	PRIVACY ACT STATEMENT

(5 U.S.C. 552a)
 AUTHORITY:  5 U.S.C. 5701, 5702 and E.O. 9397.

 PRINCIPAL PURPOSE(S):  Used for reviewing, approving and accounting for official travel.

 ROUTINE USE(S):  None.

 DISCLOSURE:  Voluntary; however, failure to provide the requested information may delay or preclude timely authorization of your travel request.



	Civilian Career Programs Standardized Travel Order Back

Dated 30 Sep 2004
THE FOLLOWING STATEMENTS APPLY ONLY WHEN LISTED BY NUMBER IN BLOCK 16 (FRONT):

1. Meal reimbursements will be based on the availability of government quarters; contact the Base Billeting Office.  All travelers will be required to pay surcharge at the on-base dining facility. (Civilians cannot be directed to use government messing).

b) Government meals are not available or directed (Government rate).

c) One or two meals are available and directed (Proportional rate)

d) Government meals are available, but are not directed (Locality rate).

e) All meals are provided (See paragraph 8 below)
2. Government procured transportation directed:  Report to the Transportation Office ASAP.  Failure to procure transportation through Transportation Office when directed would result in non-reimbursement of travel expenses.
3. When TDY to a military installation, contact the Base Billeting Office to ascertain that government quarters are/are not available.  Per Diem will be based upon the availability of government quarters.  
4. Approval must be obtained from appropriate agency before using this item.  Special authorization for Travel Order # TJ-_____________ is required for mission accomplishment.  The cost of Special Authorization(s) has been reviewed and is justified as “more” advantageous to the Government or necessary for mission accomplishment.   The cost comparison is attached.

a) Privately Owned Conveyance (POC) has been determined more advantageous to the government.

b) Reimbursement of transportation expenses necessarily incurred in the conduct of official business in and around the duty station is authorized. (When driving privately owned vehicle (POV))

c) Excess baggage of ________________ piece(s) ___________________ lbs. is authorized.  

d) Hire of special conveyance for use within area of TDY station authorized as more advantageous to the government.

e) Hire of special conveyance from permanent duty station to TDY station and return is authorized as more advantageous to the government.

f) Hire of special conveyance for use to/from the airport is authorized as more advantageous to the government.

g) Travel by POV is authorized for the traveler’s convenience.  Per Diem will not exceed that paid over a similarly traveled route by common carrier.  Excess travel time will be charged to leave.  Estimated travel request (TR) cost from duty station to TDY location (see block 11) and return to duty station is (see block 14).  

5.     IAW Public Law 105-264, use of the GTC is mandatory for all authorized expenses unless otherwise exempted under the specific
        provisions detailed in paragraph E of the Travel Transportation Reform Act (TTRA).  Assistance with charge/ATM card can be
        obtained by calling Bank of America Visa Card 1 (800) number on the back of your travel card.

6. Member is authorized _____ day(s) of leave before and ______ day(s) after TDY.   LEAVE ADDRESS: _____________________________________________EMERGENCY PHONE NUMBER:__________________________ 
7. Member must submit a travel voucher to your local servicing finance office within 5 workdays after completion of travel, and
a copy of the paid voucher to AFPC(respective career program), 555 E Street West, Suite 01, Randolph AFB TX 78150-4530 within 15 days.
8. Registration fee is approved on ________________ (date) in the amount of $______________  which: (a)  covers cost of _____________ meals and _________ nights lodging at $___________________ per night, (b) covers no meals or lodging.  (Authority:  JTR C4708 (civilan), JFTR, U4535 (military).  
9. Member is authorized an advance pay for this TDY.
10. Travelers using Career Program funding should ensure that their baggage size and weight (including number of bags) are within the limits of the Airline carrier.  A Special Authorization is needed prior to traveler going TDY if excess baggage will be an allowance
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