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6 June 1949

0
ATTENTION: 25X1

ixecutive Officer, GPC

-

FROKM ¢ Chief, Confidential Funds Branch
SUBJECT + Travel Urders

1. Your attention is calied to the fact that travel authori-
zatlon should generally be requested in advanee, and be approved
prior Lo performence of the travel. In smorgenclos, of cowrse, tais
will not always be possible. iven in B S5, | .

approval ghould be obteined by telephone
anc this fect should be eited on the travel Tequesth, which will Bo the
basis for the issuance of confirmation Qriers.

2+ Vhere travel has been performad without prior suthority and
expenses incurred, this office will, in the future, require that the
travel voucher be approved by the Assistant birector, OiC, and sueh
approval shall consiltute authorization for the relsmburserent of travel
sxpenses. All vouchers submitted on account of such travel should cofiw
tain a satisfactory statevent of the facis constituting the ensriency
Or necessity for the perforuance of travel without prior authority.

- 3« In sddition, we respectfully wish to point out that if travel
orders have been properly obtained sufficiently in advance, the entire
existing machinery for the procurement of reservations and issuance of
Lravel advances functions smoothly and expeditously. On the other hand,
last~minute travel rejuests necossitete a greal deal of Individual
handling, to the great detriment of efficiency and loss of man hours.

25X1

Chief, Confidential Punds Sranch
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