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To: All Department Heads and Directors

From: Joseph L Chiodo CPA MBA

Re: Mandatory Procedure for Employees Requesting Travel To Be Paid By The City of     
Providence’s Funds

Date: November 14, 2006

Effective November 14, 2006, all city travel needs to be approved in advance of the 
travel in order for the travel to be reimbursable or paid for by the City of Providence or 
any of the City’s departments and agencies.

All city employees who desire or are requesting to incur job-related travel expenses the 
following procedure must be followed:

1. The  City of Providence Request For Travel Form needs to be completed by the 
employee requesting travel. 

2. After the employee completes the detail requested in the Request For Travel 
Form, such as the purpose of travel and the estimate of expenses, the 
department head or Director must approve the request for travel. And then 
forward the Request For Travel Form to the Finance Department.

3. The Request for Travel Form then needs to be approved for funds availability by 
the Finance Department. The Finance Department then will forward the request 
For Travel Form to the Chief of Administration and Chief of Staff for review for 
either approved permission to or denial for the travel requested.

4. The department will then be notified of either approval or denial for travel by 
Finance department. The Chief of Administration and the Chief of Staff make this 
determination for approval or denial.

5. The original form of Request For Travel that is approved needs to be enclosed 
and/or attached to the Employees Travel Expense Report and invoice submitted 
for reimbursement to the accounts payable division of the Controller’s office. If 
the original approved Request For Travel form is not submitted to the Accounts 
payable division of the Controller’s Office, the reimbursement or payment will not 
be processed.

Please refer to the enclosed City of Providence Request For Travel Form enclosed and 
make copies of this document for future use. In addition, I will e-mail you this form so 
you can save it and have it readily available for future use.


