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TRAC Controls

The May 2008 Travel Reimbursement and Approval Certification ("TRAC") guidelines
and TRAC Quick Reference Guide, located on the DFO web page distinguish local and
out-of-town travel. Local travel within New York City requires no pre-approval; the
traveler should request reimbursement after travel by using the FAMIS portal. However,
for out-of-town travel, the traveler MUST obtain PRE-APPROVAL on estimated costs.
We recommend a 30-day advance window to ensure timely approval processing. Once
approved, the traveler must re-enter actual cost after the trip; the actual cost is then
approved for payment. The second approval generates a check within approximately 15
business days. Out-of-town travelers without pre-approval will be reflected as a non-
compliant (at individual request level) on Principal Performance Reviews (PPR)
conducted by the Office of Compliance.



http://schools.nyc.gov/NR/rdonlyres/C6308D67-FCD2-4F85-89D9-E939A9489F07/0/TRACGUIDE.pdf
http://schools.nyc.gov/NR/rdonlyres/F19CE81C-F21A-4963-8E9A-7F299E4BA7E8/50742/TRACQuickRefGuide.pdf

