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notice will be addressed on a case-by-case basis.  Under no circumstances should 
any financial commitments for tickets, hotel, registration or other costs be made 
prior to receipt of full pre-approval, as the request may not be approved. 

 
B.  CORPORATE OFFICE EMPLOYEES ONLY 

 
1. Attachment 3 (Travel Approval Form) shall be used by all Corporate Office 

employees to obtain and document pre-approval of inter-island travel and out-of-
state travel from the responsible supervisor/designee.  All necessary documentation 
and worksheets verifying travel costs should be attached to this form. 

2. Corporate Office employees shall submit Attachment 3 not less than three weeks (3) 
prior to travel.  More lead time is highly preferable.  Emergency requests with less than 
three weeks’ notice will be addressed on a case-by-case basis.  Under no 
circumstances should any financial commitments for tickets, hotel, registration or 
other costs be made prior to receipt of full pre-approval, as the request may not be 
approved. 

 
  IV.  AIR RESERVATIONS PROCEDURE: 
 

A. It is recommended that Regional employees document at least two quotes for out-of-state 
travel. Corporate Office employees must obtain at least 2 quotes and document them on 
Attachment 4 (SPO Form 4 – Worksheet A, airfare & Baggage Fees). All employees 
have the responsibility to utilize vendors that offer competitive pricing and good customer 
service.  The vendor chosen shall be selected based on the most economical rate, unless 
otherwise justified and documented. 

 
B.  Reservations for airline tickets may be made through various sources such as internet, 

direct with airlines, on-line travel providers, and traditional travel agencies who can offer 
competitive rates on an as needed basis.  All employees may take advantage of any air 
travel specials or on-line rates that are most economical.  A company credit card or P-
card may be used for authorized inter-state and out-of-state airline tickets and the 
employee is responsible for any additional cost due to deviations/personal preferences.
  

C.  Non-refundable coach class fares must be booked unless the Regional Chief Executive 
Officer (“RCEO”) or HHSC Chief Executive Officer (“CEO”) determines that a more 
expensive flight is acceptable.  The least expensive, direct route should be utilized, 
keeping in mind a limited number of stops may be considered.  Justification for a higher 
priced ticket shall be submitted to the RCEO/CEO for approval prior to booking. 
 

D.  All government-related inter-island travel for HHSC purposes should be done by a 
designated person using that Region’s corporate airline account, if there is one, or, the 
State Procurement Office Interisland Airline Price Agreement.  Hawaiian Airlines, Inc. is 
the current vendor available to Corporate Office employees for inter-island air 
reservations, but any vendor with a contract on the State bid list may be used.  This will 
ensure that all mileage and frequent flyer credits will be used towards HHSC related 
travel. Additionally, travel booked through a Region’s corporate airline account and the 
State bid list contracts allows the employee maximum flexibility in making reservation 
changes, if necessary. 

 
E.  Frequent flyer miles earned on HHSC travel should be used for future HHSC travel, 

where possible.  If the miles for travel cannot be used for HHSC related travel, the 
employee may use them for personal travel. 

 
 V.   LODGING PROCEDURE: 

 
A. Out-of-state and inter-state hotel accommodations are exempt from competition.  Regional 

employees are encouraged to obtain a minimum of two quotes from two different sources.   



HHSC Procedure No. ADM 0005B July 26, 2018   Page 3 of 6 
 

Corporate Office employees must obtain a minimum of two quotes from two different sources and 
document the quotes on Attachment 5 (SPO Worksheet C).  Hotel reservations may be made 
through various sources such as internet, direct with the hotel, on-line travel providers, and 
traditional travel agencies who can offer competitive rates on an as-needed basis.  Employees 
may take advantage of any hotel specials or on-line rates that are most economical. The vendor 
chosen will be selected based on the most economical rate.  Corporate Office employees must 
justify utilizing the higher quote on Worksheet C. 

B.  If a conference or event is being held at a particular hotel, employees may stay at this hotel as 
special group pricing is usually available.  However, employees may also choose to stay at a 
more economically-priced hotel, if they wish. 

 
C. The P-Card may not be used for hotel accommodations.  Employees need to use their personal 

credit cards.  If the Region has a corporate credit card, it may be used for hotel accommodations 
for Regional employees, at the discretion of Regional management. 

 
D. “Excess lodging” is the difference between the actual daily costs (including all mandatory 

taxes/fees) and the applicable allowance, multiplied by the number of days. 
 

VI.   TRANSPORTATION PROCEDURE: 
 

A. Refer to the current IRS mileage rates when computing the value of business use of an 
automobile.  Employees can claim mileage reimbursement where appropriate and fill out the 
mileage reimbursement form. 

 
B.  Computation of mileage:  
 

1)  If the employee is authorized to travel outside of the employee’s normal working day directly 
from home to a job site, or from home to a transportation terminal, rather than to go first to 
the employee’s office, the employee may be reimbursed for miles between home and job site 
or transportation terminal which are in excess of the miles normally traveled between home 
and employee’s office.    

2)  No employee will be allowed mileage for traveling directly between home and a job site or 
transportation terminal if the miles traveled are less than the miles normally traveled between 
home and the regular job site. 

3)  If the travel occurs during the employee’s normal working day at a time the employee usually 
commutes to or from work, such mileage reimbursement is allowed only for miles that are in 
addition to the usual commuting trip. 

4)  If such travel is due to overtime work, such mileage reimbursement is allowed only for miles 
that are in addition to one roundtrip between home and the regular job site. 
 

C.  Car rentals for out-of-state transportation should be used only when necessary and authorized, 
not for convenience only.  Employees should use airport and/or hotel shuttles whenever 
possible.  The following criteria applies: 

 
• Minimum two quotes required;  
• P-Card may not be used; 
• HHSC carries insurance for rental cars so employees do not need to buy the 

collision damage waiver. 
 

D. Corporate Office Employees Only: 
 
1.  Inter-State car rental services must be reserved by utilizing the State Procurement Office 

(SPO) Commercial Car Rental Services Price List Agreement 12-14 and documented on 
Attachment 6 (Worksheet D, Ground Transportation).  Exceptions to the price list may be 
granted when the price list contract does not meet the needs of HHSC and the CEO has 
approved the exception.  Such approval must be made prior to purchase and documented on 
Attachment 6. 
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2.  Reservations for inter-state car rentals can either be made by telephone or online at 
www.hawaiistatecars.com.  The on-line site is prepopulated with the State’s contracted 
rates and P-Card information is required when making reservations.  A booking number 
will be provided at the time the reservation is made and a confirmation number will be 
sent to the employee’s email address provided in the reservation request.  The following 
criteria applies: 

 
• Driver need not be the P-Card holder 
• Corporate Office Employee must have a valid driver’s license 
• Compact car, unless justified/authorized for larger car size 
• Gas is included in the price so the employee need not fill up the tank prior to 

returning the car 
• Insurance not reimbursable 
• Corporate Office Employee is personally responsible for deviations (upgrades, 

OT, extensions, etc.) 
• State is self-insured 
• Report any accidents/incidents to Risk Management immediately 
 

3.  The P-Card shall be used on an as-needed basis and can only be used for inter-state 
car rentals, if available.  The P-Card is required when making reservations; however, the 
P-Card will not be charged until the vehicle is returned at the closing of the approved 
rental period.  Corporate Office Employees are required to use a personal credit 
card for out-of-state car rentals. 

 
E.   Regional Employees Only:   
 

1. HHSC has entered into car rental agreements to afford the Regions with the best prices 
and availability in needed locations.  Those contracts should be used, where applicable, 
when renting a car. 

2.   If a contracted car rental is not available in the vicinity where the Regional employee is 
traveling, Regional employees are encouraged to rent vehicles at the best price available. 

 
VII. PER DIEM PROCEDURE: 

 
A. Per Diem allowance is intended to cover meals, lodging, tips, laundry and other 

expenses.(Corporate Office employees shall complete Attachment 9, Worksheet B, 
computation of Per Diem and Meal Allowance). 

 
B. Employees shall refer to their respective bargaining unit agreements for specific per diem 

amounts. 
 
C. Exempt employees shall follow the HGEA BU 13 contract, Article 45 – Travel. 
 
D. The per diem meal allowance for same day travel was reinstated for exempt/excluded 

employees (see Attachment 7 - Administrative Directive No. 12-02, dated March 15, 
2012). 

 
E. The per diem allowance is inclusive of meals, so it should be adjusted when meals are 

provided at no cost to the employee (see Hawaii Administrative Rules §3-10-10, Travel 
Allowances).  However, the per diem allowance should not be adjusted when meals are 
included in conference programs (see Attachment 8 – Comptroller’s Memo No. 2012-15, 
dated August 23, 2012 for the definition of a “conference program”). 

 
F. Advanced per diem can be requested, if available, for inter-island and out-of-state travel; 

however, it will not include excess lodging. 
  

http://www.hawaiistatecars.com/
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VIII.   TRAVEL EXPENSE REIMBURSEMENT PROCEDURE: 
 

A.   All requests for reimbursement of travel expenses shall be made on Attachment 10 (Statement 
of Completed Travel [for Regional employees]) and on Attachment 11 (Statement of 
Completed Travel [for Corporate Office employees]).  All documentation and receipts should 
be attached to these forms. Corporate Office employees are required to submit boarding passes 
as proof of travel with the Statement of Completed Travel (Attachment 11). 

B.   Generally, per diem and reimbursable expenses for approved travel shall be paid by the 
respective employing region, or in the case of a Corporate Office employee, by the Corporate 
Office.  However, if a Region requests that an employee of another Region or the Corporate 
Office travel to its facility or facilities, the requesting Region shall pay associated travel expenses 
and per diem. 
 

C. Personal preferences are any deviation from authorized business travel.  It includes, but is not 
limited to, personal preferences for airlines, routing, stopovers, hotels, car type and size, and 
dates of travel.  The employee is responsible for any additional cost due to personal 
preferences or deviations.  

 
D. Travel Time Off for Same day Travel is the result of an agreement with the Hawaii Government 

Employees Association (HGEA), dated 9/2000, on behalf of the employees in Bargaining Units 2, 
3, 4, 9, and 13 and the State (Attachment 12 – Travel Time Form [Same-Day Travel Only]).  It 
compensates employees who are required to work outside their normal business hours. 
 

E. Additional reimbursement for miscellaneous business-related expenses may be obtained with 
proof of purchase (receipts) and submitted with the Statements of Completed Travel 
(Attachments 10 & 11).  Specific allowable (and non-allowable) expenses include the following: 

 
 With approval: Telephone 

 Hosting Business Meetings 
 Excess Meal expenses where a business purpose 
      required expenditure 
 Internet access fee 

Fax fee 
Parking 
Excess lodging charges 
Baggage fee for one bag 
Shuttle/Taxi Costs 
Registration fees 
Airfare change fees 
Other business-related expenses 
 

 Not allowed:  Alcoholic Beverages 
Movies or entertainment expenses 
Other tips (Meal tips are included in the per diem; other tips 

are not reimbursable, i.e., for porters, cabs, shuttle, etc.) 
Other business-related expenses not pre-approved. 

 
F. Employees may opt to waive any of the above miscellaneous expenses. 

 
IX. VENDOR TRAVEL EXPENSE REIMBURSEMENT 

 
A. Vendors may only be reimbursed for allowable, pre-approved travel expenses associated with 

contracted services in accordance with the applicable section of the HHSC General Terms & 
Conditions, unless other allowable rates and procedures are agreed to in the contract.  Whenever 
possible, vendors should be encouraged to adhere to State approved reimbursement rates. 
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B. When employee travel expenses or any part thereof is sponsored, gifted, or paid by a vendor 
or agency, the employee shall contact their Regional Compliance Officer or Corporate 
Compliance Officer and the State Ethics Commission website (www.hawaii.gov/ethics) for 
further information. 

 
X. APPLICABILITY: 

 
A. All HHSC employees, as indicated. 
 
B. Corporate Office employees - for further information and copies of forms pertinent to 

travel, please refer to the following State Procurement Office website: 
 

http://hawaii.gov/spo/state-county-personnel-manual/travel-services/travel-services 
 

C.   If there is a conflict between this procedure and an applicable collective bargaining 
agreement, the collective bargaining agreement shall control. 
 

XI.  AUTHORITY:  HGEA & UPW Bargaining Unit Agreements; Hawaii Revised Statutes (“HRS”) 
Chapter 323F; Hawaii Administrative Rules Chapter 3-10; Department of Accounting and 
General Services - Comptroller’s Memoranda; and State Procurement Office Administrative 
Directives; HRS Chapter 103D titled Hawaii Public Procurement Code, as all such statutes, 
regulations, memoranda, and directives may be amended from time to time. 
 

XII.  ATTACHMENTS:  
Attachment 1 - Request for Approval–Inter-Island Travel http://www.hhsc.org/ADM-0005B-Att01  
Attachment 2 - Request for Approval–Out-of-State Travel http://www.hhsc.org/ADM-0005B-Att02  
Attachment 3 – Travel Approval Form, SPO Form 30 (Rev 7/24/08) http://www.hhsc.org/ADM-
0005B-Att03  
Attachment 4 – Worksheet A, Airfare and Baggage Fees, SPO Form 30 (Rev 7/23/08) 
http://www.hhsc.org/ADM-0005B-Att04  
Attachment 5 – Worksheet C, Hotel Accommodations, SPO Form 30 (8/9/07) 
http://www.hhsc.org/ADM-0005B-Att05  
Attachment 6 – Worksheet D, Ground Transportation, SPO Form 30 (Rev 7/23/08) 
http://www.hhsc.org/ADM-0005B-Att06  
Attachment 7 – Administrative Directive No. 12-02, dated 3/15/12 http://www.hhsc.org/ADM-
0005B-Att07  
Attachment 8 – Comptroller’s Memo No. 2012-15, dated 8/23/12 http://www.hhsc.org/ADM-
0005B-Att08  
Attachment 9 – Worksheet B, Computation of Per Diem and Meal Allowance, SPO Form 30, (Rev  
8/9/07) http://www.hhsc.org/ADM-0005B-Att09  
Attachment 10 – Statement of Completed Travel http://www.hhsc.org/ADM-0005B-Att10  
Attachment 11 – Statement of Completed Travel http://www.hhsc.org/ADM-0005B-Att11  
Attachment 12 – Travel Time Form (Same Day Travel Only) http://www.hhsc.org/ADM-0005B-
Att12  

http://www.hawaii.gov/ethics
http://hawaii.gov/spo/state-county-personnel-manual/travel-services/travel-services
http://www.hhsc.org/ADM-0005B-Att01
http://www.hhsc.org/ADM-0005B-Att02
http://www.hhsc.org/ADM-0005B-Att03
http://www.hhsc.org/ADM-0005B-Att03
http://www.hhsc.org/ADM-0005B-Att04
http://www.hhsc.org/ADM-0005B-Att05
http://www.hhsc.org/ADM-0005B-Att06
http://www.hhsc.org/ADM-0005B-Att07
http://www.hhsc.org/ADM-0005B-Att07
http://www.hhsc.org/ADM-0005B-Att08
http://www.hhsc.org/ADM-0005B-Att08
http://www.hhsc.org/ADM-0005B-Att09
http://www.hhsc.org/ADM-0005B-Att10
http://www.hhsc.org/ADM-0005B-Att11
http://www.hhsc.org/ADM-0005B-Att12
http://www.hhsc.org/ADM-0005B-Att12
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