TRAVEL WORKSHEET

(FORM TO BE INITIATED BY TRAVELER)

	
	TA - TDY AMENDMENT
	TP - TDY REPEATED

	ORDER TYPE
	 FORMDROPDOWN 

	CHOOSE 1>>>>>>>
	TB - TDY BLANKET
	TR - REVOCATION

	
	TG - TDY GROUP
	TS - RECISION

	
	TI - TDY INDIVIDUAL
	


	DATE OF REQUEST:
	     
	SSN:
	     
	SECURITY CL:
	     


	NAME:
	     
	GRADE/RANK:
	     
	PHONE:
	WORK
	     

	
	(LAST, FIRST, MI)
	
	
	
	HOME
	     


	TITLE:
	     
	DSSN:
	     


	DUTY STATION NAME/ADDRESS:
	     
	ORGANIZATION ELM:
	W3YTAA


	APPROX NO DAYS TDY:
	     
	PROCEED O/R DATE:
	YR
	     
	MO
	     
	DAY
	     


ITINERARY INFORMATION (STATION OR CITY, STATE, COUNTRY)

	FROM
	TO
	TO

	     
	     
	     

	     
	     
	     

	(CITY)           (STATE)
	(LOCATION)       (STATE)
	(LOCATION)        (STATE)


	TRAVEL PURPOSE
	 FORMDROPDOWN 

	CHOOSE 1>>>>>>>
	01 SITE VISIT
	06 RELOCATION

	
	02 INFO MEETING
	07 ENTITLEMENT

	
	03 TRAINING
	08 SPECIAL MISSION

	VARIATION AUTHORIZED:
	 FORMDROPDOWN 

	
	04 SPEECH OR 
	09 OTHER TRAVEL

	
	
	PRESENTATION
	


	PURPOSE NARRATIVE:
	     

	     


	PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR:
	 FORMDROPDOWN 

	(Y/N)


	ESTIMATED COST:
	PER DIEM:
	     
	

	
	TRAVEL:
	     
	

	
	OTHER:
	     
	(Rental Car)

	
	TOTAL:
	     
	


	MODE OF TRANSPORTATION (SELECT APPLICABLE MODE)



	COMMERCIAL:
	     
	1=AIR
	2=RENTAL CAR
	3=SHIP
	4=RAIL
	5=BUS



	PRIVATELY OWNED CONVEYANCE:


	 FORMCHECKBOX 

	RATE PER MILE:
	$.325
	

	 FORMCHECKBOX 

	MORE ADVANTAGEOUS TO GOVT:
	TR COST:
	     
	(CALL CARLSON: 727-0427)



	 FORMCHECKBOX 

	MILEAGE REIMB AND PER DIEM LIMITED TO CONSTRUCTIVE COST



	GOVERNMENT:
	     
	1=AIR
	2=RENTAL
	3=SHIP


	OCONUS:
	     
	(Y/N)
	MODE OF TRANS TO BE DETERMINED BY APPROPRIATE 

	
	
	
	TRANSPORTATION OFFICE.


	NOTE:  OCONUS TDY MUST BE SENT THROUGH AG FOR APPROVAL OF COUNTRY CLEARANCES AFTER REQUESTING AND APPROVING SIGNATURES ARE OBTAINED.


	REMARKS NARRATIVE: (I.E., PARKING, RENTAL CAR, DATE/TIME DUE AT DESTINATION).

	POC AND PHONE NUMBER AT DESTINATION:      


	DATE/TIME RQRD AT DESTINATION:      

	     

	     

	     

	     


TRAVELER MUST OBTAIN APPROVALS PRIOR TO PROCESSING TRAVEL ORDER

REQUESTING OFFICIAL
TITLE 

GRADE
(APPROVE/DISAPPROVE)

	     
	



SIGNATURE

APPROVING OFFICIAL 
TITLE

GRADE
(APPPROVE/DISAPPROVE)

	     
	



SIGNATURE

FLIGHT SCHEDULE CONFIRMATION



DATE:                     

	Date
	From
	To
	Airline
	Flt #
	Depart
	Arrive

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     


TRAVEL ORDER REMARKS FOR USE WITH AUTOMATED TRAVEL ORDER MODULE 

Select the applicable gray boxes.     

MANDATORY AUTOMATED REMARKS - MUST APPEAR ON ALL ORDERS

 FORMCHECKBOX 
       T01 - Traveler not authorized to report earlier than date specified.

 FORMCHECKBOX 
       T02 - Travel voucher must reach finance NLT 5 workdays after completion of travel.

 FORMCHECKBOX 
      T03 - Approved travel worksheet must be maintained by preparing office for audit.

AUTOMATED REMARKS FOR USE WHEN APPLICABLE

 FORMCHECKBOX 
       T04 - Rental car authorized.

 FORMCHECKBOX 
       T05 - Insurance not covered in basic agreement is not reimbursable. 
(use when rental car is authorized)

 FORMCHECKBOX 
     T06 - Government quarters and mess will be used if available. (use if traveler is going to a government installation with government quarters/dining facilities)  Traveler must obtain statement of nonavailability if quarters are not available.

 FORMCHECKBOX 
     T07 - Using government facility would adversely affect performance of mission.  (use if traveler is not going to
use available government quarters/dining facilities; must have justification on travel order.  (This

remark is not necessary if travel is for training) 

 FORMCHECKBOX 
       T08 - Traveler must request government  discount at commercial lodging when making reservation.  (use for any destination if traveler is staying overnight)

 FORMCHECKBOX 
      T09 - Travel to NCR--required to call the lodging success center at --

 FORMCHECKBOX 
      T10 - 1-800-821-6559 or DSN 226-3039 before making lodging arrangements. (use T09 and T10 if traveler is 

 going to DC area.  MUST also use T17 and T18 and manual remark below)

 FORMCHECKBOX 
      T11 - Authorized bus/metro/taxi fares for local travel in and around TDY site. (DO NOT use for POV)

 FORMCHECKBOX 
     T12.- In and around mileage authorized.  (use if in and around mileage authorized for a POV) 

 FORMCHECKBOX 
     T13 - Registration fee authorized. 

 FORMCHECKBOX 
     T14 - Traveler is a participant in Army charge card program. (use if traveler is E6/GS 10 or below and participates in Army charge card program)

 FORMCHECKBOX 
     T15 - Authorized to carry classified material.

 FORMCHECKBOX 
     T16 - Advance requested--travel advance must be requested minimum of 5 working days prior to TDY. (use if 

traveler is getting an advance)

 FORMCHECKBOX 
     T17 - Government quarters are available, government mess is not available.  Statement of

 FORMCHECKBOX 
     T18 - nonavailability required if government quarters not used.  (use in addition to T09 AND T10 and manual remark below if traveler is going to NCR)

(CONTINUED ON REVERSE)

 FORMCHECKBOX 
     T19 - TDY Order produced utilizing STANFINS Redesign 1 (SRD1) Travel Module

 FORMCHECKBOX 
     T20 -This is a DFAS approved secure system and is electronically signed

 FORMCHECKBOX 
     T21 - POC for SRD1 is the Systems office, Norfolk, VA  DSN:  565-1262/1263

 FORMCHECKBOX 
    T22 - All Government meals are available and directed.  (MILITARY)

 FORMCHECKBOX 
     T23 - Partial Government meals are available,   (MILITARY)

 FORMCHECKBOX 
     T24 - Government meals are not available or directed.

 FORMCHECKBOX 
     T25 - Official travel arrangements purchased thru a commercial travel office. 

 FORMCHECKBOX 
       T26 - Agency not under contract to the Government are not reimbursable

MANDATORY MANUAL REMARKS:  MUST APPEAR ON ALL TRAVEL ORDERS 

 FORMCHECKBOX 
     Date/Time required at destination:____________________

 FORMCHECKBOX 
     Travel Order Prepared By:___________________________(preparer type in initials) 

              Phone____________ Date____________


This above entry is to be signed by inputter of travel orders while he/she is inserting information on travel module

MANUAL REMARKS FOR USE WHEN APPLICABLE

 FORMCHECKBOX 
    Mid-size rental car authorized because___________________________________________(explanation is

required when other than standard rental car is authorized).

 FORMCHECKBOX 
    Round-trip TR cost is $____________(use if POV is mode of transportation and it is NOT more advantageous to the government).

 FORMCHECKBOX 
    Quarters are not available at TDY point per FONCON with__________________Billeting Office on ____________(use if quarters not available at a government installation that have quarters/dining facilities.  Allows traveler to be advanced accordingly; traveler must obtain a statement of nonavailability.

 FORMCHECKBOX 
    Quarters and/or mess not available per msg DIR, USAEHSC.CEHSC-HM: P211900Z MAY 91, SUBJ:  Worldwide Listing of Army Installations Without Govt Qtrs and /or Dining Facilities (for use at installations such as Fort Monroe).

 FORMCHECKBOX 
    Lodging-success call in number___________________(use in conjunction with remarks T09, T10, T17, T18).

 FORMCHECKBOX 
    Leave in conjunction with TDY from _________________to__________________

INFORMATION FOR TDY TRAVEL

(Information below will be updated as information becomes available)

DRIVING POV:

Effective 1 Apr 99 TDY mileage allowance for use of privately owned conveyance is $0.031
PER DIEM RATES:

Microsoft Outlook -- select  Public Folders --  select All Folders--  select  Fort Monroe--scroll down to Travel Tips--click on Travel Tips

TRAVEL VOUCHERS:

Effective 1 Jan 99, state/local taxes on lodging will no longer be reimbursed as per diem.  It will be claimed and reimbursed as an Other Reimbursable Expense.  This applies for CONUS travel only.  Travel outside the continental Untied States (OCONUS) will not be effected.  Taxes will continue to be included in the daily lodging cost.

Traveler will be required to separate the two reimbursable amounts on their travel settlement vouchers.  The room rate will continue to be itemized on the itinerary portion of the voucher.  Taxes will be listed under reimbursable expenses.

LODGING-SUCCESS PROGRAM 

NOTE:   If you are not sure if TDY location is listed with the Lodging-Success Program--call 1-800-821-6559 or DSN 226-3039

Lodging-Success Program is mandatory for all Army military and civilian employees who are TDY to:  (list my not include all locations within the Lodging-Success Program)

National Capital Region (NCR) 

San Antonio, TX 

Atlanta, GA 

Oahu, HA 

NOTE:  Failure to include zip code in the travel order (Block #11 of DD Form 1610 should contain both the location and Zip Code) may result in the settlement voucher being processed without reimbursement for lodging.  Amendment to orders and supplemental voucher will then be required for processing.

