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I. PURPOSE 

This procedure summarizes the guidelines governing expenditures for out-of-city employee 
travel, lodging, meals and other miscellaneous expenses as found in the Office of the 
Comptroller's Directive 6, which was revised and re-issued on December 30, 2016. It is strongly 
recommended that each DSS-HRA-DHS employee who engages in business-related travel obtain 
a copy of Directive 6 which can be found on the intranet under the Office of Contracts Standard 
Operating Procedures. The Directive will provide comprehensive guidelines and more fully 
explain what is required to ensure compliance. 

II. GENERAL INFORMATION 

The Office of Contracts has administrative responsibility for agency-wide contracting activities. 
The Office of Contracts is also responsible for processing requests for DSS-HRA-DHS 
employees seeking to travel for business related purposes. Mayoral employees that are not on 
the agency's payroll (i.e. CEO, HHS-Connect, MOCDV), however they're reimbursed 
through funds monitored by the agency should follow the travel procedures as set forth by 
the Mayor's Office. Upon the return from agency related business, Mayoral staff should 
follow Section H. "Reimbursement" as listed in this procedure. 

Ill. TRAVEL GUIDELINES AND PROCEDURES 

A. Overview of Travel Policy 

To effectively carry out the travel process, all travel requests must be submitted to the Office of 
Contracts at least 30 days prior to departure with proper pre-approvals. Timing of the 
request should ensure approval well in advance of this deadline. Staff members planning an out
of-city trip must be aware of the lead-time required for approval prior to the trip. The 
Commissioner's Designee must authorize all requests for out-of-city trip approvals. The current 
designee is the Chief Operating Officer. 












