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The Department of General Services (DGS) allows its divisions and related entities (offices, branches, sections and units) to conduct off-site business meetings provided the entities follow all California State Government travel regulations and the procedure outlined below.

“Off-site Business Meeting” as used in this Administrative Order means a special meeting of DGS staff held at a non-DGS location for the purpose of strategic planning, specialized training, business plan preparation, task force work or a similar activity.  Generally, an off-site involves travel, lodging, meals and related expenses for some of the attendees.  As examples, a one-time meeting held at a hotel to develop a strategic plan is an off-site; a regularly scheduled meeting (i.e., quarterly) held to discuss recurring issues is not.   

Every DGS entity that schedules an off-site business meeting must prepare a written justification and obtain approvals prior to the event.  The justification and approval procedure will include the following steps to be taken by the requesting entity:

1.   Management and staff will write a concise description of the off-site: objectives, expected results, number of DGS attendees and their job classifications, date(s) of the off-site and the duration.    

2. Management and staff will research and document potential locations for the off-site.  The following issues will be considered in all research:
· travel distances (which location is closest for the most attendees keeping in mind that state employees are only eligible for per diem if 50 miles or more from home)
· travel convenience (potential locations should be near airports, car rentals, etc.)
· state travel contracts (the state has air fare contracts for some cities but not for others)
· sensitivity to the location (resorts or popular vacation areas can create a negative image)
· lodging rates (availability of state rates at the site)
· deposits and guarantees (required deposit amounts and forfeited amounts if the state cancels)
· labor issues at the site, and  
· accessibility (are the airport, lodging and meeting facilities accessible for handicapped employees?).




3. Management and staff will prepare a cost comparison of potential off-site locations.  “Cost” will encompass the travel expenses for all DGS attendees plus any amounts spent for meeting rooms and equipment (speaker and consultant fees are excluded from the calculation).  The comparison will include consideration of employee time to attend the off-site, travel time to the off-site, cost of “back-up coverage” for employees who attend, transportation expense estimates and per diem estimates.  In addition, management and staff should ensure that the estimated off-site cost is available within current operating funds.

4. Management and staff will organize the above information and recommend one location for the off-site business meeting and one alternate location.

5. Management and staff must obtain approvals to 1) hold the off-site and 2) go to the recommended location.  The approval sequence depends on the cost estimate:

Off-sites under $10,000

· Section, Office or Branch Chief
· appropriate Deputy Director

Off-sites of $10,000 or More

· Section, Office or Branch Chief
· appropriate Deputy Director
· DGS Director

If you have questions about current per diem rates or travel contracts, you should contact the Office of Fiscal Services.  Questions about possible off-site locations should be discussed with the appropriate section, office or branch chief.




Barry D. Keene, Director
Department of General Services
