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TRAVEL 
GUIDELINES AND 
PROCEDURES 

New guidelines & procedures effective for 
travel beginning July 1, 2026. 
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SPO Intra-State and Out-of-State 
Travel Procedures - #155 

GOVERNING 
AUTHORITY 
 
 

 Collective Bargaining Agreements 

 Hawaii Administrative Rules (HAR3-10) 

 SPO Travel Guidelines & Procedures 

 Procurement Circulars 

 Comptroller Memoranda 

 Departmental Policies & Procedures 
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APPLICABILITY 

Applies to all persons employed by the State 
or those representing the State on official 
business.
Applies to all sources of funding (with a few 

exceptions)
Excluded employees have the same benefits 

as employees in related collective bargaining 
units
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TRAVEL 
GUIDELINE 
OVERVIEW 
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MAJOR CHANGES TO COLLECTIVE 
BARGAINING AGREEMENT 

 (BU 2,3,4,9 AND 13) 

  Lodging, Meals and Incidentals will be based on the Federal 
Allowance Rates 

 Employees may receive advance M&IE and lodging expenses 
for official travel whenever feasible. 

 Allowance for same-day travel increased to $30.00 

 Travel to mountainous/remote locations increased to $30.00 
per day 

 Intra-State and Out-of-State: Official travel shall begin 90 
minutes prior to scheduled flight departure and 30 minutes 
after scheduled return 
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NEW TERMS 

 Federal Allowable Rate- Maximum allowable 

reimbursable rate for lodging and M&IE. 

 CONUS – Continental U.S., 48 contiguous states & D.C. 

 OCONUS – Outside the Continental U.S., including 

foreign and non-foreign countries (includes Hawaii & 

Alaska) 

 M&IE – Meals and Incidentals. Incidentals expenses 

such as tips to porters, baggage carries, & hotel staff 
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REQUEST AND 
APPROVAL 
 Travel Approval Form (TAF), SPO-030 

 Worksheet A – Airfare Expenses 

 Worksheet B – Meals & Incidental Expenses (CONUS & OCONUS) 

 Worksheet C – Lodging Expenses 

  Worksheet D – Ground Transportation Expenses 

 Statement of Completed Travel – SPO-031 

 Related receipts 

 

Department Head approval for out-of-state travel 
Department Designee approval for intra-state travel 
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TRAVEL ADVANCES 

Hotel/Lodging 

Meals & Incidentals 

Ground Transportation  

Submit no more than 14 days, but no less than 5 days prior to travel commencement.   
 
Must be accompanied by written confirmation with detailed expenditures 
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TRAVEL APPROVAL FORM (TAF) 

1. Travel Designation 

2.Traveler Information 

3.Event Information 

4.Cost Information 

5.Signatures of Traveler* and  Approving Authorities 

 
*Checking the box acknowledges the traveler will be reimbursed, for any expenses not 
expensed, with the submission of the Statement of Completed Travel 
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TAF EXAMPLE 
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AIRFARE AND BAGGAGE 
REQUIREMENTS (WORKSHEET A) 

Travel Booking Guidelines
Employees must prioritize economy class travel unless medical or accessibility 
needs are documented.

Airfare Quote Requirements
Obtain at least two comparable airfare quotes for intra-state and out-of-state 
travel to ensure cost-effectiveness.

Baggage Expense Limits
Baggage expenses are limited to one checked bag unless justified, and personal 
deviations must be self-funded.

Compliance and Justifications
Written justifications are required if the chosen itinerary is not the lowest cost, 
ensuring policy compliance.

Payment – pCard shall be used for all authorized travel
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WORKSHEET A (OUT-OF-STATE) 

12 

11

12



7/14/2026

7

WORKSHEET A (OUT-OF-STATE) 
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ALLOWANCES AND 
REIMBURSEMENTS 
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PER DIEM, MEALS & INCIDENTAL 
EXPENSES (WORKSHEET B) 
Federal Per Diem Rates 

Per diem allowances rely on federal rates from GSA for CONUS and Department of 
Defense for OCONUS travel locations. 

Fractional Day Calculations 

Worksheet B guides travelers to compute partial-day allowances based on 
departure and return times for fair reimbursement. 

Meal and Incidental Adjustments 

Adjustments are made when meals are provided at no cost; incidental expenses 
remain unaffected as per guidelines. 

Documentation and Compliance 

All calculations and allowances are documented to ensure compliance with federal 
travel regulations and fairness. 

 

https://www.gsa.gov/travel/plan-book/per-diem-rates 

 

https://www.travel.dod.mil/Travel-Transportation-Rates/Per-Diem/Per-Diem-Rate-
Lookup/ 
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SAME DAY TRAVEL 
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LODGING EXPENSES 
(WORKSHEET C) 
Documentation Requirements
Travelers must obtain two hotel quotes and record check-in, check-out dates, room 
rates, taxes, and fees for lodging expenses (except conference hotels).

Federal Lodging Maximums
Federal lodging maximums serve as benchmarks to determine if excess lodging 
costs apply and require written justification.

Reimbursement Eligibility
Lodging provided at no personal cost, such as stays with family or friends, is not 
eligible for reimbursement.

Audit and Budget Compliance
Accurate and comparable records ensure compliance with auditing and budgeting for 
both intra- and out-of-state travel lodging.
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COMPUTATION OF LODGING 
EXPENSES 
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COMPUTATION OF LODGING 
EXPENSES 
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TRANSPORTATION 
AND REQUIRED 
FORMS 
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GROUND TRANSPORTATION 
(WORKSHEET D) 
Scope of Worksheet D
Worksheet D tracks expenses for car rentals, rideshares, taxis, shuttles, buses, and 
parking for ground transportation.

Intra-State Rental Rules
Intra-state travel uses statewide rental contracts with compact cars as standard 
unless larger cars are justified.

Insurance and Reimbursement
State self-insures; only LDW, CDW, and PDW insurances are reimbursable and 
optional insurance is personal expense.

Out-of-State Rental Requirements
For out-of-state rentals, travelers must compare two quotes and rent only if no 
cheaper transportation is available.
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OTHER GROUND TRANSPORTATION COSTS 
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TRAVEL APPROVAL FORM AND 
COMPLETED TRAVEL STATEMENT 

Travel Approval Process
The Travel Approval Form collects estimated costs, travel justification, itinerary 
details, and necessary approvals before booking travel.

Form Amendments
Amendments to the Travel Approval Form are required if travel destination, dates, or 
purpose change after initial approval.

Completed Travel Statement
Travelers must submit the Statement of Completed Travel within ten working days, 
attaching receipts and proof of expenses for reimbursement.

Financial Accountability
These forms ensure verification of expenses, reimbursement calculations, repayment 
of advances, and compliance with fiscal policies.
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TRAVEL APPROVAL FORM 
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TRAVEL APPROVAL FORM 
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STATEMENT OF 
COMPLETED 

TRAVEL 
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TRAVEL EXPENSES 

AIRFARE COSTS

MEALS & INCIDENTALS

LODGING EXPENSES

GROUND TRANSPORTATION EXPENSES
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TRAVEL RELATED 
INFORMATION 

(HAR) 3-10-13(b)(3)(A)  Mileage 
Reimbursement when using a personal  car 

HGEA Settlement Agreement – Travel Time Off
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MAHALO 

CONTACT INFORMATION 
 

Shannon Ota 
Email:  shannon.j.ota@hawaii.gov 

Phone:  (808) 586-0563 
 
 

Christopher Amandi 
Email:  christopher.j.Amandi@hawaii.gov 

Phone:  (808) 587-4706 
 

State Procurement Office 
Email:  spo.training@hawaii.gov 
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