EXECUTIVE QFFICE OF THE PRESIDENT
CHIEF OF STAFF AND HEAD OF THE PUBLIC SERVICE

Telegraphic Address STATE HOUSE

Telephone: +254-20-2227436 P.0. Box 40530-08100

When replying please quote Nairolbi, Kenya
OP/CAB. 304/018 - June29,,2023

Ref. No. .o........ b Ul . s B G e T il DD bt v
' and date

The Attorney General
Cabinet Secretaries

All Principal Secretaries and Accounting Officers
(With sufficient copies to Chief Executive Officers and Chairpersons of State
Corporations) -.

RE: FOREIGN TRAVEL CLEARANCE FOR CABINET SECRETARIES,
CHIEF ADMINISTRATIVE SECRETARIES, PRINCIPAL
SECRETARIES, CHAIRPERSONS AND CHIEF EXECUTIVES OF
STATE CORPORATIONS

The Government has issued various guidelines on foreign travel, outlining
directives as regards conditions for travel, delegation sizes, application
procedures and timelines. Unfortunately, this office has observed a less than
optimal compliance standard, which has resulted in breach of some of the
prescribed measures, numerous late requests, and consequently, difficulties
in obtaining the prudence and cost effecuveness, objective originally
anticipated. :

Consequently, this office has re-evaluated the application process,
instruments, and guidelines with a view to enhancing greater compliance as
outlined herelnbelow

- 1. Non-essential foreign travel remains suspended. Thls office ahall as part
of the application review process, obtain advisory from the Ministry of
Foreign and Diaspora Affairs on the necessity of participation of a



delegation from the ministry/state department/agency, over and above
onsite Foreign Service staff. 1n this regard, all requests for travel
shall be copied to the Ministry of Foreign and Diaspora Affairs for
their information and advisory. .

2. Travel requests :for all Cabinet Secretaries, Chief Administrative
Secretaries, Principal Secretaries, Chairpersons and Chief Executive
Officers of State Corporation shall continue to be obtained from His
Excellency the President through this office.

a. Delegations headed by Cabinet Secretaries shall not exceed four
persons including the Cabinet Secretary as Head of Delegation
(1+3); '

b. Delegations headed by Chief Administrative Secretaries, Principal
Secretaries, Chairpersons and Chief Executive Officers of State
Corporations shall not exceed three persons, including the Head
of Delegation (1+2). Delegations involving all the above shall be
limited to the three (3) person limit;

c. Delegations should include the most relevant technical persons
to assist the principal in the meetings, deliberations, or
presentations related to the foreign travel. Personal Assistants
and security personnel will not be approved for travel,
save for assistants to persons living with disability. The Deputy
President arid Prime Cabinet Secretary are exempted from this
reguirement.

d. The travel clearance applications for the Cabinet Secretary, Chief
Administrative Secretary, Principal Secretary, Chairperson and
Chief Executive Officer of a State Corporation, shall be submitted
to this office, under the hand of the respective Cabinet
Secretary. '



e. The application form shall include the full list of
ministerial/agency officials forming a part of the
delegation, and the total costs to be incurred by the full
delegation. The travel approval communication from this office
shall include all the expected officers to travel as part of the
delegation.

In such circumstances, intra-agency approvals for lower-
level officers accompanying such a delegation will not be
separately  processed - by the respective Principal
Secretaries/Chief Executive Officers. Such separate approvals
inadvertently increase numbers beyond the limit prescribed.
Immigration staff in all ports of entry/exit are required to secure
compliance with this requirement.

f. In view of the responsibilities of the senior ranks addressed in
these guidelines, Cabinet Secretaries, Chief Administrative
Secretaries, Principal Secretaries, Chairpersons and Chief
Executive Officers of State Corporations shall attend only policy
related meetings/events/activities etc, or events that have a
bearing on policy, and be out of country for no more than
seven (7) working days.‘_(ex'cluding travel dates).

The cumulative days away should not exceed: -
i) 7 days maximum per travel;

i) 15 days maximum per quarter; and

i) 45 days maximum per year.

Technical/operational meetings, conferences and events should
be attended by technical- officers with the requisite subject
matter expertise. Consequently, annual travel plans must take -
into consideration criticality of representation” by the senior
leadership, and necessary delegation of authority/assignment to
other senior officers within the MDA as appropriate. Exceptions
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will ‘require- written justification from the respective Cabinet
Secretary.

g. Cabinet and Principal Secretaries/Chairpersons and Chief
Executive Officers of State Corporations shall synchronise their
foreign travel, such that both officers are not away from
office at the same time.

h. The travel clearance application in (2(d) above shall be submitted
on or before seven (7) working days before the date of

travel.

I. Applications received after 5.00pm on the deadline date,

and any incomplete applications will not be processed.
Exceeding circumstances will require to be justified by the
Cabinet Secretary.

i. The alpplications shall include the following mandatory
documents annexed thereto:

o Invitation letter addressed to each applicant by name,

outlining the role expected to be played, whether the
event/meeting/activity is fully/partly sponsored and the
extent thereof;

A programme of the proposed meeting/event/activity
etc, highlighting of the most critical dates when
participation is required; |
Written confirmation from the Head of Procurement Unit
of the requesting agency, on the proposed air ticket cost
for each member of the delegation, being the most
economical based on prevailing market rates:

Written confirmation from the Head of Finance Unit of
the requesting agency, certifying the total expenses of
the delegation, the source, total amount and availability
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of Government - funds ﬁnancing the travel (where
applicable); "

o Salaries Review Commission approved rates for the
country that is the target of travel;

o Shall be copied to the Ministry of Foreign and Diaspora
Affairs for information and review.

3. Principal Secretaries and Chief Executive Officers of State Corporations
will continue processing travel clearances for all other public officers
undertaking routine travel in the MDA, who do not form part of a
delegation involving/including a principal addressed herein. However,
any public officer travelling as part of a delegation as stipulated in 2(e)
above is to be approved centrally through this office. Principal
Secretaries are required to seek concurrence their respective
Cabinet Secretaries prior to granting “travel approval for
officers in Job Groups R and above, serving in their respective
State Departments. :

4. Approval will not be granted for foreign travel fb‘r'-intern-ationally hosted
trainings, meetings, conferences, and events organized by local and
regional based public/private institutions. The same applies in cases of
international meetings and trainings on governance and management
matters. Where invitations of such nature are received by MDAs, the
same should be channelled to this office to facilitate redirection to the
government training institutions-and customisation as appropriate.

5. Benchmarking visits must be associated to a gazetted reform initiative
targeting a policy, legal and operational outcome that is towards
finalisation. -

6. Ministries, Departments and Agencies are to moderate the frequency
of attendance to International Conferences and Workshops, and opt
for virtual participation in priority. As indicated in 2(f) above,
priority for physical attendance should be granted to technical officers
with requisite subject matter expertise. N |



This office shall also be at liberty to redirect any such invitations to the
most functionally relevant government agencies for action.

7. Processing of travel logistics should only be firmed up upon receipt of
travel approval.

8. The responsibility for ensuring compliance with all applicable clearance
procedures and financial controls on foreign travel rest with the subject
Principal Secretary/Accounting Officer. Internal protocols should be
established to review travel requests prior to processing, to ensure
relevance, utility, frequency, and. cost efficiency tenets are maintained.

9. As stipulated in Circular no. OP/CAB.26/4A/VOL.1(54) of 19t December
2022, all returning officers shall make individual back to office
reports on the benefits accrued, and a workplan containing the
programmes/projects/initiatives to be implemented arising from the
foreign trip outcomes within seven (7) days of return as follows:

a. Cabinet Secretaries— To the Secretary to Cabinet for compilation
and summary report to Cabinet for noting;

b. Chief Administrative Secretaries/Principal Secretaries- To the
Chief of Staff and Head of the Public Service for compilation and
summary report to the relevant Cabinet Committee and Principal
Secretary meetings;

c. Chairpersons/Chief Executive Officers of State Corporations — To
the Board of Directors, with a formal report to the relevant
Cabinet Secretary; "

d. Staff in Ministries Departments and Agencies — To the Principal
Secretary with a copy to the respective Heads of Departments
(as appropriate) for follow up of interventions to be implemented
from the learning obtained from the travel.

Processing of imprest surrender forms and documentation must be
accompanied by relevant back to office reports. The Heads of



Accounting Units in respective ministries, departments and agencies
must secure compliance with this directive.

A revised application form is annexed hereto for your further reference. The
form should be completed in full, and signed by the applicants, approval
entities where applicable, and Cabinet Secretary. We are in the process of
automating the application process to ease the submission and approval
process. The protocols on the same shall be transmitted by separate cover.

In light of the reiterations and enhanced prescriptions contained herein,
previous Circulars of similar reference nos. OP/CAB.8/19A of 18" March
2022, OP/CAB.26/4A/VOL.1/(54) of 19" December 2022 and
OP/CAB.308/018 of 27t March 2023 are rescinded.

Kindly bring this to the attention of all relevant officers in your ministries.

i 48 ' "" JWMQ@ e ¥ g
FELIX K. KOSKEI '
CHIEF OF STAFF AN AD OF THE PUBLIC SERVICE
Copy to: Hon. Josephat Nanok, EGH

Deputy Chief of Staff

Executive Office of the Pre5|dent
NAIROBI

Mr. George N. Macgoye, EBS, OGW -
Chief of Staff

Office of the Deputy President

Executive Office of the President
NAIROBI

Mr. Joseph N. Busmgay MBS, mﬂc(k)
Chief of Staff :

Office of the Prime Cabmet Secretary
Executive Office of the President
NAIROBI



Dr. Korir Singoei, Phd, EBS

Principal Secretary, Foreign Affairs
Ministry of Foreign and Diaspora Affairs
NAIROBI

Amb. Julius Bitok, Phd, MBS

Principal Secretary

State Department for Immigration

Ministry of Interior and National Administration
NAIROBI



Confidential

REPUBLIC OF KENYA

TRAVEL CLEARANCE FORM FOR CABINEf SECRETARIES, CHIEF
ADMINISTRATIVE SECRETARIES, PRINCIPAL SECRETARIES,
CHAIRPERSONS AND CHIEF EXECUTIVES OF STATE CORPORATIONS

FOR OFFICIAL USE:

(70 be checked before acceptance ior processing)
(i)  Date Application received by COSHOPS: ........... P ———
TIME: e

(if) Annextures:
Invitation Letter Yes[ ] Nol__l
Programme (conference, event, Yes[—] No[—
workshop, meeting, exhibition)
Head of Procurement Unit Confirmation  Yes ] No [
Head of Accounting Unit Confirmation Yes [ 1 No[]

(iii)  All sections of the form have been fully completed: -
Yes ] Nol[ ]
(iv) Copied to Ministry of Foreign and Yes[ ] No[ ]
Diaspora Affairs '

TO BE FILLED BY THE APPLICANT:

PART1 - PERSONAL DETAILS

(i)  Name of Officer TravelliNg: ....cvoveieririeeeee et
(i) Personnel NO: ......cccocieevvreeeeeceesiese e, AR S
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() DESIGNALIONS -.rrsvrveersevseenssereseessessersers e eseses e et e
(iv)  Ministry/Corporation: .............. RSP PR ————
(v) Passport Number: ............... s s o e s s

(vi) Acting Officer (To exercise delegated authority when applicant is away):
1T L TSSO UR OSSPSR

PART II - T@AVEL DETAILS

(i)  ReasoNn(s) fOr traVel: ....ocicieoiii e e s
(Annex invitation letter addressed to applicant in person)

(i) Country: ........ ST TR S AR,

(iii)  If attending Conference/Seminar/Workshop, etc.

Please indicate its title-

-------------------------------------------------------------------------------------------------------------------------------

..............................................................................................................................

2 00 (s =1E=) 1 (o IO (date)
(Annex programme) '

Please indicate if you have attended a similar or related conference on the
same subject miatter in the last five (5) years-

(iv) If attending a rﬁ’eeting/ benchmarking/assignment/formal government to
government engagement etc
Please indicate schedule of activities:

................................................................................................................................

From: ..ooveen.. e, (date) t0 voveeveeeereeeeees (date)
(Annex programme. For benchmark visits, annex copy o Gazeite Notice of
Taskiorce/Workirig Commiitee to which ithe iravel is relaied)

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



(vi)

(vii)

(viii)

(ix)

Cdnﬁden’cial

Sponsor(s) of the Meeting/Engagement/Confekéhce/Seminar/Workshop,

Expected activity/event/intervention to be executed upon return in the
Ministry/Department/Corporation of the participant derived from the
Meeting/Engagement/Conference/Seminar/Workshop, etc.

Where the reason for travel is a conference, wéurkshop, academic meeting,
confirm that the option of virtual participation is unavallable and that physical
attendance is mandatory. ’

(annex relevant coniirmation)

PART III - DEPARTURE AND RETURN DETAILS

(i)

(ii)

(iii)
(iv)

Date and time of departure:  ......ccovveveeveenen. |

Mode of travel: s

Date and time of return: ........................

Mode of travel: L,

Mode of Travel. If by air, indicate the class of the air ticket: .......oovvivii...

PART IV - SIZE OF DELEGATION

(i) Areyou travelmg alone? If not mdlcace the number of officers/other persons

accompanying You for the trP. ......o.vveeee e oo
( 7his should include &/l ministerial/state corporaﬁon/agency officers aitending the same
event, meeting, conference, seminar, workshop etc)
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(i)  Cost of the Trip and Sponsorship for APPLICANT:
Job Group/Grade equivalent: .........cccoceveeevnnnenn

a) Subsistence/Accommodation in KSh ...

b) Proposed ticket Cost in KSh.......cooeevenviiiinicncninens

c) Proposed Airline (where applicable): .......cccovvveiiiiiiiiiiinnn,

d) Sponsor contribution in Ksh..........cccocevvvenieiininnns

e) GoK contribution: Ksh.......cccoovvevvieviinieenniecnnnes

f) Participation Fee (where applicable) in Ksh ..o
g) Number of Days: .....cccocevivererieiireereeens

Total expenses : MSH: i:osscisismenmsvinnmms sons vansuises

(i)  Cost of the Trip and Sponsorship for DELEGATION:

Delegate 1 (NAME): ooveeeieeceee e
Personnel NO: ..c..vveeeivivviiiiiceen e

DeSIGNALION: ... s s wnusiuins sassesines vossvusadssuzanisanns
Passport NO: ....coovvvivevieeie e

Job Group/Grade equivalent: ...i..ccccoeevrirennens

a) Subsistence/Accommodation in KSh .......cooevceinieennnns

b) Proposed ticket Cost in KSh...........cccoevveiceiriinrieini

c) Proposed Airline (where-applicable): .......cccovveecriniiiinieie

d) Sponsor contribution (where applicable) in KSh.......cccviviniiinnn
e) GoK contribution: KSN........ccceeevvvvenciinneiinenn

f) Participation Fee (where applicable) in Ksh ...
g) Number of Days: .....ccccovvivviiiieeiniiieceees .

Total expenses @ KSH. cccsessonsssnssssonaasans S—

Delegate 2 (NAME): .ovovreeeeeeeceeee e
Personnel NO: i e
DESIgNAtION: ...ccovvvieieie e
Passport NO: ....oovvvvciiiiviiiee s

Job Group/Grade equivalent: ..........c.ccocvvvvveeens

a) Subsisten’ée/Accommodation iNKSN oo
b) Proposed ticket Cost in Ksh......ccccovvvreiciiinicvicie e,
c) Proposed Airline (where applicable): ....... .« cxmoe » v s e
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d) Sponsor contribution (where appllcable) |n 1 1 O
e) GoK contribution: KSh..........cocvvvvivevemvciicinenne,

f) Participation Fee (where applicable) in Ksh ........................................
g) Number of Days: .....cccccvevviiiivieceecieieenns

Total expenses - KSH. eocossasssossonseasannnasennnsessoasas

Delegate 3: etc

(iv) Total Cost of the Trip and Sponsorship for Entire Delegation:
Grand Total expenses: 5] . SRR AR

(v)  Annex Written Confirmation from:

a)

b)

PART V

Head of Procurement Unit, certifying the proposed travel ticket
costs for each member of the delegation, being the most economical
based on prevailing market rates:

Head of Procurement (NAME): ....eovceeeeiieveceiieie et e

Signature: ..........cceeerinens P
Head of Accounting Unit, certifying the total proposed expenses of the
delegation, the source, quantity, and availability of Government funds

financing the travel (where applicable), sponsorship, correctness of
eligible subsistence/accommodation and other payments.

Head of Accounting UNit (NAME): w.....everomieeeeeeee e

Signature: .....ccoeeevevennn e

Salaries Review Commission approved rates for the target country

CONCURRENCE

Concur/Not concurred

Reasons for Non-concurrence

L R R R R R R R N T I T T T I I e

CHAIRPERSON
(Where Chief £ ‘(EC‘UZ'IVG Officer Is me Applicant)
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Concur/Not concurred

Reasons for Non-concurrence

................................................................................................

CABINET SECRETARY
(Where Cabinet Secretary, Chier Administraiive Secretary, Principal Secreiary,
Chairperson and Chief Executive Officer of the State Corporation is the Applicant)

PART VI - APPROVAL
Approved/Not Approved
Reasons for Non-Approval: -

.......................................................................................................

.......................................................................................................

CHIEF OF STAFF AND HEAD OF THE PUBLIC SERVICE



