
Pickering, John

Cc:
Subject:

Pickering, John
Monday, September 18, 2000 3:48 PM
Purvis, Keith; Lowe, Greg; Boteler,Keith; Vinson, Jim; Reeves, Steve;
Jerry McCorkle; Jim Kidd; Reese, John; Richard Pittman; Whitfield,
Robert
Gould, Sondra; McCraw, Irene; Fulcher, Randall; Tolbert, Richard
Approval to Travel

:rom:
Sent:
To:

During our Monday morning staff meeting this morning, I informed you anyone traveling must have
the Form ADM-681 approved BEFORE you travel. If you do not have this form approved before you
travel, there is a good possibility you will NOT be reimbursed for your travel expenses.

Typically, this form is for out-of-state travel. Each person within Roadway Design Division that is
expected to travel in-state has money set up at the beginning of the fiscal year. This automatically
approves those individuals for travel within the State of Mississippi, and no ADM-681 has to be
submitted for approval. This money is set up by Roadway Design administration.

There could be an occasion where the Form ADM-681 must be approved for in-state travel. The only
time the form would be required is when a person travels in-state and did not have any money set up
as explained in the previous paragraph.

The Form ADM-681 shall be submitted for approval by Irene McCraw. You will need to give Irene the
Information. Sondra Gould is a back-up for this process if needed.

Form HRD-006 is a request for training only, and has nothing to do with your approval to travel out of
state. This form has to be submitted for any training, either in-state or out-of-state, whether it is a
school-room-type class, conference, or workshop. The Form HRD-006 can be submitted by you, but
if you need assistance, Irene or Sondra will be glad to help.

I highly recommend when you are in doubt, go ahead and give the information to Irene (or Sondra)
for submittal and approval. They will verify whether or not you need to submit the form.


