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1. Purpose

a. The purpose of this policy is to outline the process that must be followed when an employee request funding to attend a seminar, meeting, conference or training session that isn't being hosted or sponsored by the department. It was promulgated to enable employees to attend functions conducted by outside agencies and organizations.
2. Scope
a. This policy applies to all employees of the department request to attend training or travel off the reservation.
3. Procedure
a. If an employee wishes to obtain approval to travel on behalf of the department or
to attend a training class, conference, meeting or seminar, the employee should complete a Intent to Travel form (TR-100) at least fifteen (15) days prior to the date of the function and submit the completed form through their chain of command.
b. If the request is from an employee assigned to shift work, it is the employee's responsibility to find a replacement for the days he or she would be absent.
c. If the request is approved by the fire chief, the fire chief shall instruct the office
manager to process the Intent to Travel request, Tribal Travel Voucher, and any other required forms to the Tribal Business Office.
d. If the request is disapproved at any point in the process, the person disapproving the request will record his/her reason for disapproval on the form and return the request form to the employee who submitted the request.
e. As a general rule, budget constraints, cost, location, value of the training to the
individual and to the department shall be considered for all requests.
4. Responsibilities
a. It shall be the responsibility of the officer manager, or his/her designee, to process the completed required paper work associated with the training and travel, including: submitting the proper vouchers for registration fees and travel, mailing approved registration forms and fees, and obtaining the travel voucher from the Tribal Business Office in a timely manner.
b. It shall be the responsibility of the employee to submit the proper, completed
training/travel forms in a timely manner to the chain of command.   The employee shall also
communicate and coordinate with the office manager, or his/her designee, as needed to facilitate the process. 

c. It shall be the responsibility of the supervisor to approve or disapprove the request in a timely manner, and forward their recommendation up the chain of command through the signature approval process.
d. Upon return from training, a Travel Report shall be completed with all receipts and unused funds, accompanied with a mileage log within five (5) working days.
e. All personnel on travel on/or behalf of the White Mountain Apache Tribe and White Mountain Apache Fire & Rescue Department shall apply by all applicable department policies, general orders and directives.
5. Reserved
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