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Telaphic Addres: “Russ”
Telephone: Nairobi 227411

e OBIERB/8/19A

Ref. Mo ...

PERMANENT SEORI
AND HEAD

TO THE CABINET
SERVICE

NATROBI

and e

The Attorney General
All Permanent Secretaries (wiih
of State Corporations)

The Controller & Auditor General
The Private Secretary/Comptroller, State House
The Secretary, Public Service Commission

The Clerk, National Assembly

The Registrar, High Court

The Chairman, Electoral Commission

The Secretary, Teachers Service Commission
The Director General, National Security Intelligence Service

TRAVEL CLEARANCE FOR CABINET MINISTERS,
ASSISTANT MINISTERS, PERMANENT SECRETARIES AND
CHIEF EXECUTIVES OF PUBLIC INSTITUTIONS

As you are aware, Ministers, Assistant Ministers, Permanent
Secretaries/Accounting  Officers and Chief Executives of public
institutions are key persons in their respective areas of deployment with
regard to policy direction and implementation. Their absence from
office for any length of time is, therefore, likely to disrupt the smooth
operations of thei organizations.

It has, however, been noted that there are instances where a number of
the above officers have travelled at the same time and at times on the
same assignment(s), thus adversely affecting the operations of their
organizations.  There are also cases when such trips may not be
necessary and at times the delegations have been unnecessarily too
large, thus being too costly to the Government and the public at large.
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In view of the above, it is important that trips abroad be properly
coordinated to ensure that Government business and overall public
service delivery are not unduly interrupted. In this connection, it has
been decided that all Cabinet Ministers, Assistant Ministers, Permanent
Secretaries/Accounting Officers and Chief Executives of State
Corporations intending to travel abroad should furnish their travel
details to this office for consideration and clearance.

Consequently, a special travel clearance form (copy attached) has been
designed which should be duly completed and forwarded to this office
for approval at east & week prior to travelling. All those concerned are
required to strictiy adhere to the contents of this Circular.

The Permanent Secretaries/Accounting Officers should bring this
information to the attention of their Ministers and Assistant Ministers.

AMB. FRANCIS K. MUTHAURA, MBS.,
PERMANENT SECRETARY/SECRETARY TO THE
CABINET AND HEAD OF PUBLIC SERVICE
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CONFIDENTIAL
REPUBLIC OF KENYA

TRAVEL CLEARANCE FORM FOR MINISTERS, ASSISTANT
MINISTERS, PERMANENT SECRETARIES AND CHIEF
EXECUTIVES OF PUBLIC INSTITUTIONS.

PART T
(0]
(ii)
(iti)
(iv)

PART IT

(0]

(ii)

- PERSONAL DETAILS

Name of officer Travelling

SIS o R G s e e

Designation

Ministry/Department/Organization

TRAVEL DETAILS

Reason(s) for travel

Country
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(vii)

If attending Meeting/Conference/Seminar/Workshop, etc. Please
indicate its title, agenda and duration

Person(s)/Organization/Institution hosting the Meeting/Conference/
Seminar/Workshop, etc.

Sponsor(s) of the Meeting/Conference/Seminar/Workshop, etc.

Objective(s) of the Meeting/Conference/ Seminar/Workshop, etc.

() e

Expected benefits of the Meeting/Conference/Seminar/Workshop, etc.
to the Ministry/Department/Organization of the participant.

(@...
(b)...
(c)
...
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(viif) Cost of the Trip and Sponsorship

PART T

PARTIV

(@)
(b)
©
()

@
(i)

(i)
(iv)

(0]

(ii)

Subsistence (Kshs) .....................Sponsor
Accommodation (Kshs) ............ Sponsor.

Participation (Kshs) .................. SPONSOr ..................
Travel expenses (Kshs). SPONSOT. ..o

‘Total expenses (KEhS).......ooovvrrinrinoris oo

DEPARTURE AND RETURN DETAILS
Date and time of departure ........................cco.co..o.oooons

Mode of travel

Date and time of return ...

Mode of travel. If by air, indicate the class of the air ticket.

SIZE OF DELEGATION

Are you travelling alone? If not indicate the number of officers/
other persons accompanying you for the trip...................... .

Narmes of all the members of the delegation (Government
Officers) and their designations
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(ifi) ~ Who is paying for those accompanying you for the tri

PARTV - APPROVAL

Approved/Not Approved

Reasons

THE PERMANENT SECRETARY/SECRETARY TO
THE CABINET AND HEAD OF PUBLIC SERVICE




