EaCan

AIR CCMMAND
STAFF COLLEGE

AD-A166 693

STUDENT REPORT L
A POLICY GUIDE DTI( : RN
FOR THE AIR FORCE ELECTEBEJ

MILITARY TDY TRAVELER ‘
R, MAY 0 1 1986
K: ] "j »'.;i

imuoa TIBURCIO R. RENDON, JR. 86-2095
insights into tomorrow

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




DISCLAIMER

The views and conclusions expressed in this
document are those of the author., They are
not intended and should not be thought to
represent official ideas, attitudes, or
policies of any agency of the United States
Government. The author has not had special
access to official information or ideas and
has employed only open-source material
available to any writer on this subject.

This document is the property of the United
States Government., It is available for
distribution to the general public. A loan
copy of the document may be obtained from the
Air University Interlibrary Loan Service
(AUL/LDEX, Maxwell AFB, Alabama, 36112) or the
Defense Technical Information Center. Request
must include the author's name and complete
title of the study.

This document may be reproduced for use in
other research reports or educational pursuits
contingent upon the following stipulations:

-- Reproduction rights do not extend to
any copyrighted material that may be contained
in the research report.

-~ All reproduced copies must contain the
following credit line: "Reprinted by
pe-mission of the Air Command and Staff
College."

-- All reproduced copies must contain the
name(s) of the report's author(s).

-~ If format modification is necessary to
better serve the user's needs, adjustments may
be made to this report--this authorization
does not extend to copyrighted information or
material, The following statement must
accompany the modified document: "Adapted
from Air Command and Staff Research Report

(number) entitled (title) by

(author)

-- This notice must be included with any
reproduced or adapted portions of this
document.
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- Air Force temporary duty (TDY) travel policy is fragmented
- in many directives. The main reason for development of this

guide is to consolidate certain areas of the fragmented policy.
This travel guide is designed to be a single source document
that provides general information to the novice or infrequent
traveler who is scheduled to perform a normal TDY.
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A normal TDY is defined in this guide as funded temporary

. s,

of formal, flying, missile or special training courses or (2)
support of contingency operations. The Consclidated Base
Personnel Office (CBPO) staff will advise traveler of
requirements for TDYs that involve training. Also, AFR 28-4,

R : USAF Mobility Planning, and the Unit Mobility Officer/NCO will
provide guidance for TDY requirements in support of contingency
operations. While the primary focus of this guide is on funded
"normal” TDY, a chapter is devoted to unfunded permissive TDY.
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- This guide is not designed to be the last word on policy

: ~=- the directives do that. It is, however, designed to furnish
general but detailed information concerning some areas of TDY
travel. The objective is to provide concise direction under

; one source and thereby eliminate the need to consult several

N directives to determine policy.
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Chapter One

INTRODUCTION
NEED_EQR_THE _GUIDE

Frustration is often the case for the military member when
preparing for a temporary duty (TDY) assignment, during the
TDY, and when documenting the claim for reimbursement
afterwards. This frustration is especially true if one iz nct
a frequent traveler and most certainly if one has never been on
TDY before. The reason is in the difficulty one faces in
obtaining the answers to innumerable gquestions which arise as a
result of a TDY. Some questions often asked are; who approves
the TDY request, who authenticates and reproduces orders, can
one get advance pay, what mode of travel does one use and wnho
makes the decision and arrangements, what is a TR, how much
travel time is authorized, what type support is authorized at
the TDY location, what is a reimbursable expense, and when does
one file a travel claim and what type correspondence is needed
to file. These are but a few of the myriad of questions often
asked by the novice or infrequent traveler. So where doe:z one
go to get the answers? Many places, and that is the basis for
the frustration. There is no single publication that is aii
inclusive of Air Force TDY travel policy.

POLICY IS_ERAGMENTED

As it now stands, travel policy for Department of Defense
military personnel is described in Volume 1, Joint Travel
Regulations (JTR), Members of the Uniformed Services. In
addition, the United States Air Force has published furthner
direction regarding control of travel. This policy guidance is
dispersed among three different functional areas; the
comptroller, administration, and transportation functional
areas and promulgated in the regulations of each. Since eacnh
functional directive focuses on its own area of responsibility,
no single regulation exists which could be used as an
authoritative source by the TDY traveler. For example, the
administrative aspects of TDY travel are governed by Air Force
Regulation (AFR) 10-7, Administrative Orders. Accounting and
Finance requirements are prescribed by AFR 177-103, Travei
Transactions at Base Level. Traffic management functions are




. 00
& published in Air Force Manual (AFM) 75-2, Military Traffic ] Ehi
t Management Regulation, and in AFR 75-8, Movement of Personnel. t}ﬂ
. As a consequence, several directives have to be researched in o “}ﬁ
order to obtain complete policy guidance. . !E.

% This guide consolidates pertinent policy now fragmented in ;ﬁ-
these and other related directives as it pertains to normal o

: temporary duty travel performed by Air Force military ]
ol personnel. A normal TDY is defined in this guide as funded O
temporary duty of less than 30 days that does not involve =

formal training or support of contingency operations. Unfunded -&?‘

permissive TDY is discussed in Chapter Five. The overall focus ti?

of the guide, however, is on responsibilities of the service SN

agencies and individuals that are kKkey players in the normal TDY ey
administrative cycle. S

k.

WHQ_DOES_WHAT2 i

A

The performance of official TDY travel by military -ﬁg:

personnel involves a cycle of close interaction by several IO

offices and individuals. The commander or orders approving T

official determines the need for the TDY and approves regquests NN

for special authorizations. The Base Director of T
Administration or a representative authenticates travel orders e
and reproduces .sufficient copies. The Transportation Officer e
or representative selects and arranges the most effective and S
cost efficient mode of travel. The comptroller staff verifies ¥

funds are available prior to publication of orders, computes D
traveler entitlements, and promptly pays travel claims. el
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Chapter Two S

ADMINISTRATIVE PROCEDURES jg;_
EXELANATION OF_TERMS

A travel order is a written instrument issued by a
competent authority that authorizes official travel. DD Form
1610, Regquest and Authorization for TDY Travel of DQOD
Personnel, is used to publish TDY orders.

Qrders_lssuing _or_Approving Qfficial

This official is the competent authority mentioned above
who determines need for an order, requests its publication,
justifies special authorization, and approves claims for
reimbursing items not authorized in the order or which require
administrative approval. Usually they are commanders or their
designated representatives.
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Authentication is the process that makes an administrative
order official. Placement of a "seal” or signature in the
authentication section of the orders and issuance of a special
order number with date authenticates that order.
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Authenticating Qfficial

The authenticating official is the person designated to
authenticate orders for the commander who has the authority to
publish them. This person usually is a member of the staff in
the office of the Base Director of Administration.

Special _Authorization

A special authorization is something that adds to the cost
of normal travel. For example, a special authorization is
needed to hire a rental car. A request for special
authorization is prepared on AF Form 1820,
Request/Justification for Special Authorization.
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Brivately Qwpned Conveyangce (PQC)

Privately owned conveyance normally means the traveler’s
privately owned motor vehicle, but it can also mean a privately
owned aircraft or boat.

GENERAL

A need for temporary duty is a determination made by
almost anyone internal or external to your organization. It
could result from a previcusly budgeted and scheduled event or
could be an unscheduled out of cycle requirement. Regardless
of the source that established the need for the TDY, the next
step is to seek approval from the orders issuing official and
start the administrative process or cycle that will eventually
produce official TDY orders for the traveler.

IRAVELER/QRDERS ISSUING _OFFICIAL_RESPONSIBILITIES
Iyping_the_Travel_Qrder

The traveler or the administrative staff that provides
support will type or prepare DD Form 1610 in accordance with
AFR 10-7, Administrative Orders. The Base Director of
Administration (DA), Special Orders Section, usually publishes
a simplistic guide to follow when preparing DD Form 1610. One
such guide is reprinted at Appendix B. This guideline for
preparation of DD Form 1610 was developed by the Maxwell AFB DA
office. Before you start typing, some decisions need to be
made concerning mode of travel and special authorizations that

may apply.
Mode_of_Trangportation

In preparing orders, item 12, Mode of Transportation, of
DD Form 1610 is normally left blank. This gives the Traffic
Management Office (TMO) the option to pick the best method of
travel. TMO support will be discussed in Chapter Three. For
now, just note that the orders issuing official has the option,
with traveler’s input, to select the mode but adequate
justification is necessary. In other words, the reason must be
mission related and not for convenience to the traveler. Also
note that one mode of authorized travel is by privately owned
conveyance (POC). Traveler may drive personal car with orders
approving official approval and receive reimbursement as stated
on this section of the DD Form 1610. Excess travel time, over
the normal authorized one day there and one day back, is
chargeable to leave.
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PQC_More Advantageous_to the_Government

Another area under POC is “"more advantageous to
government™ which means that per diem allowances are payable
for the actual time necessary to perform the directed travel.
Generally, one day of travel time will be allowed for each 300
miles of the official distance when travel is performed by POC.
Reimbursement of actual expenses incurred for the operation of
a privately owned auto are usually limited to fuel, oil,
parking fees, ferry fares, and road, bridge, and tunnel tolls.
See JTR Vol 1, paragraph 4203, for reimbursable expenses when
POC other than private auto is used. An AF Form 1820 must be
prepared by the traveler and approved by the orders issuing
official if this mode is selected.

AE_Form_1820, Reguest/Justification_for Special_ Authorjizatiocn

As you know by now, the traveler prepares the AF Form 1820
to justify special authorizations. There are no hard rules or
established format for preparing this form. AFR 10-7,
paragraph 2-30, lists factors to consider in determining
special authorizations. As a general rule keep in mind that
justification must be based on advantages to the government.
Convenience to traveler is not reason for special
authorizations. Therefore, member needs to prove to the orders
issuing official, for example, that hiring a rental car at the
TDY location will save government funds vis-a-vis total cost of
taxi fees. TMO has cost figures or can get them for you.

The top section of AF Form 1820 lists specific needs that
require special authorization. Member will prepare an AF Fornm
1820, sign it, and forward to the orders issuing official for
approval. Insure typist includes approved special
authorizations in item 16 of DD Form 1610. The AF Form 1820
should be approved by the orders issuing official before
including special authorizations in the orders. This official
will keep the completed AF Form 1820 on file. An AF Form 1820
is at Appendix C.

Foreian_Travel

Traveler should advise the orders issuing official
immediately when travel is to foreign locations. This official
needs to assure the USAF Foreign Clearance Guide is complied
with before travel begins. Also, suggest the traveler
follow-up to assure the required message is sent. Unnecessary
delays are often caused when a message requesting country
clearance is not released at the appropriate time by the unit
providing the traveler with administrative support. Most bases
have a limited number of copies of the USAF Foreign Clearance
Guide. Base Operations normally maintains one copy.

5
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QIHER_TIRAVELER _RESPONSIBILITIIES
Sign_Qut/lpn._at_Orderly Room

Air Force Manual 30-130, Volume II, provides specific
requirements for duty status and deployment availability
reporting. Basically, unit commanders must report to CBPO
anytime an individual is absent or is projected to be absent
from duty.

Traveler is therefore required by this directive to call
or report in person to the unit orderly room on the last duty
day prior to the TDY effective date and confirm departure date.
Likewise, traveler returning from TDY must call or report in
person to the orderly room on the day of return or not later
than the morning of the first duty day after return from TDY to
verify return date.

Failure to sign out and in will hamper CBPO’s
reponsibility to maintain accurate data on an individual’s duty
status and availability for deployment dQuring contingencies.

Dependent_ID_Cards

Travelers should check the expiration date of dependent ID
cards before departing on a lengthy TDY. Sponsors muygt sign
the ID application before the CBPO Customer Service staff can
issue a new dependent card. Plan ahead and prevent undue
hardships for your dependents.

ACCOUNTING AND_FINANCE _RESPONSIBILITIIES

Once travel orders are signed by the issuing official,
they are forwarded to the Travel Section of the Accounting and
Finance Office for verification that funds are available. The
finance staff will initial the fund citation at item 19 of the
DD Form 1610.
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From the Accounting and Finance Office, orders are
* forwarded to the Special Orders Section in the DA office for

e authentication and reproduction. Member should allow plenty of
$ lead time. The DA folks normally need five work days to get

» your orders out. Of course there are always exceptions that
3 require special handling. Orders are usually returned to the
A traveler through the base distribution system. With sufficient

copies of travel orders in hand, member is now ready to visit
TMO.
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Chapter Three
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TRANSPORTATION PROCEDURES
GENERAL
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The Traffic Management Office (TMO) provides a variety of e

services to the TDY traveler. TMO maintains familiarity with Sat

schedules, services, facilities, rates, fares, charges, and g

= traffic agreements of commercial carriers. Traveler should not st
-2 hesitate to give this office a call when evaluating options on e
» selection of the most cost effective mode of transportation sy
- given specific circumstances of the TDY requirement. TMO e
" issues Government Transportation Requests (GTR) for commercial )

transportation and Military Airlift Command (MAC)
N Transportation Authorizations (MTA) for transportation by
o military owned or controlled aircraft. GTRs and MTAs are often
s referred to simply as a "TR." TMO will also monitor activities
.- of the Scheduled Airlines Traffic Office (SATO), arrange
) reservations for use of rental vehicles, and prepare requests
for redemption of unused tickets or transportation requests.

L} -
"

Logne

SCHEDULED_ AIRLINES_TRAFFIC_QFFICE_(SATQ) %
> SATO is usually located in the TMO facility. This office O

is responsible for issuance of commercial air travel tickets

- when presented with a travel request issued by TMO. SATO will s
L also distribute payments to servicing airlines and issue :H{
- refunds of unused tickets. Some SATOs also act as agents for gﬁj
o rail and bus lines companies. e
v -
B A
2 RIRECIED_MODRE_QF_TRANSEQRIAIION e
Q As mentioned in Chapter Two, the orders issuing official &fl
o3 has the option to "direct® travel by a specific mode. For X
3 example, the urgency of the mission may dictate commercial o,
) transportation be used. Another example is when the orders a
- issuing official directs travel by military air perhaps due to e
- shortage of unit TDY funds. The point is that when travel is N
- "directed” by a specific mode and so noted in item 12 of TDY RS
" orders, then that mode must be used. o
2
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Iravel _Rirected by Commercial_Iranspertation

Traveler must report to TMO with at least three copies of
TDY orders. TMO will make commercial reservations and issue a
GTR. Take the GTR to SATO for issuance of travel tickets.
Traveler is not authorized to make own travel arrangements.

Iravel _DRirected by Military QOwned or_Controlled Aircraft

All organizations have a designated individual, who may or
may not be assigned to traveler’s organization, who is
authorized to coordinate information on operational support
airlift requirements. This individual is called a Mission
Request Validator (MRV). The traveler is responsible for
notifying the MRV of travel needs. The MRV will coordinate
flight reservations with Hq Military Airlift Command (MAC) at
Scott AFB and notify the traveler when MAC confiras
reservations. TMO will then issue a MTA to the traveler. The
MTA will be given to the Passenger Service representative at
Base Operations on the date of departure. Provide TMO with at
lease three copies of TDY orders.

WHEN_MODE_OF TRANSPORTATION.I1S_NOT_RIRECIED

Traveler must report to TMO with at least three copies of
TDY orders. TMO will determine the mode of transportation to
be used when a particular mode of travel is not directed in the
travel orders. TMO considers the requirement of the mission,
material savings of actual productive time, subsistence, per
diem allowance, avajilability and reliability of service,
comfort and desires of the traveler, and then issues a GTR
reguesting commercial transportation or a MTA for government
transportation. Military personnel must accept routing by
military aircraft when TMO says it meets mission needs given in
travel orders.

RELEASE_QF_RESERVATIONS

Traveler is responsible to cancel reservations immediately
in the event circumstances prevent the use of accommodations
reserved. Further, traveler is required to present unused GTR,
MTA, or carrier tickets to TMO. TMO will prepare DD Form 730,
Receipt for Unused Transportation Request and/or Tickets
Including Unused Meal Tickets. Traveler will attach DD Form
730 to the travel settlement voucher.

RENIED_BOARDING _COMEENSATION

Most United States scheduled air carriers require payment
of liquidated damages in certain situvations if the carriers
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fail to provide confirmed reserved space. Compensation under . o
these circumstances mnust be made payable to the Treasurer of PN
the United States and forwvarded to the traveler’s Accounting
and FPinance Office (AFQO). See paragraph 16-59, AFR 177-103,
Travel Transactions at Base Level, for further details. LG

YOLUNTARY SEAI_RELEASE_COMBENSAIION hé;‘

If a traveler relinquishes a confirmed air carrier seat [ 3
voluntarily and the resultant delay does not impinge upon the o
performance of official duty and does not result in additional Ky
expenses to the government, then the traveler is authorized to S
keep any monies paid by the carrier. Under these S
circumstances, delays that cause additional expense must be G
reimbursed to the governmeant but the traveler may still keep : -
the excess monies paid by the carrier. Also, appropriate leave e
must be charged for additional time away from the permanent et
duty station because of the delay. Under no circumstances ﬁ??
should traveler relinquish a confirmed seat voluntarily if the NS
delay impinges upon performance of \fhe mission. e

MOTOR_VEHICLE_RENIAL_SERVICES E;ﬁi

As mentioned in Chapter Two, a completed AF Form 1820 is e
the instrument that authorizes use of a rental vehicle. TMO e
will not issue a TR to procure motor vehicle rental services. -
However, the TMO staff is responsible to provide information e
and assistance in the selection of the rental service to use e
and in the selection of the size vehicle that is the most ﬁ%}
fuel-efficient and that meets mission requirements. Services R
usually available are General Services Administration (GSA) o
interagency motor pools, GSA commercial contractors, and
commercial rental companies that maintain discount agreenents -
for DOD travelers on official business. Once type of service et
is selected, TMO can make reservations for the traveler. .

PAYMENI_FOQR_MQTOR_VEHICLE_RENTAL_SERVICES 'Egé
GSA-Interagency Motor Pools )
Traveler will not pay directly for this service. Rentals fﬂj

are billed to the Accounting and Finance Office (AFO) that T
supports the traveler. However, a copy of GSA Form 312, Daily o
Motor Vehicle Trip Ticket, must be submitted with the travel ki
voucher. Traveler will obtain this form from the GSA office at -
the time she/he takes possession of the GSA vehicle, :}:3
-.'._\':

_ i
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G3h.Commercial_Contractor_Rentals

Rental fees may be billed to the using organization’s AFO
but traveler is encouraged to make payments in cash, by check
or use personal credit cards acceptable to the contractor. If
personal payment is made, provide a copy of the rental
agreement to the AFO to support claim for reimbursement. Ask
your TMO which method of payment they recommend. Traveler is
authorized a cash advance to pay for car rental services.

e B BABIL S

3 Commercial_Rentals

& Payments to companies like Avis or Bydget will be made

> with funds received through a travel advance or with the
individual’s personal credit card or personal funds. Again,
keep all receipts to support claim for reimbursement.

- losurange
- GOA_Motor_Pool Vehigle. Full coverage is provided.

GSA_Commercial _Contractor Rental. Full coverage is
provided.

Compercial _Rental Companies. These companies provide a
deductible clause for collision coverage as part of the
contract fee. The government will make reiabursement up to the
deductible amount for repairs to an automobile damaged in the
performance of official business., If the traveler purchased
the full waiver at an additional charge in connection with
renting an automobile withjin the United States, then that
optional coverage js_not reimbursable. If the traveler
purchased the full waiver at an additional charge in connection
with renting an automobile goytside the United States, then that
optional coverage js reimbursable. Again, keep all receipts to
support travel clain.

Military Iraffic_Mapagement_Command_ C(MIMC)

- MTMC is the DOD agency responsible for publishing a list

. of participating vehicle rental companies in the Federal Travel
Directory, which is available at the local TMO. Additional IEARN
information my be obtained from the Commander, Military Traffic SR
Management Command, ATTN: MT-PT, 56611 Columbia Pike, Falls ﬁjp'
Church, VA 22041-5080. RO

et .

USE_QF_AERQ_CLUB_AIRCRAET

The use of Aero Club owned aircraft will not take
precedence over normal government conveyance. When the use of
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such ajircraft is authorized for official duty travel,
re imbursenent will be the lesser of actual necessary expenses
or the cost to the government for commercial transportation.

When a group of two or more travelers is authorized to
accomplish official duty travel in Aero Club aircraft,
reimburseaent to the traveler, who is responsible for the
aircraft, will be the lesser of actual necessary expenses or
the aggregate equivalent commercial transportation costs to the
government for the group. Other members of the group shall
receive no payments for the transportation in the Aero Club
aircraft. Necessary expenses incurred include the hourly fee
imposed by the Aero Club, fuel charges if not reimbursable by
the Aero Club, landing and tie-down fees (to include hangaring
of aircraft under severe weather conditions) charged at en
route and destination airports. Per diem is payable to all
nenbers using this mode of transportation for official duty
travel for the actual time, including necessary delays, up to,
but not more than, the amount which would have been payable if
commercial transportation had been used.

Traveler will request special authorization on AF Form
1820 (discussed in Chapter Two). Orders issuing or approving
official is the final authority for approval.
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Chapter Four

FINANCE PROCEDURES

GENERAL

Military members of the United States Air Force are
authorized additional funds to defray costs incurred during
official TDY. The rules for per diem allowances are varied,
complex and are documented in Volume 1 of the Joint Travel
Regulation (JTR) and supplemented by AFR 177-103, Travel
Transactions at Base Level. 1In this chapter, we will address
issues concerning government financial support of TDY
travelers. The focus will be on those issues most likely to be
encountered while on a normal TDY that involve entitlements and
documentation required t. support claims for reimbursement.
Members should, however, review directives or seek help fron
the Accounting and Finance Office to obtain details not
discussed in this general overview of TDY finance procedures.

ADVANCE_FUNDS
loitial_Advapce

Advance of funds prior to departure on TDY is authorized
to defray justified and allowable expenses expected to be
incurred in the performance of official travel. The base
Accounting and Finance Office (AFO) will determine the amount
of the advance based on the known conditions associated with
the travel and the traveler’s request. AFOs usually pay up to
80% of the total estimated authorized and allowable expense the
traveler expects to incur during the travel. Payment of full
advance not to exceed that estimated authorized amount is also
permitted in certain circumstances.

Iine_of _Payment

The advance is normally not paid more than three workdays
before the traveler departs the permanent duty station on
official travel. Traveler must report to the Travel Section of
the AFO with copies of TDY orders to request an advance.

13
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ddditional_Advance

For second or additional advance, traveler must subamit a
request with lodging receipts and other evidence of authorized
expenses to the TDY base AFO.

IRAVEL_STATUS
Geoeral

Traveler is entitled to travel and transportation
allowance as authorized in accordance with existing regulations
but only while actually in a “travel status.” Travel status
begins at the time member leaves his/her place of abode,
office, or other point of departure and ends when member
returns to place of abode, office, or other point of arrival at
the conclusion of trip.

Beginning of Travel Status

When member departs home and proceeds to transportation
terminal, then per diem begins when member departs from honme.
When member departs home and proceeds to office or another
point of duty and then to the transportation terminal, then per
diem begins when member departs from office or another point of
duty.

Eoding_of _Iravel_Status

When a member returns to terminal and proceeds home, then
per diem ends when member arrives home. When member returns to
terninal and proceeds to office or other point of duty and then
home, then per diem ends when member returns to office or other
point of duty.

EER_RIEM_ALLOWANCES
General

Per diem is payable for whole days or partial days. The
percentages indicated below are allocated for each commercial
neal and element of the per diem allowance regardless of
location:
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Bull_Days
EVENT PERCENTAGE OF
——— TOTAL_BAID__.
BREAKFAST 13%
LUNCH 13%
DINNER . 13%
MISCELLANEOUS 7%
LODGING 54%
100%
Pactial_Days
EVENT PERCENTAGE OF
——— TOTAL_PAID___
BREAKFAST 8%
LUNCH 10%
DINNER 21%
MISCELLANEOUS 7%
LODGING 54%
100%
Bates_Pavable

Rates of travel per diem allowances are as prescribed in
Appendices A and F of the Vol. | JTR for travel outside the
United States and in Chapter 4, Part A, and Appendix L, Vol. 1
JTR for travel within the United States. A sample page of
Appendix A to Vol. 1 JTR iIs at Appendix D to this guide. The
location of the member at 2400 of each day generally determines
the applicable rate of per diem for the day.

LEAYE_WHILE_ON_TIDX
Geperal

A member on TDY may be authorized leave before, after or
in the middle of a TDY.

When leave is authorized before or after the TDY, state
the dates involved and the complete leave address in item 16 of
travel order, DD Form 1610, Request and Authorization for TDY
Travel of DOD Personnel. After completion of TDY and leave,
menber will provide leave and TDY date data in item 1 of DD
Fora 1351-2, Travel Voucher or Subvoucher. Preparation of AF
Form 988, Leave Request/Authorization, is not required.

AF Form 988, however, is required if member takes leave

15
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from and returns to the TDY location. The TDY unit will issue
and report leave to TDY base AFO. Member is required to attach
a copy of AF Form 988 to travel voucher.

USE_OF_GOVERNMENI_FACILIIIES
General

Government quarters and mess facilities must be used to
the maximum extent possible at the TDY location. AFR 90-13,
Directory of Government Quarters and Dining Facilities,
contains a listing of Air Force installations worldwide and
shows, for each installation, whether these facilities exist.
Extracts from AFR 90-13 are at Appendix E,

DD_Form_1351-5_Government_ Quarters_and Mess

If government quarters or mess is not available at Air
Force locations listed in AFR 90-13, then traveler must ask for
this form to support entitlement to a rate of per diem based on
nonavailability or nonuse of government quarters or government
mess. The Accounting and Finance Office will not pay traveler
the higher rate of per diem without this form. The TDY Base
Billeting Office usually issues this controlled form to
travelers. )

DD Form 1351-5 is not required to support claims for per
dien based on nonavailability of government facilities when AFR
90-13 shows such facilities are nonexistent.

Traveler is encouraged to ask the AFO staff before
departure for assistance or review AFR 90-13 to determine
availability of government facilities at the TDY location.

AF_Form_2282. Statement of Adverse Effect -_Use_of Government
Facilities

This form is initiated by the traveler and approved by the
orders issuing or approving official if the use of available
government quarters or mess facilities would have impaired
performance of duties essential to the mission. A blank AF
Form 2282 is at Appendix F. The approving authority is the
final word for issuing the statement of adverse effect. This
form will be the basis for payment of increased per diem for
meals or quarters or both at those locations listed in AFR
90-13 where government facilities are available. See AFR
177-103, paragraph 14-7£(1), for conditions on which this
statement may be based.
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BEIMBURSABLE _MISCELLANEQUS EXPENSES

PRI 2
W .

. %
"

02 | SO
W N

Beceipts
A receipt to support claim for a reimbursable item of =
" travel expense will be furnished for any item in excess of $25 BQv
- when it is practicable to obtain it. Failure to furnish RN
" receipts must be fully explained on the reisbursement voucher. Ql}-
¢ B 0

1

Passport_and _Visa Reguirements

.
.
.
R
o By

Traveler required to obtain passports or visas for the TDY
as directed by AFR 30-4, Passports, is entitled to
re imbursemnent of expenses. Member that requires a passport or
visa must report to the Passport Section of CBPO for
preparation of an application. The administrative process to

- acquire a passport or visa takes time, usually weeks.
. Therefore, this should be one of the first actions the traveler
. takes to prepare for departure.

; Iraveler’s_Checks Reimbursement

Traveler is entitled to reimbursement of expenses for the
purchase of traveler’s checks or similar instruments purchased
" for the safe transportation of personal funds necessary for
3 normal expenses incurred on TDY. Under certain circumstances,
X some AFOs now issue traveler’s checks, at no cost to the
menber, when advance funds are requested.

é Iransportation To or From_ Carrier_Tlerminals

Re imbursement is authorized for the usual taxicab, bus,
streetcar, subway, or other public carrier and for privately
owned conveyance used for transportation to or from carrier
. terminals and home or office. R

Checking_and _Iransfer_of _Baggage

Expenses incident to checking and transfer of baggage, R
wvhen itemized, are reimbursable. The number of pieces of &
baggage checked or transferred, or both, will be shown on the AR
travel voucher.

3 Iips T

Terminal, Tips for handling of personal and government iE{'
5 baggage at terminals are authorized. The number of pieces of T~
- baggage handled in each category must be shown on the clainm. Kﬂ}
o ' An example of government luggage is containerized volumes of Sty

regulations, reports, and checklists carried by Inspector SO
General (IG) inspectors. Government equipment a speclalist may
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require to perform the TDY mission is another example of
government luggage.

Hotel. Such tips are not reimbursable for handling of
personal baggage at hotels. Tips for handling government
baggage at hotels, however, is reimbursable.

Iaxi_and _Ajrport Limousine Drivers. . Tips of 15% of the
fare is reimbursable.

Drivers_of Free Iransportatiopn. Tips given to drivers of
hotel or airline vehicles that provide transportation without

charge are reimbursable up to $.50 for each one-way trip.

Eotry Fees._DBoarding_Tazes._and _Similar_Fees

The cost of airport taxes, landing fees, port taxes,
boarding taxes, airport fees or service charges, or other
similar mandatory charges or fees assessed against members on
departure from carrier terminals inside or outside the 50
states, territories, or possessions or upon arrival at carrier
terminals outside the 50 states, territories, or possessions
wvhich are not included in the cost of tickets for passage are
reimbursable.

IRAVEL_VQUCHER_AND_CLAIMS
Iravel_Voucher

The travel voucher is a claim if travel allowances are due
or an advance or overpayment remains to be settled. The
traveler must submit a DD Form 1351-2, Travel Voucher or
Subvoucher, to the AFO upon completion of travel when monetary
amounts are involved, such as transportation requests (TR,
advances, leave, liquidation of obligations, etc., even if no
amount is due. Voucher must be filed within five workdays
after completion of TDY.

Bayment_Policy

Air Force policy is that vouchers are normally paid within
two workdays after day of receipt at the AFO.

Iraveler_Responsibilities

While the AFO is responsible to help travelers prepare the
travel voucher, the traveler has primary responsibility for
preparation of this document and for the truth and accuracy of
the information in it and on the substantiating documentation.
By signing the travel voucher, traveler authenticates the
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voucher regardless of who prepares it. Therefore, the
signature makes the voucher an official statement and an
integral part of the claim. As such, it is subject to Article
107, Uniform Code of Military Justice (UCMJ) and 18 United
States Code (USC) 1001 (false official statements); Article
132, UCMJ and 18 USC 287 (frauds against the Government), and
28 USC 2514 (forfeiture of fraudulent claims).

Bottom line - do not sign a voucher that contains false
information.

Data_Reguired.on DD _Form 1351-2

Information required for completion of DD Form 1351-2 is
mostly self-explanatory. However, items 4 and 8 may cause
confusion. Traveler who uses privately owned conveyance will
show odometer readings between points traveled in item 4.
Traveler will not use item 8. Delays en route which may be
chargeable as leave will be shown in item 1. A DD Form 1351-2
is at Appendix H. AFOs usually provide a sample completed form
at their customer service lobby. See AFR 177-103, Chapter 14,
Preparation, for more detailed instructions.

Standard _Form C(SF)_1164._Clajim_for Rejimbursement_for
Expenditures on Qfficial Business

TDY_Within_Limits_of Permapent Duty Station (PDS). SF
1164, Appendix G, is used to file for claim of transportation

expenses incurred on TDY within member’s PDS when mode of
travel is POV. If no other expenses are incurred, then
preparation of DD Form 1351-2 (travel voucher) is not required.
Per diem for meals is not authorized in this case.

Irapsportation_at IDY Location. Occasionally a traveler
will be billeted off base and forced to rely on commercial

transportation when government motor pool service is not
available. If trips from quarters to place of TDY are too
numerous to document in item 5 of DD Form 1351-2, then use SF
1164 to file a claim for reimbursement of this expense.
Preparation of DD Form 1351-2 is still necessary in this
sjtuation to document claim of other expenditures.

Irayel_Youcher_ Package

The traveler will provide the AFO with the following
documents attached to the travel voucher:

f. At least three copies of travel orders (command
and local procedures vary)

2. Any DD Form 1351-5, Government Quarters and Mess

19
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3. Any coplies of TRs issued by TMO

4. Any AF Form 2292, Statement of Adverse Effect

5. Any Standard Form 1164, Claim for Reimbursement
for Expenditures on Official Business

6. Any AF Form 988, Leave Reqﬁest/huthorizatlon
issued while TDY.

Bevlew_of _Voucher

Supervisor of traveler is authorized to review voucher to
insure mission was accomplished as directed.

Administrative

Traveler should complete voucher using permanent
nonerasable ink or typewriter. Lead pencil should not be used.
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PERMISSIVE TEMPORARY DUTY !gr
2 GENERAL R

- Pernissive TDY is an authorized absence that does not e
- involve expenditure of government funds. Permissive TDY is not P,

chargeable as leave and is authorized travel to attend a : k..
- variety of events, some of which will be discussed later in "y
.. this chapter. AFR 35-26, Permissive Teamporary Duty, prescribes b
- basic policy and procedures. 'ky

. ADMINISTRATIIVE _PROCEDURES E‘E
;5 Approval_ Autherity o

Any official who is authorized to direct funded TDY is o
- also authorized to approve up to 10 calendar days permissive e

TDY. L

- Periods over 10 days but less than 30 days may be approved
< at base level.

Periods over 30 days must be approved by the Air Force -

Manpower and Personnel Center (AFMPC) located at Randolph AFB,

- Texas. Paragraph 4 of AFR 35-26 provides details. SR
- RS
- Irayel_Qrders e
o Traveler needs to use the same form as funded TDY, DD Form .o
) 1610, discussed in Chapter Two. AFR 10-7, Administrative EE
- Orders, paragraph 2-25, gives specific data that must be o
= included in item 16, Remarks. The Base Director of o
- Administration is responsible for authentication and N
. reproduction as with funded orders. e
s Al
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IRANSPORTATION o
Gsneral : " }_,;
DOD Regulation 4515.13-R, Alir Transportation Eligibility, o
authorizes Alr Force military personnel to use government owned j};
or controlled aircraft while on permissive TDY. This travel is . g&@
at no expense to the military member and .Is authorized only on >

a space available basis. The policy applies within the

continental limits of the US (CONUS) as well as within and ';;
between overseas areas. ey
There are 18 categories of space required travel and four iﬁf
categories of space available travel. Permissive TDY falls ﬁ}j
within Category 3 of space available travel. While the odds S

may appear slim to catch a free ride, it certainly could prove . i::
well worth the effort.

Traveler desiring this type travel needs to visit the
Passenger Service facility at Base Operations with a copy of
permissive TDY orders.

. e e .-
PO .
e P

PRSI

e R

Traveler may, of course, use POV or commercial

transportation at her/his own expense. 8&5
*..‘l.‘
Iravel Time o

Tv

The number of days authorized include travel time. Leave
will be charged when traveler exceeds the authorized number of

.y
’
LS i
AR
P Rad

permissive TDY days. g
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EINANCE_REQUIREMENIS T

Even though government funds are not used, traveler must !E!

file a "no pay" travel voucher within 5 workdays after e

completion of TDY. The same form used for funded TDY, DD Fornm S
1351-2, is filed. At least one copy of the permissive TDY .

order must be attached to the travel voucher.

WHEN_PERMISSIVE TDY_MAY_BE_APERQVED

General )
Attachment | to AFR 35-26 lists 27 categories of events
that may be attended by Air Force military personnel on T
;3 permissive TDY status. Some of these categories are: sports, N
o recreation and talent events; attend resident study under the : o
e Operation Bootstrap Program; present inspector general A?#
’n complaints; visit Major Command H@ (MAJCOM) or HQ USAF to Eg
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discuss career plans and review records; attend or participate e
in Base Advisory Council orientation trips; participate in :fyu
' scouting events; travel to new duty station to look for %gﬁﬁ

off-base housing; and support the Organ Donor Prograa.

Some sports events sponsored by DOD provide for funded
transportation. Paragraph 7b of AFR 35-26 has details.

Nl s 4, 0, % 4

Again, complete details of all 27 citegorles and listing
of related directives can be found at Attachment 1 to AFR
{ 35-26.

House _Huntipng_JTrips

This category has been singled out for further expansion
since many consider pre-move trips a superb benefit. Any
menber qualifies who plans to occupy non-government quarters at
the next duty station and has formal assignment notification.

A house hunting trip may be made in advance of or in
conjunction with the actual permanent change of station (PCS)
move. A trip is also authorized in conjunction with an
official funded TDY in advance of the PCS move. Only one trip
is authorized per PCS. A maximum of 7 days, including travel
time, may be approved for a trip in advance of the PCS move and
5 days when the trip is in conjunction with the PCS move. For
further details review paragraph 24 of Attachment 1, AFR 35-26.
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Members who make a pre-move house hunting trip are
authorized to claim expenses on their individual income tax
; return. Authorized expenses include transportation, meals, and
N lodging for member and dependents while traveling to and from
. the area of new duty station and while there. These expenses
are considered adjustments to income. The Internal Revenue
Service (IRS) does not set a limit to the number of trips
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A authorized. For further details see IRS Publication 521, jﬁrb
5 Moving Expenses. i
A

- CBNCELED_TRIPS o
L ™

Traveler must prepare and sign a statement that travel was
not performed. The immediate supervisor verifies the statement
with his/her own signature. While no specific format is
. required, suggest the standard Air Force letter with the
% immediate supervisor signing at the first indorsement. Send
the statement and a copy of the permissive TDY order to the
Travel Section of the finance office. There is no need to
revoke the order through the Base Director of Administration
since funds are not involved.
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(THIS FORM IS SUBJECT TO THE PRIVACY ACT OF 1974 - USE BLANKET PAS - AF FORM 11.)

7. TYPE OF ORDERS

8. SECURITY CLEARANCE

10a. APPROX. NO. OF DAYS OF
TOY (Including travel tims)

5. PROCEED O/A (Date)

REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL " oucst
(Reference: Joint Travel Regulations}
Travel Authorized as Indicated in Items 2 through 21.
REQUEST FOR OFFICIAL TRAVEL
2. NAME (Last, First, Middle Initial) AND SSAN 3. POSMION TMILE AND GRADE Of RATING
4. OFFICIAL STATION S. ORGANIZATIONAL ELEMENT 6. PHONE NO,

9. PURPOSE OF DY

RATE PER MILE:

11 MINERARY [J vAmatoN aumorizen ’
27 MODE OF IRANSPORTATION

COMMERCIAL GOVERNMENT PRIVATELY OWNED CONVEYANCE (Check one)
At ail s HIP am VERICIE HIP

Travel only)

D AS DETERMINED SY APPROPRIATE TRANSPORIATION OFFICER (Overseas

[[] MORE ADVANTAGEOUS 10 GOVERNMENT

MREAGE REMBURSEM

ENT AND PER DIEM LWMITED TO CONSIRUCTIVE

COST OF COMMON CARRIER TRANSPORTATION AMD RELATED PER DIEM
AS DETERMINED IM JIR. TRAVEL TIME LIMITED AS INDICATED N JIR.

13- [] ren om AUTHORIZED IN ACCORDANCE WITH JTR,

[ otmer nate oF per DiEm (Specity)

V. ESTIMATED COST 15. ADVANCE
PER DIEM TRAVEL OMER TOTAL AUTHORIZED

$ $ $ $ $

travel overseas comply

with the Foreign

1. mEmAnKS (Use this space for special requirements, leave, superior or 131-class eccommodations, excess baggage, registration fees, etc.) (Prior 1.
g'lgnranct Guide for passport, immunization, and clearance nqulmmenu’. Attach mcft:u :houn :'o::,
of all lodgings used during the period of this claim. SUBMIT TRAVEL VOUCHER WITHIN § WORKDAYS AFTER COMPLETION OF TRAVEL.)

17. REQUESTING OFFICIAL (Title and signature)

18. APPROVING OFFICIAL (Titie and signatwre)

AUTHORIZATION

19. ACCOUNTING CITATION

20 ORDER AUTHORIZING OFFICIAL (Title and signature) OR AUTHENTICATION

21. DATE ISSVED

22. TRAVEL ORDER NUMBER

DD ,',{,’,‘,"“ 1610 nEPLACES AF FORM 626, JUN 76, WHICH IS o-sw'rt.

* US GOVERNMENT FRINTING OFFICE: 1983~ 380-979/934
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INSTRUCTIONS FOR_PREPARATION_QF _DD_FORM_1610

PREPARED BY
MAXWELL AFB DA OFFICE

The following guidelines are provided to help in the
preparation of DD Form 1610. Please use this helpful guide
each time you prepare a TDY order. Should you have any
questions, the information below is listed in greater detail in
AFR 10-7, Administrative Orders, or you may call the Orders
Section, ext 7362.

Iten_l: The date you prepare the request, i.e., 18 Jun 83,
NOTE: 1If month is abbreviated, the year must be abbreviated.

ltem_2:; Ensure all names are typed in capital letters. Last,
first, middle initial and then the SSAN (without FR or FV
preceding the SSAN). For contingency TDY, add AFSC (DAFSC for
officers, CAFSC for airmen) and Force Requirement Number (FRN)
after each member’s name.

NOTE: If an order pertains to less than 9 people, include
no more than 2 in items 2 through 3; then include in item 2
“See item 16" and type the remaining in item 16 (space
permitting). For orders pertaining to more than 9 travelers,
or if space in item 16 does not permit including names, include
“See Reverse” in item 2 and type all the names and applicable
information on plain bond, so they can be reproduced on the
reverse of the order. At no time will the names be included in
all three locations. (AFR 10-7, page 2-39)

lten_3: Ensure grade or rank is typed in all capital letters.
Abbreviate the rank in accordance with AFR 11-2. Far right
corner: Enter “(SIK)" for an enlisted traveler receiving
subsistence-in-kind (not on separate rations). For those
receiving other than normal BAS type "B", and "BAS-H" or
"BAS-K", as appropriate. (AFR 10-7, page 2-39)

Iten_4; Enter in lower case letters, capitalizing the first
letter of each word, the permanent duty station, i.e., Maxwell
AFB AL 36112 (no comma between base and two letter state
(abbreviated).

ltem_5: Enter current unit of assignment and office symbol,
i.e., H@ 3800 ABW/SS.

lten_6; Enter duty phone of individual with knowledge of TDY.
This number will be called if questions arise or problems exist
with the order.

Itep_7: Enter in capital letters "ROUTINE’ for regular TDY.
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Enter “REPEATED®, "BLANKET" (Only Commanders and Commandants
are delegated authority to approve blanket TDY orders for their
personnel. All Headquarters Air University staff sections must
have their requests approved by HQ@ AU/CS). "PERMISSIVE", or
"CONFIRMATORY", when orders other than routine are required.
You must refer to the appropriate paragraphs 2-22 through 2-25
for required statements, or see the specific example that is
attached. '

lten_8;: Enter for each member the security clearance (in
capital letters) only when access to security information is
required while on TDY. If the same security clearance applies
to all members on the order, enter only once. If no
requirement exists, enter "NA".

ltem_9; Preceding the purpose, identify mission essential
(MSN) versus administrative travel (ADM) using the following
Office of the Secretary of Defense definition: Administrative
travel is that for which the fundamental purpose g¢ould be
achieved by alternate means or cancelled without impacting
directly upon the accomplishment of essential or critical
mission objectives. Enter (MSN) or (ADM) before the purpose.
DO NOT use general statements such as "official business® or
“USAF matters®. Type the purpose in upper and lower case
letters. When attending a school or course of instruction,
include course title, number of course and Class ID (if unknown
state: "This is a course of instruction®".), start date and
graduation date. For those courses managed in the Pipeline
Management System (PMS), also include Training Requester Quota
ID (TRQI) and Training Line Number (TLN) for each training
event. (If TRAI and TLN cannot be provided by the allocation
authority, cite authority for member’s attendance). (AFR 10-7,
page 2-40.)

ltem_l0a; Enter approximate number of days of the TDY plus two
days travel time from the permanent duty station to TDY
location(s) and return. DO NOT include delay en route (DDALV).
If TDY is for 30 days or more at one location, the following
statement pyst be included in item 16. “Pursuant to AFR
30-15, you will report to the Base Housing Referral Office
servicing your new duty station before entering into any
rental, lease or purchase agreement for off-base housing.” For
permissive TDY line out the word "Approx.® Air Force military
personnel will not be placed on funded TDY (including travel
time to and from) at any one location within a twelve month
period for more than 179 days (walivers require Secretary of AF
approval).

I1ten _10b;: Abbreviate the date, i.e., 19 Aug 83.

lten_l11: VYariation Authorized, Not to be used
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indiscriminately (see AFR 10-7, Page 2-40, Item 11 and para
2-31 for guidance). This authorization should only be granted
when it is essential to the success of the mission or purpose

of the TDY. Do not authorize variatioans in itinerary in E
repeated, blanket, permissive, or confirmatory orders. N
o

O

ltinerary. Enter °“FROM:" in all capital letters, followed v ﬂ3:=

by the location where the traveler is assigned or currently f?"

located (in all capital letters). Directly underneath, enter
"TO:" in all capital letters followed by the specific
location(s) at which TDY will be performed (in all capital
letters), for example, unit and nmilitary installation (air
base, air station, site, test range, foreign government,
military installation, etc) or building and city, and state
(two letter state abbreviation) or country (completely spelled
out). Underneath "TO" enter "RETURN TO:" in capital letters,.
Normally return will be to traveler’s permanent duty station.
Type this in all capital letters.

i

SIS AT SRS Y S S STERN Y T,

< ltep_l2; Mode of Transportation. The modes of transportation
J need only be indicated when the requirements of the mission to
i be performed can be met by a specified mode of transportation.
g Approving Officials have at their discretion the option to

- direct modes of transportation. In these instances the
statement “Travel by (mode) is directed”, is shown in item 16.

' NOTE: Travel by POV cannot be directed. The directed mode
may be modified to include “"when available®". Servicing TMO
could then exercise discretion and return travelers(s) to home
station by the most economical method when directed modes are
not available. If commercial air to and from CONUS is being
used then refer to AFR 10-7, para 2-30i.

Brivately QOwned _Convevange:

For_Military - Leave blank except when travel is
determined more advantageous to the government. When more

s advantageous to the government, include current rate per mile,
ﬁ and "X" More Advantageous to Government block.
ti For_Cjivilian - Leave blank unless the member is

driving a POV. If driving, include current rate per mile and
"X" More Advantageous to Government block gr Mileage
Re imbursement block, whichever is applicable.

NOTE: When travel is more advantageous to the government,
and there isn’t a message/letter authorizing this, an AF Fornm
1820 must be prepared and maintained in the office of the
orders issuing/approving official. Include in item 16:
“Justification for determining the special authorization(s) in
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this order is maintained in (functional address symbol).* If
the traveler will accompany or be accompanied by other persons
in an official travel status in a privately owned conveyance,
an appropriate statement must be included in Item 16 giving the
names of the persons involved.

Item_13: °“X" the "Per Diem Authorized in Accordance with JTR"
block. Very seldom will it be “Other Rate of Per Diem™ block.

lten_l14: Complete on all For Self Specific Allotment Funded
(local funds) TDYs.

Jtem_15: Leave blank for military. A civilian employee may,
upon request, be granted an advance of travel and
transportation allowance funds. The amount of this advance
will not exceed 75% of the total that is due the traveler.
Orders issuing/approving official may contact the
organization’s funds manager prior to publication of order to
determine amount of advance authorized.

Item_16; The following items must be reflected in this block,
if applicable:

a. The RC/CC Code will be listed first if funded by the
organization of the individual.

b. List any gpecial_authorization such as excess baggage
and hire of special conveyance along with required statements

(see AFR 10-7, para 2-30),

NOTE: The orders issuing/approving official is
responsible for determining the necessity for including special
authorization and therefore the issuing/approving official must
read and become familiar with AFR 10-7, para 2-30.

c. If leave is to be included in conjunction with TDY,
indicate as follows:

Military: ___ (Number of days ordinary leave
authorized following completion of TDY. Provide complete leave
address and emergency telephone number if possible).

Cilvilian: Number of hours or days of annual leave
authorized, i.e., "7 days annual leave authorized”®.

d. If an order is confirmatory, the following statement
is required: *“VOC, gorgn. this stn, eff date of order, are
confirmed, exigencies precluded written orders in advance.
Submit a travel voucher within 5 workdays after receipt of
order”.
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N e. If TDY is over 30 days, do not forget recquired housing : gaf

5 statement. (AFR 10-7, para 2-41) . NI+
f. Authority: List this as the last item in the remarks

o section. Auth:

-

3 Enlisted: AFR 39-11, Chap 6 and any message and/or

n letter pertaining to the TDY. :

Qfficer: AFR 36-20, Chap 6 and any message and/or
letter pertaining to the TDY.

Civilian: JTR, Vol 2, Chap 6 and any message and/or
letter pertaining to the TDY.

When registration fee is authorized for a military member to
attend a non-federally sponsored meeting, use AFR 30-9 and JTR,
Vol II, para M4409, as the authority. For federally sponsored
meeting, use the JTR reference only. When a registration fee
N is authorized for civilian personnel to attend a non-federally
o and federally-sponsored meeting, use JTR, Volume IIl, para
C4708, as the authority in both categories.

When travel is outside the CONUS, include “"Assure USAF Foreign ﬁ;q
Clearance Guide is complied with before travel begins. SO

SN N ORI,

(AFR10-7, page 2-43, para ah). R
= -.-4
. ltem_17: Not used at (AU). Efﬂ
3 Item_18: Type signature element of orders issuing/approving fi:%

official and complete with signature in same block. e

NOTE: Keep signature within the confines of block 18 as iﬁi
much as possible so as not to obstruct any other itenms. I

ltem_19: Flush with the left_margjp insert the following in
all capital letters:

.
LA A e 4

.

DEPARTMENT OF THE AIR FORCE £
Ha 3800 AIR BASE WING (AU) =4
MAXWELL AFB AL 36112

%ﬁ TDN; FOR THE COMMANDER (Omit "TDN" on Permissive TDY i
-V orders) .
N . -
£ The funds manager will enter fund citation and CIC on the right 'ﬂf
side of this item directly under the last letter of the word g;:
"Authorization® and certify with signature or initials. el
Distribution will be shown in lower right side of this item i
directly under the last letter of the word “Authorization". ;}ﬁ
S
4 o
Iten_20: Type signature block of authorizing official. ilg
N s
N 32 ;:i:
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Iten_21_3nd_22: Leave blank. To be completed by Special
Orders Section.

SPECIAL_NOTE: 1If other then normal distribution must be made,
so indicate, and if necessary attach a separate sheet

indicating the complete address element and number of copies to
send. .
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y REQUEST/JUSTIFICATION FOR SPECIAL AUTHORIZATION m
TO: (Approving Officiel) FROM: (Project Officer) oars = =
- ._ﬁ..°
Request the foliowing Soeciel Authorization(s) be spproved for traveler(s) indicated below (Refer to paregraph 230, AFR 10.7.) G
RN tu
1. O srrciaL convavance s. 0 NONUTILIZATION OF AVAILABLE GOVERNMENT QUARTERS '::"J"

O menraccan O vaxi O asa vewices AND/OR MEISING FACILITIES .

2. [J pmivATELY OWNED CONVEYANCE (Including
privately owned aircraft) WHEN DETERMINED TO 5. O rraveL wiTiin AnD AROUND DUTY STATION
3% MORE ADVANTAGROUS TO THE GOVERNMENT

3. O sxcEss UNACCOMPANIED BAGBAGE ALLOWANCE s. O orren @Speciry)

JUSTIFICATION (Fully justify each item ssperetely and identify items by item number, Continue on reverss, if necessary. Identify sll traveiers.)

CERTIPICATE STATEMENT - WHEN RENTAL CAR/GSA VENICLE IS AUTHORIZED. | understand | may obtein gevernment fuel from Alr Force Bess
rmu Stations (motor pool) by pressnting & copy 61 my orders, snd the rentsl sgreement. | understand | will not be reimburesd for Optionel ineursnce

should | It, | will rent the least costly vehicle thet will sstisfy mission requirements,
.__.:"'_""'__,____.________
PHONE NO. NAME AND GRADE OF TRAVELER/PROJECT OFFICER SIGNATURE

All Remerks by Approving Ofticiels/Coordination Agencies Are on Reverse.
y Carrnoveo (Torelly) O arrroveo (Pertisily - See Remarks) Ooisarenovee

DATS MNAME, SRADE, AND TITLE OF APPROVING OFFICIAL SIGNATURE

.

Concurrence as Prescribed Locelly (ACF, TMO, ete.)

$.0. NO.and DATE

AF :Onﬂg' 1.20 PREVIOUS EDITION WiLL B8 USROD. % £ U.5. Gevornment Minting ONNem 1904-420078/2108
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AR  MPAENES

EXTRACT

Members of the Uniformed Services

Appendix A, Part 11

Locality Tfavel Per Effective
Diem Rate Date
Tunisia:(Cont’d)
Lamarsa. . ..ottt ittt it e . $75 9-1-85
1] £ AP 44 9-1-85
SidiBouSaid ......cciiiiiiii it i i s 75 9-1-85
LY 1 T1.1 O 4 9-1-85
B0 7 2V 55 9-1-85
TURS o oiit ittt ittt iee e itie e erinennneteraerannaenns 75 9-1-85
[ 74 17 SO 35 9-1-85
Turkey:
. e £ 1 1 - O 51 6-1-85
8 113 ¢ SN 61 6-1-85
Istanbul . ... .. et 85 8-1-85
Izmir-Cigli . .. oo i i i e e 59 6-1-85
L0 T 1 V- 28 8-1-85
Turks and Caicos Islands ................ccoiieiiiiiaent, 136 6-1-85
A TUVAIU . .o i i e i it e 40 11-1-85
FUganda ... ... oo i i e e 70 11-1-85
dUganda . ... ... i i i eea e 45 11-1-85
Union of Soviet Socialist Republics® ...................... 100 4-1-85
United Arab Emirates ........ccvvriiiirininnnnneenesnnens 206 10-1-85
% United Kingdom:
Aberdeen ........oiiiiii it i i et e 99 11-1-85
7N £ o LS 61 11-1-85
Banbury ..ot i i it i e et e 86 11-1-85
Barton ... ... i i i ittt re e 54 11-1-85
Basingstoke .......ciiiiiiii it ittt e 86 11-1-85
Bath ..ot i i e i it it e e, 83 11-1-85
Bedford .....civiiii it i it e i, 62 11-1-85
2 T U] O 62 11-1-85
Bournemouth ...ttt 79 11-1-85
Brighton. ...ttt e i e 84 11-1-85
=3 ¢ 7 Lo ) O 74 11-1-85
Burtonwood ......civiiiiiii it i e it e 61 11-1-85
Cambridge . . .....cciiiiiiii it e e, 80 11-1-85
Caversham . ...ttt i it e ettt e 92 11-1-85
Chatham ...... oottt it ittt ene i 89 11-1-85
Cheltenham ...ttt it i it et cineiieennn 65 11-1-85
O 1 o2 C 83 11-1-85
AWy .. e et e, 86 11-1-85
Deddington .......coiiiiiiiiiii ittt e 77 11-1-85
DOVEr ..t i e i i e 54 11-1-85
DUNOON ... . et i 64 11-1-85
Dunstable...........c.ciiiiiii it i i e 80 11-1-85
Edinburgh ... ... i e e e 97 11-1-85
T 2 | 55 11-1-85
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CLAIM FOR REIMBURSEMENT
FOR EXPENDITURES
ON OFFICIAL BUSINESS

t DEPARTMENT OR ESTABLISHMENT, BUREAUY. DIviSION OR OFFICE 2 VOUCHER NUMBER

Read the Privacy Act Statement on the back of ths form.

2 NAME (Last iv3l. mudale vhai)

RANK/GRADE| 2 SOCIAL SECURITY NC

¢ MAILING ADORESS (inchude 1P Code)

CLAIMANT &

9 OFFICE TELEPHONE NUMBER

5. PAIDBY

3 SCHEDULE NUMBER

6. EXPENDITURES (/f fare claimed in col. (g) exceeds charge for one person, sh-w in col. (h) the number of additional persons which accomparied *ne

Claimant.) '
TRTE [ o Srow aomomle cooe m co o, T AMOUNT CLAIMED
0 A--Local travel | MLEAG: — 1
0 B-="Telephone or telegraph, or SATE
e C==(ther Exper ses (itemized, Cant: ADD | TIPS AMD
E Xperses | ) P —E) weeace Y6 L | PER. | miscel
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7. AMOUNT CLAIMED (Total of cols. (f), (3) and (i).)p $ 1 i \
» TOTALS b ;
4 irus Claimais approved. Long distance te'. phone calls. if shown. are certiied 10 1 certity that this claim is true anAd rarcect 10 the Best o—l my knnwiedge anr
as necassary in the interest of the Gavernment. (Note: I long distance calls belef and that payment or credit has not Deen 1eceved by me
dre inciuned, the approving onicial I ust have been authonzed, n wnting, by )
the heaa o' !%: 8partment or ays!XCy (o so certfy (31 U.S.C. 680a).) PAYMENT DESIRED Sign Onginal Only
Ocreck Ocasw
Sign Onginal Onty ¢ cA ~ DATE
CLAIMANT '
e | SIGN HERE -
OA 1". CASH PAYMENT RECEPY
APPROVING a PAVEE (Synanre) ‘b DATE RECEWVED
OFFICIAL
SIGN MERE _—
9 Thes clawm 13 certfied commect and proper for payment. ¢ AMOUNT
Sign Onginal Only oare s
CERTIFVING 12 PAYMENT MADE
OPFICEN BY CHECK NO
SIGN e =
ACCOUNTING CLASSIFICATION
Ttes-210 - 01 39 Excoption 0 SF 1184  STANDARD FORM 1164 (Rev.11-TH
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TH x eI g0 = DTS PRONE NO -
PAID BY
THGARNIZATION AND STATION
TRACE: OHDERS S agraph ) NO 13%ng g Dale: 01,6 4/NPNT KIS
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B g ) NUM
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TATL "WATURE AND EXPLANATION AT CLAMED | Al vkl
SUMMARY OF PAYMENT
Per Diem
Actual Expense
Long distarce telephone calls are certitied as necessary - APRROVING OFFICER (31 US ¢394« | Mileage or Transp Allowances
in the interest of the Government Reimbursable € xpanses
7. - TR'S/MTA’S'MT'S {/f none, so state) Total Entitiement
NUMBER FROM ' \C Less Previous Payments
Less Voucher Deductions
Amt Charged ta Accty Class
11. PAYMENT DESIRED
TJcreck 11 cAasH
9. LEAVE STATEMENT: days hours taken bet ween and 12. T PER DIEM REQUESTED
). POC TRAVEL i OWNER/OPERATOR Seeiren o) [ PASSENGER 13. 8AS RATE
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About the Author, iv
Account and Finance Office, 6,
10-11, 13-14, 16~-19
Advance funds, 13-~14
Aero Club aircraft, 11-12
Air Force Manpower and
Personnel Center, 21
Authenticating official, 3
Authentication, 3, 7, 21
Base Director of Administra-
tion, 2-4, 7, 21, 23
Base Operations, 5, 9, 22
Billeting Office, 16
Canceled Permissive TDY, 23
Canceling reservations, 9
Comptroller, 2
Consol idated Base Personnel
Office (CBPO>, iii, 6, 17
Country clearance, 5
Denied boarding compensation,
9-~10
Dependent ID cards, 6
Directed mode of transporta-
tion, 8-9
Directives
AFM 75-2, 2
AFM 30-130, 6
AFR 10-7, 1, 4-5, 21
AFR 28-4, iili
AFR 30-4, 17
AFR 35-26, 21-23
AFR 75-8, 2
AFR 90-13, 16
AFR 177-103, 1, 13, 16
DOD Reg 4515.13-R, 22
IRA Reg 521, 23
JTR Vol 1, 1, 13, 15
False official statements, 19
Federal Travel Directory, 11
Foreign travel, 5
Forfeiture of fradulent clainms,
19
Fornms
AF Form 988, 15-16, 20

Forms
AF Form 1820, 3, 5, 10, 12
AF Form 2282, 16, 20
DD Form 730, 9
DD Form 1351-2, 15, 18-20, 22
DD Form 1351-5, 16, 20
DD Form 1610, 3-6, 15
GSA Form 312, 10
Standard Form 1164, 19-20
Fragmented TDY policy, iii, 1-2
Government Transportation
Request (GTR), 8-9
House hunting trips, 23
Leave procedures, 15
Military Airlift Command, 8-9
Military Airlift Command Trans-
portation Authorization
(MTA), 8-9
Military Traffic Management
Command, 11
Mission Request Validator, 9
No pay travel voucher, 22
Normal TDY defined, iii, 2
Orderly room, 6
Orders issuing/approving
official, 2-5, 12, 16, 21
Passenger Service, 9
Passport regquirements, 17
Per diem, 5, 12, 14-16
Permissive TDY, iii, 2, 21-23
Privately owned conveyance, 4-
5, 22
Receipts, 17
Re imbursable expenses, 17-18
Rental vehicles, 10-11
Reproduction of orders, 7, 21
Scheduled Airlines Traffic
Office (SATO), 8-~9
Signing out/in, 6
Space available travel, 22
Special authorizations, 2-5,
12
Table of contents, v-vi
Traffic Management Office, 4-11
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f Transportation officer, 2 N
o Travel claims, 2, 18-20 RN
: Travel orders, 3-4, 21 g

Travel time, 4-5, 22 ’ !
Travel voucher, 18-20, 22 -
. USAF Foreign Clearance Guide, :
5

- Use of government facilities,
o) 16

l Visa requirements, 17
Voluntary seat release

- compensation, 10

i Travel status, 14 TN
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