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 POLICY 
 
This General Order shall establish guidelines 
for processing training and travel request 
packages to ensure accuracy and timely 
submission for approval.  
 
 DEFINITIONS 
 
Training/Travel - any travel, regardless 
whether there is cost or not, for training, 
conferences and/or seminars not offered by 
the County, or travel for vehicle inspection, 
site/product inspections, etc. 
 
 PROCEDURES 

 
1. Standard Procedures  
 
For prompt and efficient processing of all 
travel requests, pre-planning is essential. A 
"Fiscal Year Training/Travel Plan" will be 
developed at the beginning of the fiscal year 
outlining approved travel for the year. 
Allowances may be made for unknown 
requests with substitutions within the fund's 
allocation.  The procedure for requesting and 
processing training or travel requests is 
outlined below:  
 
Once the traveler identifies a training or 
travel opportunity, with the approval of their 
supervisor/chain-of-command, he/she 
prepares travel request package.  This 
includes: 
 

• A Travel Cover Sheet (TCS) 
(Attachment A). 

• A memo to the Director of Public 
Safety/Homeland Security from the 
Fire Chief providing justification for 

the trip and requesting authorization 
for the travel (Attachment B). 

• A completed Travel, Training and 
Seminar Request Form (Attachment 
C).  All supporting documentation 
(brochure, cost, trip information, 
and/or other documentation 
substantiating the training request).  

• A completed application, or 
registration form (if applicable).  

• A completed and signed Payment 
Voucher (noting Travel Request) 
(Attachment D).  

• Use of County car with fuel card 
requires an additional memo attached, 
addressed to the Fleet Administrator, 
Office of Central Services 
(Attachment E).  

• The Payment Voucher must be 
completed in its entirety, signed, and 
must include all anticipated costs.  
One form is required for each traveler 
unless no costs are to be incurred.  
Use of fuel card and County car must 
be noted.  

 
Multiple travelers to the same 
training/seminar may use one travel request 
form, with the other travelers' listed in 
“Description” block of the Payment Voucher, 
as long as there are no out-of pocket 
expenses to be paid directly to the 
employees.  However, if advanced money is 
requested, each individual must complete 
his/her own travel request package.  
 
Local travel and/or training class with no 
expenditure of funds from the County should 
still be documented via memorandum to the 
Fire Chief for approval for liability coverage. 
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However, if any money is involved (i.e., gas 
card, issuance of County vehicle, parking 
reimbursement), a travel package should be 
prepared. 
 
The traveler submits the travel package 
attached to a TCS (Attachment A) via the 
chain-of-command to the respective 
Lieutenant Colonel and then to Fiscal Affairs, 
at least 60 days prior to travel date.  The TCS 
must be completed, including whether the 
travel requested is part of the approved travel 
plan or a substitute request with substitution 
information included.  
 
The registration or application forms must be 
completed and included with the request 
package.  Upon approval, it is the employee's 
responsibility to submit the registration or 
application forms to the entity offering the 
training.  If the registration must be submitted 
with payment from the County, include the 
original registration form with the package 
and note on Travel Request Form (Part D) to 
forward with payment.  
 
Fiscal Affairs will maintain 
tracking/expenditure logs and handle 
obtaining Departmental authorization, 
submission to the Director of Public 
Safety/Homeland Security for approval, and 
tracking through the approval process, 
ultimately ending in Finance.  
 
The traveler will be notified by Finance when 
the TA number (travel authorization number 
issued by the Office of Finance) is issued. It 
is the traveler's responsibility to contact The 
County’s travel vendor with the TA number 
to initiate the travel arrangements (i.e., 
airfare, etc.) and pick up their tickets. 
 
The advance check (usually ¾ of the 
estimated cost, less pre-paid items) will be 
sent to Fiscal Affairs.  It is the individual's 
responsibility to pick it up from Fiscal 

Affairs.  The Office of Finance issued an 
interim procedure effective May 1, 2004, for 
handling travel-related expenses, in which the 
advance for meals, mileage, and similar fixed 
costs will be paid at 100%.  
 
Traveler must retain receipts for proof of 
expenses.  These must be attached to the 
travel settlement.  Meals are limited to the per 
diem and receipts are not required.  Meals 
provided by conference/seminar/sponsor must 
be deleted from per diem. 
 
The traveler is responsible for completing 
their travel settlement within 10 days of 
return from travel by noting all costs incurred 
in the “Actual” column of the Payment 
Voucher, less advances, for amount due to the 
employee or due to the County.  This form 
must be signed, all receipts attached, and 
brought to Fiscal Affairs.  Travel not settled 
by the end of the Fiscal Year may be subject 
to charges to the traveler. 
 
In order to determine the worth of such 
conference/training to the Department, each 
trainee upon his/her return, must forward a 
"Summary of Training" memo to the Fire 
Chief.  This should be forwarded with the 
travel settlement.  This memo should describe 
in detail the type of education or technical 
training class attended and what was learned 
from participating in the training opportunity. 
This will be forwarded to the Director of 
Public Safety/Homeland Security for his 
review. 
 
Fiscal Affairs will review and obtain 
authorization, then submit to Finance for 
reimbursement/payment. 
 
If monies are owed to the County, a check 
payable to Prince George's County must be 
included with the settlement form. 
 
Reimbursement checks will be forwarded 
from Finance to Fiscal Affairs. Fiscal Affairs 
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will contact the employee to pick up the 
check from Fiscal Affairs.  
 
2. The Director of Public 

Safety/Homeland Security  
 
The Director of Public Safety/Homeland 
Security will not consider any request 
received less than at least 20 days prior to the 
initial date of travel and reimbursements will 
not be authorized. Therefore, Fiscal Affairs 
will not process any request received less 
than the 60-day requirement.  
 
3. Exceptions in Procedures  
 
There are four types of travel that require 
special processing. The deviation in 
procedure is noted below for each.  
 
U.S. Government Sponsored 
Conference/Training (totally paid by 
sponsor, including mode of 
transportation).  
 
Complete the sponsor's 
application/registration form 
Complete a Government Sponsored and NFA 
Application Cover Sheet (ACS) (Attachment 
F) and attach a cover memo addressed to the 
Fire Chief (Attachment B) requesting 
approval to attend the training session, when 
and where, and the total cost to the 
Department, including the cost for coverage 
to fill the traveler’s vacated position. Indicate 
by name the person(s) covering for the 
traveler. Note "Request for U.S. Government 
Sponsored Conference/Training (totally paid 
by sponsor)" on ACS. 

 
• Forward this completed travel 

package, through the chain-of 
command, to Fiscal Affairs to note on 
an application list. Fiscal Affairs will 
forward immediately to Management 
Services Command (MSC) for 

approval.  The respective command 
should not sign application until MSC 
review/approval is completed. MSC 
will coordinate approval with 
respective command and then return 
to Fiscal Affairs for processing. Fiscal 
Affairs will contact the respective 
Command to coordinate the 
submission of FBI training 
applications.  

 
Pending approval/acceptance, a memorandum 
shall be forwarded from the Fire Chief to the 
Director of Public Safety/Homeland Security 
to document the pending travel at no cost to 
the County. However, if overtime is an issue, 
it must be stipulated in the memorandum.  
 
Acceptance Notification 

 
• Once acceptance notification has been 

received from the U.S. Government 
agency for attendance, a memo is 
immediately required from the 
traveler's Major/Manager to the Fire 
Chief with particulars (when, where, 
who, how, why, and coverage). All 
request forms must be complete with a 
TCS. A copy of the original ACS 
package should be attached. This 
should be submitted through Fiscal 
Affairs to process for review and 
approval. The TCS should include the 
notation, "Acceptance for U.S 
Government Sponsored Travel." 

 
• Once approved, the document will be 

returned to Fiscal Affairs to be 
forwarded to the 
command/office/traveler. 

 
U.S. Government Sponsored 
Conference/Training with Associated Costs 
(i.e. lodging, meals). 
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Complete the sponsor’s 
application/registration form. 
 
Complete a Government Sponsored and NFA 
Application Cover Sheet (ACS) (Attachment 
F) and attach a cover memo addressed to the 
Fire Chief (Attachment G) requesting 
approval to attend the training session, when 
and where, and the total cost to the 
Department, including the cost for coverage 
to fill your vacated position. Indicate by name 
the person(s) covering for you. Note "Request 
for U.S. Government Sponsored 
Conference/Training" on the ACS.  
 
Forward this completed travel package, 
through your chain-of-command, to Fiscal 
Affairs to note on an application list. Fiscal 
Affairs will forward immediately to 
Management Services Command (MSC) for 
approval.  The respective Command should 
not sign application until MSC 
review/approval is completed. MSC will 
coordinate approval with respective command 
and then return to Fiscal Affairs for 
processing. Fiscal Affairs will contact the 
respective Command to coordinate the 
submission of FBI training applications.  
 
Acceptance Notification 
 

• Once acceptance notification has been 
received from the U.S. Government 
agency, the traveler should 
immediately submit this approval 
notification with a memo addressed to 
the Director of Public Safety/ 
Homeland Security from the Fire 
Chief, with the completed Travel 
Request Form, training and seminar 
registration forms, and the TCS 
should include the notation, 
“Acceptance for U.S. Government 
Sponsored Travel.”  A copy of the 
original ACS package should be 
attached. This should be submitted 
through the chain-of-command and 

Fiscal Affairs, as normally required 
for a training/travel package.  Time 
restraints must still be met. 

 
Once approved, the document will be 
returned to Fiscal Affairs to be forwarded to 
the command/office/traveler. 
 
For National Fire Academy (NFA) 
Sponsored Conference/Training. 

 
Complete the sponsor's 
application/registration form. 
 
Attach a cover memo with ACS addressed to 
the Fire Chief requesting approval to attend 
the training session, when and where, and the 
total cost to the Department, including the 
cost for coverage to fill the traveler’s vacated 
position. Indicate by name the person(s) 
covering for the traveler.  Note "NFA 
request" on ACS. 
 
Forward this completed request package, 
through your chain-of-command, to Fiscal 
Affairs to log. 
 
Fiscal Affairs will forward to Management 
Services Command (MSC) for approval. The 
respective command should not sign the 
application until MSC's review/approval is 
completed. MSC will coordinate approval 
with the respective command and then return 
to Fiscal Affairs for processing to the 
National Fire Academy. 
 
NFA Acceptance Notification  
 
Once approval letter is received from NFA, 
the traveler should immediately submit this 
approved letter from the Fire Chief, with the 
completed Travel Request Form, training and 
seminar registration forms, and TCS, through 
the chain-of-command and Fiscal Affairs, as 
normally required for a training/travel 
package. Time restraints must still be met. 
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• Only the cost of the "meal ticket" will 
be considered for expenditure and 
should be included as a cost on the 
travel request form.  

 
For all Local Travel Requiring Use of 
County Car, Fuel Card, Parking and/or 
Mileage Reimbursement (vehicle cost as 
only expense). 

 
A training/travel package is still required for 
all local travel for meetings, conferences, 
seminars, training, apparatus or vendor visits, 
etc. that require use of vehicle for 
transportation either County or personal with 
mileage reimbursement request or parking.  
 
If a fuel card is requested with the use of a 
County car, a separate memo addressed to the 
Fleet Administrator, Office of Central 
Services (Attachment E) must be included 
with the request package.  
 
At the request of the Fire Chief only, in the 
rare event of a last-minute training 
opportunity that would be beneficial to the 
Department and enhance the employee's 
ability to perform their duties as assigned, and 
that incurs no outlay of cash, an e-mail 
authorized procedure may be coordinated 
with the Director of Public Safety/Homeland 
Security to benefit from the opportunity. This 
will ensure authorization for liability and 
coverage.  
 
4. Responsibilities 
  
Employees  
 
Each employee of the Department shall 
review these procedures.  The individual 
employee is responsible to ensure their travel 
or training request package has been 
completed accurately and submitted at least 
60 days prior to travel date.  
 

After completion of travel/training, 
employees must settle their travel (which 
includes the submission of receipts) within 
ten (10) days via a copy of the Payment 
Voucher.  The document will be rechecked 
and verified by Fiscal Affairs before sending 
to the respective Lieutenant Colonel to be 
authorized.  
 
It is the employee's responsibility upon 
completion of travel to complete a "Summary 
of Training" memo (see HUO.) and forward 
through the chain-of-command to the Fire 
Chief. This should be processed with 
settlement of travel. 
 
It is the employee's responsibility to submit 
requests and settlements in accordance with 
required time constraints stated above.  
Travel not settled by the end of the Fiscal 
Year may be subject to charges to the 
traveler. 
 
Battalion Chiefs/Station Supervisors 
 
Battalion Chiefs/Station Supervisors shall 
ensure that employees understand their role in 
the completion and submission of travel 
requests, applications, and settlements 
thereof. Supervisors shall ensure that travel 
requests, applications, and settlements are 
completed accurately and submitted on time. 
They shall be fully accountable to their 
supervisor for compliance within their area of 
responsibility. 
 
Majors/Managers 
 
Majors/Managers shall ensure that travel 
requests, applications, and settlements are 
completed and submitted on time within their 
area of responsibility, and that they are in 
accordance with the approved travel plan or 
substitutions have been requested.  
 
Fiscal Affairs 
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Fiscal Affairs reviews the travel/training 
package against the Department's Fiscal Year 
Training/Travel Plan, and verifies that 
submission timeline of 60 days has been met. 
If the criterion is met, the account numbers 
are checked, and the package is forwarded to 
the Fire Chief for approval.  If the package is 
not authorized, it is returned to the traveler 
via the appropriate chain-of-command. 
 
Upon the Fire Chief’s approval, the package 
is forwarded to the Office of Management 
and Budget for approval.  Once approved, it 
then goes to the Public Safety Director/Office 
of Homeland Security and the Office of 
Finance.  
 
Forwards the employee's signed travel 
settlement (Payment Voucher) with receipts 
to be authorized by the respective Lieutenant 
Colonel, who then returns it to Fiscal Affairs. 
Fiscal Affairs will send it to the Office of 
Finance for the final settlement, close out of 
the travel advance, and resolution of any 
reimbursement/payment.  
 
Maintains all tracking logs for regular travel 
package requests and processes all exception 
travel (application and authorization) 
according to guidelines. 
 
 REFERENCES 
 
N/A 
 
 FORMS 
 
Attachment A- Travel Cover Sheet 
 
Attachment B- Cover Memo to the Fire Chief 
Requesting Approval to Attend Training 
 
Attachment C- Travel, Training and Seminar 
Request Form 
 

Attachment D – Payment Voucher (Travel 
Request)  
 
Attachment E- Memo to the Fleet 
Administrator, Office of Central Services 
 
Attachment F- Government Sponsored and 
NFA Application Cover Sheet  
 
 


















