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SUBJECT: GUIBELINES ON THE APPROVAL OF TRAVEL ORDRE

The following puidelines relative to the approval of Travel Order
are hereby promulgated for the information and guidince of all person-
nel corcerned:

1

.

Personnel below the rank of Division Chief shall be author-
ized to travel only with the recommendation of the Division
Chief and Service Chief or Bureau Director concerned.

Aszsistant Directors, Assistant Service Chiefs, or Division
Chidefs shall be authorized 1o travel only with the recom-
mendation of Pureau Director or Service Chief caoncerned.

Assistant Secretaries, Bureau Directors or Service Chiefs
shall be authorized to travel only with the recomsendation
of Deputy Minister.

Gffiecials/eaployees shall submit his/her written report of
travel within five (5) days after the travel, Please ses
attached report format.

Drivers, stenographers, clerks and eémployees of similar ranl,
should be exempted Irom submitting a report after the term-
ination of travel when accompanied by senior staff member.
However, 1F sent on & gpecific mission they should render a
report.

A
Officials/enployees sent a confidential mission may be re-
quired to submit a report after the termination of travel.

Durean Directosr, Service Chief or Division Chief concerned
shall certify an the travel erder as to the necessity of
the travel, and o report of the previous travel has already
been submitted,

The FIMAS shall at all times exercise Fiscal restreints,
determine the necessity of the fravel as well as certify
to the availability of funds and the source of funding,

Striet compliance thereoi is hereby enjoined.

Diliman, Quezmon City, aApril 28, 1082,
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— PANGULONG FERBINAND E, MARGOS




KEPORT OF PRAVEL

OFFICL: DATE:

THAVEL ORDER NO, DATE OF THAVEL ORDER:

DESTINATION

FURPOSE OF TRAVEL:

FERIOD OF TRAVEL: DATE OF DEPARTUUE:

BATE OF ARRIVAL:

*

ACCOMPLISIHMENDT

SUBRMITTED BY:

NOTED:

Bupervisor

* - pPlease state actual accomplishment or extent of completion ef purpose of
travel. You may use additional sheet of paper, if necessarvy.



MINISTRI NG HEPORMANG PANSAY AHAN
(MINISTRY OF AGRARIAN REFORMN)
Tanggapan ng Kalihim
piliman, Lungsod ng Quezon

TRAVEL ORDLER NG,

NAME :

Date

POSITION:

SALARY :

DEFARTIRE DATL:

PER MONTH: STATION:

RETURN DATL:

DESTINATION:

REPCRT ‘TO:z

FURPOSE OF TRIDP:

RECOMMENDED BY:

Divigsion Chief

I hereby certify that the travel
is necessary and that a report of the
previous travel has already been sub-
mitted,

fAu, Lirector/Service Chief

REMARKS OR SPECIAL INSTRUCTIONS - A brief report
travel should be submitted to the Minister thru his Division Chief

after the completion of the travel,
voucher for suhsequent travel, otherwise,

APPROYER:

on the accomplishments in this
y immediately

a copy of which shall be attached to his/her

the Iatter may not be processed and/or



