
     

 
 
 
 

       
 

 

 

 

 
 

     
 

    
   

  
 

    
  

 
    

  
   

   
 

     
 

   
   

 
 

   
   

  
     

    

    
 

    

 

 
 
 
 

 
  

 
2829 W. Howard Place. Suite 562 
Denver, CO  80204 

RELEASE MEMORANDUM  

TO:   All CDOT Employees  
 
FROM:  Shoshana M. Lew  
 
RE:  Updated Procedural Directive 207.1 “In-State Travel”  
 
DATE:   June 11, 2019  

1. Name of Updated Procedural Directive: “In-State Travel” 

2. Executive Summary: PD 207.1 has been updated with revised requirements from the 
Executive Management Team as well as changes from the updated State Fiscal Rules. The key 
changes are the following: 

• At the direction by management, travel by employees will only be approved when it is for 
the benefit of the state and is mission critical. 

• Regional Transportation Director or HQ EMT member approval is required for meetings 
with overnight stay in the following instances: 

o All meetings of more than one and up to five employees travelling within a single 
region, or more than one and up to five HQ employees travelling to a region 

• Deputy Director approval is required for meetings where overnight travel is expected for 
in the following instances: 

o All group meetings by employees of multiple regions and/or HQ 
o All group meetings of more than five individuals within the same region and/or 

HQ 

• Based on the updated fiscal rules, employees must submit their travel reimbursement 
requests to their supervisor within 60 days of completion of travel. Any requests 
submitted between 61-90 days after the last day of travel must be accompanied by a 
justification and the employee will be taxed for any reimbursement. No reimbursement 
will be given if the request is submitted after 90 days from the last day of travel. 

3. Office to Contact with Questions: Accounting and Payroll Office 

4. Effective Date of Updated Procedural Directive: June 11, 2019 

2829 W. Howard Place, Suite 562, Denver, CO 80204 P 303-757-9772   F 303-757-9656   www.colorado.gov 

www.colorado.gov


 
 

  
  

 
 

 
 

 
 

 
 

 
  

 

 

 

 

 

 

 

 

 
 

   
  

 
     

   
  

   

  

   
    

  

  
 

   

  

  
      

    
    

  
 

    
   

   
 

    
 

 
  

 
 

    
 

  

   

COLORADO DEPARTMENT OF 
TRANSPORTATION 

 POLICY DIRECTIVE 
 PROCEDURAL DIRECTIVE 

Subject 

In-State Travel 
Number 

207.1 
Effective 

06/11/19 
Supersedes 

02/04/10 
Originating Office 

Accounting and Payroll 

I. PURPOSE 

The purpose of this Procedural Directive is to establish guidelines for in-state travel to ensure that 
expenditures do not exceed three percent growth from actual expenditures in the base year FY 2014. 

II. AUTHORITY 

Executive Director pursuant to § 43-1-105, C.R.S. 

State of Colorado Fiscal Rules, 1 CCR 101-1, Rule 5-1 

III. DEFINITIONS 

Employee: shall mean an individual, temporary or permanent, employed with CDOT, and who, for 
purposes of this Directive, is away from home and: a) whose duties require him or her to be away from 
his or her Regular Work Location substantially longer than an ordinary day’s work; and b) who needs 
to sleep or rest to meet the demands of his or her work while away from his or her Regular Work 
Location. (Fiscal Rule 5-1, §2.26) 

Expenses Incurred for the Benefit of the State: Expenses incurred that enable a State Employee or a 
State official to perform their assigned duties or enable a State Agency to carry out the responsibilities 
required by law. (Fiscal Rule 5-1, §2.6) 

In-State Travel: Travel within the State of Colorado and to the immediate area outside the State that is 
a necessary part of an otherwise “in-state” trip. (Fiscal Rule 5-1, §2.8) 

Transportation: Travel by commercial airline, railroad, bus, taxicab; State-owned, leased or personally 
owned automobile or airplane; or any other means of conveyance. 

Traveler: A State Employee who receives required approvals to travel on State Business. (Fiscal Rule 
5-1, §2.23) 

IV. PROCEDURE 

A. In-State Travel Requirements 

1. Appointing Authorities and supervisors are strongly encouraged to consider alternatives to long 
distance and overnight travel when approving staff requests to travel throughout Colorado. 
Overnight accommodations should be limited to only situations where it is absolutely necessary. 

2. Appointing Authority's Responsibilities: The Appointing Authority or his/her delegee shall 
review the expenses claimed by the Employee and authorize a purchase, advance, or 
reimbursement for only those expenses incurred for State Business. The Appointing Authority or 
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