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Policy/Rule Title: Travel Approval and Reimbursement 
Policy/Rule Number(s): DHS-040-009 Release No: 4.0 
Effective Date: 05/22/08 Expiration: none 
Reference: DHS-040-009: Travel Approval and Reimbursement 

DHS-040-009-01: Travel Reimbursement Procedure 
DHS-040-009-02: Out-of-State Authorization Procedure 

Web Address: http://www.dhs.state.or.us/policy/admin/fs/040_009.pdf 
    
Discussion/Interpretation:  
This policy has been updated to reflect the following changes: 

• Discontinues the use of a DHS Tracking number on out-of-state travel requests. 
• Discontinues and obsoletes DHS 2407, Out-of-State Travel Justification form. 
• Returns authorization of out-of-state travel to the division assistant director. 
• Updates procedures to include the use of the Travel Reimbursement Information 

Processing System (TRIPS). 
• Adds a procedure to more clearly define the roles and responsibilities for out-of-

state travel authorization. 
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This policy continues to: 
• Require prior authorization of in-state and out-of-state travel. 
• Require divisions to maintain pre-approval paperwork. 
• To provide resources and links for obtaining current travel reimbursement 

procedures and rates. 
 
Implementation/Transition Instructions:  

• Notification is being sent by e-mail to all managers and staff. 
• An updated DHS 1293 posted to forms server. 
• DHS 2407 has been removed from the forms server. 

 
Training/Communication Plan:   
 
Local/Branch Action Required:   
 
DHS Administrative Action Required:  

• Respond to questions or concerns about this policy. 
• Annually review the policy and any associated procedures or other documents 

and update as necessary. 
 
Filing Instructions:   

• No paper copies are distributed for filing.   
• DHS Agency-wide policies are located on the DHS web site at 

http://www.dhs.state.or.us/policy/admin/  
 
 
If you have any questions about this policy, contact: 
Contact(s): Shawn Orias 
     Phone: 503-945-6350 Fax:       
     E-mail: Shawn.n.orias@state.or.us 
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