How to Complete DD Form 1610

Most of the information is self-explanatory.  Complete only the blocks in gray.  Pay special attention to Blocks 14 and 19 when you have a unit funded item(s), and block 16 if you are attending an MDC course
Block 1.
Date of Request.  Date order is prepared (20011001)

Block 2.
Name.  Traveler’s last name, first, middle initial (MOUSE, MICKY Z)

Block 3.
Social Security Number.  Traveler’s SSN (123-45-6789)

Block 4.
Position Title and Grade or Rating.  Traveler’s position title and civilian grade (Financial Manager, GS-12)

Block 5.
Location of Permanent Duty Stations (PDS).  (Randolph AFB, TX 78150-XXXX)

Block 6.
Organization Element.  Traveler’s unit, division, branch and office symbol  (AFPC/DPKD)

Block 7.
Duty Phone Number.  Traveler’s duty phone number include DSN prefix (210 665-5555)

Block 8.
Type of Orders.  “ROUTINE” (for all career program funded TDYs)

Block 9.
TDY Purpose.  What course/type of training you are attending and exclusive dates 




SEMINAR FOR NEW MANGERS




START DATE 8 OCT END DATE 10 OCT  (If dates will not fit in block 9, put in block 16 “REMARKS”)
Block 10a.
Approximate Number of TDY Days.  Total number of days TDY (plus travel time from PDS to TDY location and return).  Do not include leave or delay en-route in this block.
Block 10b.
Proceed Date.  Date to begin official travel, which should be as accurate as possible.  Official travel may begin as many as seven days before or after the indicated date, as long as you do not depart before the date the order is authenticated. (20011005)

Block 11.
Itinerary.  Location where Traveler is assigned which is your Permanent Duty Station (PDS); to TDY destination and return to PDS.


FROM:
  Randolph AFB, TX


TO:            Shepherdstown, WV


RETURN:  Randolph AFB, TX

Block 12.
Mode of Transportation.  Indicated in the blocks provided, the mode(s) authorized.


a.
Commercial.  Determined by the Transportation Officer, check the appropriate box


b.
Government.  Determined by the Transportation Officer, check the appropriate box.


c.
Local Transportation.  



Car Rental must be unit funded.  



Taxi or Other must include comments in Block 16 Remarks.



Privately Owned Conveyance, check second box, mileage reimbuirsement and per diem is limited to constructive cost of common carrier transportation and per diem as determined and travel time as limited per JTR.
Block 13.
Per Diem.  Check box a.  Exception for Management Development Courses check box b.
Block 14.
Estimated Cost.  


a.  Per Diem.  Number of days in block 10a times the per diem rate, plus lodging and any incidentals; this cost should be based on the actual type of billeting available as determined by the billeting office.  (The only exception to this is Management Development Courses which is incidental cost per day as limited per JTR - as tuition/lodging/meals are prepaid).



b.  Travel.  Cost of round trip airfare.



c.  Other.  Registration Fee or Unit funded items (i.e. rental car) must be shown with an asterisk.


d.  Total.  Total of a, b and c.  If you have a unit funded item then:
1. Divide the cost between the Career Program totals (a and b) and unit funded total (c), i.e. $460.00/$250.00)

2. Type unit fund cite in block 16 or 19 and have appropriate personnel sign by fund cite or attach a fund cite request certified by your local finance office. 


Note:  If travel involves two Fiscal Years (proceed in one FY and return in the next FY) divide the costs between the fiscal years - Exception - when flying travel is paid in current FY do not divide the costs)
Block 15.
Advance Authorized.  (use only If required- no government travel card)
Block 16.
Remarks.  Type “The following item(s) applies to the Civilian Career Program Standardized Travel Order Back Dated 8 March 2004. Items:  (*list the applicable items from the Civilian Career Programs Standardized Travel Order Back, Dated 30 Sep 2004)

*If attending OPM Management Development Center Course (MDC) item 8 on back of travel order must be filled out as follows:


8.  Registration fee is approved on Fill in date (date) in the amount of $Prepaid which (a) covers cost of all meals and all nights lodging. (b) covers no meals or lodging. (Authority:  JTR C4708 (civilian) JFTR, U4535 (military).
Block 17.
Travel-Requesting Official (Title and Signature).  Signed by the supervisor (or respective career program can sign if an electronic form has come from the supervisor)

Block 18.
Travel Approving/Directing Official.  Leave blank 
Block 19.
Accounting Citation.


-Type in the left-hand corner:


DEPARTMENT OF THE AIR FORCE


12 CPTS/FM (OR your finance organization and address)


RANDOLPH AFB, TX 78150-4444


-AFPC/DPKD will provide the accounting classification for travel and per diem costs only.






