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Pilot Travel and Transporta�on Policy and Procedures 
Updated: April 2024 

Purpose  
This document describes policies and procedures of pilot travel and transporta�on.  This document 
outlines a consistent protocol for ensuring that pilots always travel safely and, when appropriate, 
effec�vely manage fa�gue while conduc�ng pilot business.  

Pilot business is broadly understood to be any ac�vity undertaken by PSP pilots that relates to the 
performance of PSP pilotage work or the conduct of PSP business. Travel and transporta�on covered by 
this policy falls into one of two categories: 1) Fa�gue Managed Travel, and 2) Ordinary Business Travel. 
Fa�gue Managed Travel means pilot travel that necessitates adherence to Washington State rest rules 
codified at WAC 363-116-081 and industry work-rest best prac�ces, and generally covers travel to and 
from pilotage assignments, reposi�oning trips (repos), and travel situa�ons where a pilot needs to 
manage fa�gue to maintain situa�onal awareness for safe pilo�ng. All other travel for pilots is Ordinary 
Business Travel.  

The Puget Sound pilotage district is one of the na�on’s largest and is unique in terms of overland 
distances that pilots must travel to reach assignments. Pilots live throughout the Puget Sound region and 
must travel to marine terminal and launch facili�es anywhere between Port Angeles at the western edge 
of the District, Olympia to the south, and north into Canadian waters by Vancouver, BC.1   Consequently, 
many port facili�es where pilotage assignments originate or conclude are remote and not regularly 
serviced by transporta�on service vendors.  This policy grants discre�on to pilots to use any reasonable 
means of transporta�on to ensure that Fa�gue Managed Travel occurs safely, reliably, and efficiently. 
Pilots engaged in Ordinary Business Travel should exercise the same discre�onary standard of 
reasonableness with the addi�onal considera�on that fa�gue mi�ga�on considera�ons do not apply to 
Ordinary Business Travel. Generally, pilots should exercise discre�on to protect the economic integrity of 
PSP’s business and the economic integrity of fellow pilots’ businesses.   

Pilot Conduct 
All travel and transporta�on expenses incurred by pilots while conduc�ng pilot business are generally 
reimbursable. Both Fa�gue Managed Travel and Ordinary Travel may originate to or from a pilots’ Official 
Residence (OR), or to or from a Temporary Duty Sta�on (TDS) as defined in the Washington State 
Administra�ve and Accoun�ng Manual produced by the Office of Financial Management.2  An assigned 
TDS may include a vessel, terminal embarka�on or disembarka�on point, the Port Angeles Pilot Sta�on, 
or one of the many “hubs” that pilots regularly use for parking and travel efficiency.  Neither the Port 
Angeles Pilot Sta�on nor the Seatle office of PSP is considered a pilots’ OR.  

Fa�gue Managed Travel  
When engaged in travel to or from pilotage assignments, repo trips, mee�ngs paired with pilotage 
assignments, upgrading trips, and other assignments that necessitate fa�gue management in order to 

1 Puget Sound Pilots serve all U.S. ports and places east of 123°24'W., including Port Angeles, Puget Sound, and 
adjacent inland waters. 
2 PSP believes that The Washington State Administra�ve and Accoun�ng Manual outlines a fair and reasonable 
method for accurately accoun�ng for travel expenses for pilots whose pilotage business frequently involves 
transi�ng between pilots’ homes and assignments aboard ships that move dynamically and call ports throughout 
the pilotage district.  
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maintain alertness and situa�onal awareness, pilots should adhere to principles governing Fa�gue 
Managed Travel. These include: 
 

• Choose a mode of transporta�on that allows you to arrive at your des�na�on as rested as 
possible and that is safe, reliable and efficient; 

• For safety and efficiency reasons, before an inbound assignment from Port Angeles, make 
transporta�on arrangements well in advance of boarding;3  

• Consider job dura�on, �me of day, and loca�on of assignment when driving your own vehicle to 
assignments where fa�gue managed travel principles apply; and 

• As a con�nued best prac�ce and for efficiency, carpool whenever the situa�on presents itself. 
 
Pilot Required Documenta�on 
All travel and transporta�on expense reimbursement requests must include suppor�ng documenta�on.  
The reques�ng pilot should submit all required documenta�on by the 5th day of the month following the 
pilots incurred travel expense through PSP’s expenses tracking system (ZOHO).  If a reques�ng pilot is 
unable to use ZOHO, then another approved expense tracking mechanism, expense reimbursement 
form, or approved Excel spreadsheet should be emailed to ptranspo@pspilots.org by the 5th day of the 
month following the pilots incurred travel expense.  
 
Fa�gue Managed Travel Documenta�on must include: 
 

• Dates and �me of travel; 
• Pilot name, job number, vessel name; 
• Address, and at a minimum, the zip code of pick up and drop off; and 
• For repos: include route (e.g. PA to OR/TDS). 

 
For Ordinary Business Travel: 

• Dates and �me of travel;  
• Pilot name, job number;  
• Zip code of pick up and drop off; and 
• Business purpose of travel (e.g. training, outreach; administra�ve). 

 
PSP Approved Vendor Expecta�ons 
PSP works with the transporta�on vendors to ensure pilots can adhere to safety and fa�gue 
management best prac�ces.   
 
Approved direct-bill vendors must:   

• Include pilot name, job number, �me and, at a minimum, the zip code of pick up and drop off; 
• Provide a licensed and rested driver; 
• Provide a safe, reliable vehicle; 
• Completed W9 form; 
• Copy of TWIC Card (if applicable); 
• Proof of commercial liability insurance of at least $500,000; 

 
3 Because many terminals and points of disembarka�on are remote, making prior arrangements can reduce the 
�me that a pilot is wai�ng for a taxi or car service to arrive for pickup. Addi�onally, this provides added safety by 
elimina�ng the need to make travel arrangements while underway.   
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• Contact information; and 
• Most recently updated and complete rate sheet including:  

o Cost per mile (for flight vendors, a rate sheet for their regular routes between 
PA and locations around the sound);  

o Time surcharges and standby fees and when those apply;  
o Cancellation fees and cancellation policies;   
o Availability for hours of the day and days of the week;  
o What areas/locations you can pick up from and drop off.   

  
Vendors must provide PSP a monthly invoice in the format prescribed by PSP (e.g. MS Excel) for the full 
month’s charges after the end of the service month, by the 5th day of the following month (e.g. charges 
for the entire month of June are to be included in a single invoice by July 5th).  
 
Ordinary Business Travel  
When engaged in PSP business that does not necessitate fa�gue management, pilots are engaged in 
Ordinary Business Travel. Pilots should consider principles of efficiency and greater economy for ordinary 
business travel prac�ces. 
 
PSP Employee Travel 
PSP business may require travel for PSP employees. All PSP Employee travel is Ordinary Business Travel 
and PSP employees should submit Ordinary Business Travel documenta�on for reimbursement. PSP 
member pilots are not employees.  
 
Policy Review 
When managing transporta�on choices, pilots should consider whether decisions are fair, just 
reasonable, and sufficient for both the rate payer and partner pilots’ business integrity and structure.  
PSP staff and Transporta�on Commitee members will randomly audit 5% of PSP’s travel receipts 
biannually to ensure that pilot travel expenses are fair, just, reasonable and sufficient. PSP Staff and the 
Transporta�on Commitee shall review this policy annually to ensure its con�nued accuracy, 
effec�veness, and u�lity, and ensure that transporta�on vendors are fulfilling PSP expecta�ons regarding 
performance and safety. The PSP Board of Directors shall approve this policy to ensure that it allows for 
fair, just, reasonable, and efficient administra�on of safe pilot transporta�on.  
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