owned vehicle even though a City owned or leased vehicle is available, the employee will be provided a gas credit card to supply the fuel necessary for the required mileage or be reimbursed for fuel costs. No other reimbursement will be allowed.

3. On long (extended mileage) trips, when an employee requests, and is authorized, to use a privately owned vehicle, they will be reimbursed an amount equal to the lesser of mileage/fuel costs (as stated in either 1 or 2 above) or the airfare costs to and from the destination.

Listed below are examples of travel and training time that may or may not be compensable.

· Normal travel from the home of the employee to the employers worksite is not work time. This includes going home and returning to a location for an evening/after shift meeting. The employee is compensated for the meeting, not the travel time or the mileage.

· If the employee is required to report to a shop or a principal office either at the beginning of the day, or at the conclusion of the day, any time spent traveling from the shop to the first location or from the last location to the shop is work time.

· Time spent traveling to other job sites that is all in a day’s work is work time. If the employee is relieved from duty after working at the last location and is not required to report back to the shop/office, travel to home from that location is not work time.

· Time spent traveling to a special one-day assignment in another city, travel to training or conferences (whether it is a one-day assignment or overnight), is work time regardless if the travel is in-state or out-of-state. Regular meal period time is not counted as work time.
· Time spent as a passenger (airplane, boat, train, bus, or automobile) for travel that benefits the employer is work time. Time spent during a lay-over may or may not be work time depending on if the employee is free to do what the employee chooses. 
· If an employee is subject to call-out and is called to duty at a location other than their normal work site, the time spent traveling to the work site from their home and the time spent traveling from that work site to their home is work time.

· If an employee is subject to a travel delay and an overnight stay is required, the employee is compensated for the time they spend making new travel arrangements and finding accommodations. The employee is not compensated for time spent after check-in as they are free to do what they choose.

· Employees are compensated for the actual time spent in training, regardless of the number of hours they are regularly scheduled.  (For example: a training is held in Helena from 8:00-4:00, lunch is included in the conference and a speaker is present. The employee normally works a ten (10) hour shift. The employee would be compensated for eight (8) hours for attending the conference.  The employee could return to the office/plant for two (2) hours after the conference ends, or chose to take two (2) hours of vacation, or adjust their schedule and work additional hours that week to make up the time.)
Questions? Contact the Human Resources office.
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Do NOT include meals covered by  registration or provided otherwise 
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