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February 9, 2009

Circular No. 5
File No. 27/026
Public Expenditure Policy Co-ordination Division

Permanent Secretaries
Heads of Departments and Agencies
Chief Executive Officers of Public Bodies

Re: Official Visits Abroad - Guidelines for Cabinet Ministers,
Ministers of State and Parliamentary Secretaries

Permanent Secretaries and Heads of Departments are hereby reminded of the following
procedures in respect to overseas travel for Cabinet Ministers, Ministers of State and
Parliamentary Secretaries as provided by the Cabinet Office Re: Memorandum
CS.12/008 -3 dated December 3, 2008.

1) Prior approval (not notification) of Overseas Travel should be sought from the
Prime Minister at least seven (7) days before intended departure.

2) The request for approval should include the following information:-

s purpose of travel

s duration of travel

= if official, other named members of the delegation;
e also if official, the associated costs of the trip

3} Approval for Members of Parliament should be submitted by, or through the
Leader of the House.

4) Ministers of State and Parliamentary Secretaries should submit their requests
through the Portfolio Minister.



