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	         REMINDER RE:  IMPORTANT TRAVEL PROCEDURAL REQUIREMENTS, 
       APPROVAL OF TRAVEL PRIOR TO MAKING TRAVEL ARRANGEMENTS and
                            SUBMISSION OF TRAVEL EXPENSE CLAIMS TIMELY 
Please be reminded of the following travel related requirements cited in the Department’s Management Directive # 14-02, Travel Policy, Travel Advance and Expense Reimbursement.
·   Staff are to obtain permission for travel from their Department Head or his/her designee prior to

    actual travel.  Travel Administrators (TA) and Travel Coordinators (TC) are to make travel

         arrangements only after receiving the approved Travel Request forms. 
·   PS 1-85 – Administrative Travel Request (ATR) or DCFS 304 – Case Related Travel Request,

    must be submitted and approved (at least )10 business days in advance of planned departure.

    Upon receiving a copy of the approved travel request form, the staff person initiating the request

    should contact and work with the office Travel Coordinator on the actual travel plan.

·   Travel Requests that require air travel should be submitted 30 days prior to departure, if
possible.

      Reference:  Management Directive 14-02 Travel Policy, Travel Advance and  Expense

      Reimbursement, Pages 2-4.
·   Staff must submit Expense Claim within two (2) weeks after compelting their trip/travel.  A copy

of the approved travel request, all original expense receipts, and the itinerary must be attached to the Expense Claim and mailed to:

             Department of Children and Family Services

             Fiscal Operations Division – Accounting Services Section

             Attention:  Accounts Payable Staff
             425 Shatto Place, Room 205

             Los Angeles, CA 90020

      Reference:  Management Directive # 14-02 Travel Policy, Travel Advance and Expense

      Reimbursement, Pages 12-14.
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If you have any questions regarding this release please 


e-mail your question to:

Policy@dcfs.lacounty.gov  |
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