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	REQUIRED JUSTIFICATION FOR EMERGENCY TRAVEL REQUEST

Effectively immediately, all Travel Requests must be approved by the Bureau Chief of Finance and Administration 10 days in advance of the travel date, otherwise a justification for late submission must be included by the requesting traveler.  The justification must be attached to the Travel Request before being submitted to the Finance Division-Central Travel Coordinator and may be in memo format.  Late Travel Requests must also be identified as “EMERGENCY REQUEST”.

Thank you for your cooperation.
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If you have any questions regarding this release please 


e-mail your question to:


Policy@dcfs.co.la.ca.us
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