REQUEST FOR TDY TRAVEL 

(See instruction sheet)

__________________________________________________________________________________________

Name of Traveler


SSN

        Dir/Office
PositionTitle/ Grade____________

__________________________________________________________________________________________

Work Phone

Home Phone

Home Address


City
                AL
ZIP__

__________________________________________________________________________________________

Purpose of Travel (see instruction sheet)___________Location of TDY (see instruction sheet)___________

__________________________________________________________________________________________

Departure Date/Time (am/pm) Return Date/ Time (am/pm)_Number of Days (see instruction sheet)_

__________________________________________________________________________________________

Preferred Mode of Transportation:

POV ____(see instruction sheet)
Commercial Air _____Window____Aisle____Center

Government Vehicle _________
   Preferred Departure/Arrival Airport: Birmingham _____     Atlanta______

____________________________________________________________________________________________________________

Rental Car Requested (see instruction sheet)   POV Local Miles Requested at TDY (see instruction sheet)
    Yes ____   No____




    Yes ____     No____

__________________________________________________________________________________________

Other ANAD Government Employees Attending Same TDY and their Directorate: (see instruction sheet)

__________________________________________________________________________________________

Are meals provided thru fee (registration, conference, training, etc.)?

   Breakfast#_______
Lunch# _____
 Dinner# ________

__________________________________________________________________________________________

Is location of TDY an installation or under Lodging Success Program (see instruction sheet)?

    Confirmation Number _________________ Non-availability number _________________

__________________________________________________________________________________________

Excess Baggage: YES_____





NO___________




1. weight or measurements________________________




2.  justication __________________________________

__________________________________________________________________________________________

Funding: ANAD Funds Cost Center_________________   JOB ORDER_____________________________


     Fund Cite, if other than ANAD______________________________________________________

__________________________________________________________________________________________

Trip report required: YES____________     NO______________

__________________________________________________________________________________________

ESTIMATED COST:

PER DIEM:_____________________X #DAYS_________________ =_______________

Rental Car _____________________X #DAYS _________________=_______________

Travel _________________________X # DAYS ________________=________________

One way mileage ________________X 2 =



       _________________






TOTAL ESTIMATED COST    _________________

__________________________________________________________________________________________

APPROVED
__________________      DISAPPROVED ________________

I have reviewed the attached documents for authorization IAW JTR Vol 2.  Budgetary funds are available.

__________________________________________
___________________________

(Signature)






Date

Printed Name:

Title:

INSTRUCTION SHEET

(Request for Travel)

Privacy Act Information:  Please read the following Statement carefully before completing this form.  Disclosure of social security number and other information is solicited by authority of Title 10, United State Code, Section 3012.  Any information furnished, including SSN, will be used to identify individuals who will be traveling and is required by Defense Finance and Accounting Services. Disclosure of requested information is voluntary; however, non-disclosure may result in slower processing of travel orders and travel vouchers.

PURPOSE OF TDY: Documentation is to be submitted with request if attending a conference, training, seminar or meeting.  Documentation must list the following information: fee amounts, what the fee covers, where training and lodging are being planned, transportation requirement, etc…

LOCATION OF TDY: Government installation or city, county and state must be listed.  If location is to a government installation, that installation must be listed on orders not the city.


Lodging Success Program(LSP) is contracted lodging in selected cities and areas.  When traveling to 

the below listed cities or areas, you must call 1-800-GOARMY1 to obtain lodging, if available, if not a 

non-availability number must be given and cited on your travel orders.  


National Capital Region (NCR)

San Antonio, TX


Newport News/Hamption, VA

Miami, FL

San Juan, PR

Note: Inquire as to the availability of transportation provided through the contracted hotel.

Military Installations having government quarters must provide a non-availability number if quarters 

are not available.

MODE OF TRANSPORTATION:  It is DoD mandatory policy that employees use available Contracted Commercial Transportation Offices (CTO) to arrange official travel, including transportation and rental cars.  Travel by common carrier air transportation is generally the most cost efficient and expeditious way to travel.   Travelers must use coach-class airline accommodations for all official business travel.


POV (Privately Owned Vehicle) or Government Vehicle:  When travel by POV to TDY destination 


is not advantageous to the Government but is authorized/approved as a matter of personal preference, 



mileage reimbursement and per diem is limited to constructive cost of common carrier transportation 


and per diem and travel time will be limited per JTR.  When traveling to the following areas and within

100 miles of permanent duty station government vehicle must be requested:



Huntsville, AL 

Atlanta, GA

Ft. Benning, GA



Montgomery, AL

Birmingham, AL


Note: If Government vehicle is available or makes the trip and employee chooses to use a privately 


owned vehicle, mileage reimbursement if at reduced rate IAW JTR Vol 2.

RENTAL CAR/POV LOCAL MILEAGE AT TDY POINT:
 Minimize the use of rental cars.

When a conference, training, seminar or mission required meeting is being held where lodging is arranged, rental car/POV local mileage will not be authorized without justification.  When 2 to 5 employees each drive POV to same TDY point, local mileage will be authorized to only one employee if required.

OTHER ANAD GOVERNMENT EMPLOYEES ATTENDING SAME TDY: 
“As stewards of taxpayer dollars, it’s incumbent on each of us to manage TDY, as well as other expenditures in a prudent manner while accomplishing the mission.”  R. Bruce Harrison, Colonel, GS. 

Note: Employees in different directorates traveling to same TDY point for similar mission should coordinate travel requirements.  

