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I. General Information

II. TDY Order Preparation

III. References / Web Links

IV. Points of Contact

V. Temporary Change of Station Orders

Concerning Operation Enduring Freedom

Enclosure 1  - Decision Paper Format for 



CONUS TDY / Rental Vehicle

Enclosure 2  - Sample DD Form 1610, TDY, dated Jan 2001

This guidance serves as ready reference when processing travel orders.

The goal is to establish a standard procedure for all 21st TSC units to follow. This TDY Guide is not intended to replace guidance found in the Joint Federal Travel Regulations (JFTR), the Joint Travel Regulations (JTR) or other official Guidance/Regulations, but to reinforce areas of concern and to facilitate the process.
09 Sep 2002

[image: image4.png]1. AUG 2002 20:48 : : NO. 434 P2

BATE OF REGUEST
REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD Pensonna 1. DATE OF REQ
(Refarencs: Joint Trevel Regulstions (JTRI, Chepter 3| MM{JG o7
[Read Frivacy Act Statement on back before complorlng form.) ;
RAEQUEST FOR OFFICIAL TRAV&.
RN 225t o, e T S SOCIAL SFCGNTTY NUMBER | & FORTION TITLE AND GRAGEMATING
A SPC, B4
= tocarion 0 ETATION { ) + ORCANIZATIONAL ELEMENT | 7. DUTV PHONE NUMBER |
554TH MILITARY POLICE BN WYBEAA finctude Arca Code)
APO AE 09046 N 431
8. TYPE OF ORDERS ammmm b. PROCEED DATE
™Y To conduct intransit mur‘i’ tnckding ravel time) " IYYYYMMDD)
: support of mission #0253 11 2002 AUG 09
I'97. ITINERARY [ [VARATION AUTHORIZED '

FROM: STUTTGART, (GE)
TO: RAMSTEIN,(GE) TO: PRISTINA (KO)

TO GRLICA ,(KO) TO: MIESAU, (GE)

RETURN TO:; STUTTGART,(GE)

12. TRANSPORTATION MODE

o, COMMERCIAL b. GOVERNMENT Te. LOCAL TRANSPORTATION
RAIL AR s P AR VEHICLE | GHIP Tﬁ't‘a“i'r oL | TAXL | OTHER ATELY OW EVANGE /Chcok one)
X % RATE PER MRE:
- - ADVANTAGEOUS TO THE QGOVERNMENT
[AS BETINMINED BY APPROPRIATE TRANGPORTATION GFFICER (Overvees Travet onty) MILEAGE REIMBURSEMENT AND PER DIEM IS
‘ ‘ UMITED TO CONSTRUCTIVE COST OF
COMMON CARRIGR TRANSPORTATION AND
PER DIEM AS DETERMINED AND TRAVEL
AS LIMITED PER JTR
13.] | PEROEM AUTHORZED IN ACCORDANCE WITHJTR. | | b. OTHER RATE OF PER DIEM (Specity/)
14, ESTIMATED COST 6.
. PENDIEM b. TRAVEL o OTHER d. TOTAL AUTHORIZED
¢ 102.00 ¢ 350.00 $ 0.00 & 452.00 $
16. REMARNKS fUae tiva space for epociel requb 48, loave, Dbagpage, detlons, registration feex, etc.)

GOVERNMENT QUARTERS AND MESS ARE AVAILABLE. TRAVEL FROM PDS SITE AND BACK WILL BE BY
GOVERNMENT VEHICLE, GOVERNMENT TRAIN, GOVERNMENT AIR. TRAVELER WILL SUBMIT CLAIM FOR
REIMBURSEMENT THROUGH THIS HQ' S RMO TO PERTINENT FINANCE OFFICE WITH IN § DAYS AFTER
COMPLETION OF TDY. UPON RECEIPT OF REIMBURSEMENT, TRAVELER WILL FORWARD A COPY OF THE
SETTLEMENT VOUCHER TO THIS HQ'S RMO INDIVIDUAL IS ON A TACTICAL MISSION. IAW AFIMAN 24-204
(3.4.2) DTD MARCH 1997, BASIC CO T LOAD IS AUTHORIZED. 11 POUND LIMIT DOES NOT APPLY. EXCESS
BAGGAGE IS AUTHORIZED. FULL PER DIEM WILL BE AUTHORIZED WITH A STATMENT OF NON

AVAILABILITY.

TRAVELER IS AUTHORIZED TO CARRY: 1 M4 SN# W063999 WITH 90 5.56 ROUNDS, 1 M9 SN# 1358970 WITH 30
9MM ROUNDS ‘

17, TRAVEL-REQ
JONJ}?IHAN L.

lgG OFFICIAL (Tivle 2gd signeture)

[18. ACCOUNTING CITATION

.- , - Budget \flalyst, FCO

7 ' 07 Aug 2002
20, AUTHO L] ¢ oy : 77, DATE ISSUED (YVYYMMOD)
FOR THB COWANDB 2002 AUG 07
4 , TRAVEL NUMBER
o 08-007

bD FORM 1610, JAN 2001 10US EDITION IS OBSOLETE.





I.  GENERAL INFORMATION
1. 
Unit/Brigade commanders, staff chiefs and approving officials have ultimate responsibility for the accuracy and legitimacy of all travel orders.  

2.
Approving officials (Item 18, DD 1610) and the traveler have the primary responsibility to conduct the mission in the most efficient, expeditious, and economical manner. The order-approving official must insure that  

· Travel is absolutely necessary for mission accomplishment.

· Number of travelers and time to accomplish the mission is kept to a minimum.

· Sufficient pertinent information is included in the order; and special authorizations                                           (i.e. itinerary variation, rental car, excess baggage, telephone usage, etc.) are fully justified and essential to accomplishing the mission.

NEW:

3.
Order preparers have the responsibility to ensure that all required data is entered (INCLUDING TRAVEL ESTIMATED COST) before TDY orders are further processed.

4.
Order Authentication (item 20, 21, 22, of DD 1610) Authentication assures orders are reviewed for propriety, before forwarding to Fund Certifying Officials.   

HQ 21st TSC: TDY order authentication will be performed by HHC, 21st TSC Training section.

Units/Brigades: TDY order authentication should be performed at a central location. 

5. Command Approvals: TDY orders requiring Chief of Staff (CofS) or Deputy Chief of Staff (DCofS) approval (i.e. CONUS travel) must be accompanied by written justification (Decision Paper – see web link: @ encl.1) that includes sufficient information to warrant the travel. 

a. The 21st TSC Comptroller Fiscal Policy Office, Bldg 3002, Rm 222, will review the TDY Orders for propriety, before they are forwarded to SGS / Chief of Staff for approval/signature. 

b. Unit/Brigade commanders are highly encouraged to implement this procedure within their brigades.

6. 
Blanket Travel Orders (BTOs) must be kept to a minimum.  BTOs will be approved by commanders/staff, or delegated officials, but will continue to be reviewed by Comptroller prior to publication.  Blanket orders will not be used for CONUS travel except for the Commanding General, Deputy Commanding General, Command Sergeant Major, Chief of Staff and Command Group, Deputy Chief of Staff drivers, Aides de Camp, Force Protection staff, etc.  BTOs will be published on a calendar quarter or less basis only  (i.e., 1 Oct - 31 Dec) and are reviewed for necessity upon expiration of the order but does not apply if under Continuing Resolution Authority (CRA) which limits expenditures.

7. 
CONOPS and Special Exercise TDY Orders forward to POCs for review/fund certification.

8. 
Invitational Travel Orders call your Budget Analyst for format/assistance.

9.  
Group TDY Orders (applicable for more than 2 individuals).  All TDY requirements have to be identical (location, date + time etc).  A list of all travelers with full name, Rank, last four of SSN, position title/grade, and organization element needs to be attached to the TDY Order.  DAC civilians and military personnel can be on the same group order/list; Local Nationals have to be on a separate Group Order/List.

10.
Services School Travel: 

a. Department of the Army (DA) funded CONUS SCHOOL Travel - CONUS schools funded by the Department of the Army (DA) centralized funding do not require the Chief of Staff approval.  Staff Chiefs/Commanders, and delegated individuals may approve these orders (exception: if 21st funds are involved).

b. 
RENTAL VEHICLES AT SERVICE SCHOOLS (Funded by DA and managed by 7th ATC):  This is the process for requesting authorization of a rental vehicle while attending service schools. 

(1) Soldiers must inquire about availability of lodging, subsistence and transportation at the service school.

(2) 
The individuals must submit a request for rental vehicle authority from the service school commandant by using the form provided by the service school.  If the school commandant authorizes the rental vehicle, the travel order will include such authority and will be funded by 7th ATC (see web link for more information: https://www.catc.7atc.army.mil/default1.htm)

11.
Army Lodging Success Program (LSP): Travelers going to the National Capital Region; Atlanta, GA; San Antonio, TX; or OAHU, HI must make lodging arrangements IAW the DA-directed LSP.  LSP web link is: http://www.armymwr.com/portal/travel/ 

12.
TDY Processing Time: The Comptroller / Fund Certifying Officials requires 3 workdays for reviewing/ completing of travel orders.  Emergency travel order processing will be performed on an exception basis only.

II. TDY ORDER PREPARATION
  (DD FORM 1610 – dtd Jan 2001)

 A TDY order will be prepared if an individual is on a temporary duty status outside his permanent duty station for more than 12 hours.  (SEE JFTR-C4, JTR Volume I-II, C1A-1)

This guidance is to assist the traveler/requester and approver to identify all requirements necessary to accomplish the travel mission in an efficient manner.  

  

 ITEM:                                                                                    
      


1.

Date of Request – Date when TDY order is prepared (i.e. 2002/04/22)
2.  
Traveler’s Name - Full name  (i.e. DOE, JOHN F.)

3.  
Traveler’s Social Security Number - Military + DOD Civilians only   

4.  
Position Title and Grade/Rating - (i.e. Program Analyst, GS 11 - or CPT or C7A)

5.  
Location of Permanent Duty Station (PDS) -  (i.e. Panzer Kaserne, Kaiserslautern, GE) Current permanent duty station

6. Organizational Element - Current unit/section of assignment (i.e. HQ 21st TSC, Unit ATTN: G3, Unit 23203, APO/ AE 09263).

7. Duty Phone Number -  (i.e. DSN 484-8112)
8. Type of Orders -  “TDY” and if appropriate, “Group”, “ VOCO”, “Repeated”, “Blanket”, “Amendment”, “Recession”, “Revocation”, “Permissive”.

9. Purpose of TDY - ie. Site Visit, Class / Seminar / Conference Attendance, Information Meeting, Staff Ride Recon, Medical Appointment, CONOPS, Exercise…. etc. (for more details see JTR, Appendix H) 
10a.
Approx. No. Of Days - (include travel time)

- Dates may be exceeded by 100 percent or 7 days whichever is less without amending the order.

· Temporary duty at one location is limited to periods not to exceed 180 days.

10b.
Proceed O/A -  (yy/mm/dd) i.e. 2002/04/03


- Travel may begin 7 days before or after the proceed date but is not official until the date the travel order is issued.

11.  
Itinerary - i.e. proceed from Kaiserslautern, GE, to Vicenza, Italy, and return to Kaiserslautern, GE. 


Multiple TDY destinations - all known destinations must be listed (actual point of departure, TDY destination point, military installation and/or city and return point) 


Variation Authorized - only marked if not all TDY destinations are known at the time of preparation of the TDY (requires a written justification) however; this should not be substituted for adequate advance planning.  This authority is not a blanket travel authorization. 


For Blanket Order include) – “Proceed on temporary duty at such times and in such order and in such frequency as deemed necessary, from your permanent duty station to any point, not to include CONUS deemed necessary for the accomplishment of your missions during the period of this order.  Upon completion of each tour of temporary duty you will return to your permanent duty station”.

12.  
Mode of Transportation
-
Priority 1:  Government transportation (i.e., auto, van, aircraft). 

Priority 2:  Common carrier (air, rail, bus, rental car). Tickets should be requested through SATO.



Priority 3:  Privately owned conveyance - POV (i.e., auto, motorcycle, 



Rental Vehicle).  

13. 
Per Diem  

a. 
Per Diem Authorized in Accordance with JTR/JFTR is marked for military and DOD Civilians.

a. Other rate of per Diem (Specify). If marked for LN (Local National Employees) adds “IAW CTA II and USAREUR Pam 690-69.” This block is also marked if other rates are used (i.e. actual expense allowance (AEA).

14.
Estimated Cost – Will be completed by unit. 

Per Diem is figured by the following web links to estimate cost: 


OCONUS: http://www.dtic.mil/perdiem/opdrform.html

CONUS:   http://www.dtic.mil/perdiem/pdrform.html
Per Diem Rate = Max Lodging+Meals (Local, Proportional or Government)
a. Per Diem - first and last travel day = 75% of the Local Meals Rate plus Local Incidental Rate. The standard ONBASE INCIDENTAL RATE is $ 3.50 OCONUS and $ 2.00 CONUS wide.

All other days -100% number of days time max. per Diem Rate. See 14a. above.
Per Diem (Local National) Compute per diem in accordance with rates, in Appendix R, USAREUR Pam 690-69.   LN TDY for more than 1 day outside Germany. The Per Diem Rates apply (see 14a above).

b. Travel - Costs are based on mode of transportation (see Item 12)  

POV  - Mileage is figured using the official Defense Table of Distance web link: http://dtod-mtmc.belvoir.army.mil/login.asp Login: “21TSCRMO” Password use: “COMPTROLLER” 

AUTHORIZED MILEAGE RATE FOR PRIVATELY OWNED AUTOMOBILE (POV) EFF. 21 JAN 02:

- US Personnel (military and DOD)   $0.365 per mile

- LN Personnel                                   € 0.27 per km   

Commercial Transportation - arrangements (commercial flight/bus/rail) should be made through the Commercial Ticketing Office (CTO / SATO).  Enter the cost provided by the CTO.  

Government Air - Enter the Government flight cost from CTO.

Government Vehicle - No cost involved, no $ amount is entered.

c.
Other - Cost for rental car/registration fee, etc. 
d.
Total - Sum of the applicable costs for per diem, travel, and other.

15.  
Advance Authorized - Advances for DOD personnel / military will only be issued for instances where the charge card cannot be used and an annotation to this effect is made in Item 16 of the order; otherwise, enter N/A


Advances for LN personnel - AE Form 690-69A will be submitted to the (ADD) Aufsicht- und Dienstleistungsdirektion Verteidigungslasten.

16. 
Remarks - use this space for special requirements, leave, excess baggage, accommodations, registration fees, etc be as precise as possible. It is encouraged to include as much pertinent information on the orders as possible.  At a minimum, the following common statements are entered (See AR 600-8-105, Table 2-2 for DOD personnel); 

web link: 

http://books.usapa.belvoir.army.mil/cgi-bin/bookmgr/BOOKS/R6008105/TBLTBLUNIQ4 - TBLTBLUNIQ4 

For Local National personnel:  specific guidance see USAREUR PAM 690-60 and USAREUR PAM 690-69

a.
Select one of the following for quarters:
· “Government quarters are available”. 

· “Government quarters are available but use would adversely affect mission performance”. 

· “Government quarters are not available”.

-    “LSP Reservation Number or Nonavailability Number for Government Quarters”.

b.
Select one of the following for meals:

· “All government meals are available and directed”.  

· “Government meals are not available nor directed”.   

· “Partial government meals are available and directed”.

c.

Travel Vouchers  

Travel vouchers must be reviewed and signed in block 20c by the traveler’s supervisor and submitted to Finance for processing within 5 working days after TDY is completed.

A legible copy of the paid voucher will be furnished to (whatever is applicable: i.e. the HQ 21st TSC Comptroller / Unit/ Brigade Fund Certifying Officer) within 5 working days after payment is received.

Other:

d.
When justified/or applicable – “Rental car is authorized”, “Excess Baggage is authorized”, “Official Calls are authorized”, “Leave in conjunction with TDY is authorized”, “Leave Dates are from ____ to____”,  “Conference Fee/Registration Fee is reimbursable”, “Full reimbursement of lodging is authorized”, “Airport shuttle service to __ and from __ is authorized”, “Taxi to __ and from __ is authorized”, “Travel by POV and in and around mileage at TDY site is authorized”.

e. Travel Tickets  - Traveler should request travel tickets through government contracted travel office (SATO).  Cost of travel tickets purchased through commercial travel agencies may result in less than full reimbursement.

f. Government Travel Card (GTC) Program (for DOD & Mil personnel) “Traveler is/is not a Government Travel Card holder”.” ATM withdrawals are limited to _____ “. “Infrequent Traveler without GTC”.
g. Force Protection TVL orders to security threat designated areas will include the following in the remarks block.

· As the person traveling, I received a brief from the G2/S2 section outlining the possible threats in my designated area of travel and I am aware of the measures I need to take to safe guard my belongings and myself.

· As the approving authority, I have reviewed the threat information, the Travelers AT/FP training records, conducted a risk assessment and deem the designated area acceptable for travel

17. 
Travel Requesting Official (Title and signature) Signature by the traveler’s supervisor or other person having full knowledge of the purpose and requirement of the travel mission.  For internal control purposes, the requesting official should never be the approver or authorizer. 

18. 
Travel Approving/Directing Official (Title and signature)  - Traveler’s next level in the chain of command) who has knowledge and approval authority of the travel requirement.  (For orders requiring CS/DCS approval, the Comptroller Fiscal Policy will review for propriety before CS/DCS approval).

Brigades commanders or Equivalent are authorized to approve CONUS travel / rental cars.

19.
Accounting citation – Comptroller Office/Fund Certifying Officer enters the appropriate accounting classification, signature block and signature.

20.  
Authorizing/Order Issuing Official - For HQ 21st TSC - HHC Training will review the completed TDY order (for correctness) and sign. 

For 21st TSC subordinate units: the individual/ organization delegated the responsibility by the unit commander to review the completed order and to include the order. 

21.
Date – The order will not be dated after proceed date unless travel occurs on VOCO orders of the commander.  VOCO orders must be published within 30 days from the travel start date and the following entries included in Items 8 and 16 respectively: 

 “VOCO TDY’s Confirm verbal orders of the commanding officer date”.

22.
Travel Order Number for HQ 21st TSC TDY Orders - HHC Training will assign order number. 


For 21st TSC subordinate units - A delegated section/individual will assign order number. 

The format to be used for assigning travel order numbers IAW AR 600-8-105, Para 2-14 is the MM-XXX format with MM the two-digit calendar month and XXX being the number of the order issued that month 

For Example:  The first TDY Order for the month of September = 09-001.  

Use another number for amendments but reference the original order in item 16. 

As the approving authority, I have reviewed the threat information, the Travelers AT/FP training records, conducted a risk assessment and deem the designated area acceptable for travel.

III. REFERENCES / WEB LINKS

1.
For Military Personnel - Access Military Orders AR 600-8-105, Chapter 12 at the following website.  http://books.usapa.belvoir.army.mil/cgi-bin/bookmgr/BOOKS/R6008105/CCONTENTS
2.
For DOD Civilians - Access the Joint Travel Regulation (JTR), Para C3150 B. (see link#1 above)

3.
For Local National employees - USAREUR Pam 690-60, English Translation of UF PAM 690-60-G, Collective Tariff Agreement.  (See para 5 below - link to USAREUR Library)

USAREUR PAM 690-69, Collective Tariff Agreement with USAREUR Implementing Instructions (Governs LN travel), is rescinded, but still to be used until update is published.

4. Per diem rates, lodging/meal availability:  http://www.dtic.mil/perdiem/
4a.
JTR / JFTR Regulation web link: http://www.dtic.mil/perdiem/trvl.html
4b.
Military Flight Rates (DOD) Travel Order Number: https://www.amcfm.scott.af.mil/fmb.htm
4c.
SATO, Travel Office: http://www.satotravel.com/
5.
The DA-mandated Lodging Success Program now provides reservation services to the following destinations: National Capital Region; Hampton/Newport News, VA; Atlanta, GA; San Antonio, TX, San Juan, PR; Miami, FL; and Hawaii.   Please access the following website for reservation information:

http://209.100.134.195/mwr/lodging/new/locations_trav.htm
6.
For Deployed DOD and Local National personnel - http://www.chrma.hqusareur.army.mil/
7. DFAS Europe web site: https://dfas4dod.dfas.mil/centers/dfasin/europe/Army
8. 266th Finance Command web site: https://www.266fc.hqusareur.army.mil/
8a.
Travel Voucher-DD Form 1351-2) and SF 1164–Claim for Reimbursement (i.e. Mileage Claim) 

Info: https://dfas4dod.dfas.mil/centers/dfasin/travpay/
9.
USAREUR Library: https://www.aeaim.hqusareur.army.mil/library/home.htm
10.
Army Travel Card Information: http://www.asafm.army.mil/fo/fod/tc/tc.asp
11.
7th ATC /School info: https://www.catc.7atc.army.mil/default1.htm
12.
DFAS Regulation 37-1, Army Accounting and Fund Control: https://dfas4dod.dfas.mil/centers/dfasin/library/ar37-1/index.htm
13. DFAS 37-100-2002 Manual:

http://www.asafm.army.mil/secretariat/document/dfas37-00/fy2002/37-100-2002.asp
14.
21st PAM 25-50 – Guidance on how to prepare a decision paper:

http://www.21tsc.army.mil/library/Folders/Reg21/Append.doc
15.
MWR Home Page (i.e. info on travel and Army Lodging Success Program): http://www.armymwr.com/portal/travel/
IV.  Points Of Contact

21st TSC Comptroller Cmd Branch Chief

Mr. Hector Ramos
DSN 484-7011

21st TSC Fiscal Policy 



Mr. Mike Watson
DSN 484-7047
21st TSC Comptroller TDY Points Of Contact:

Organization


Name




Phone DSN  
FAX #

HHC 21st TSC


Michael M. Mayo, SFC


484-7717
484-7707

Training/Operations NCOIC

HQ 21st TSC


Ms. Elke Preis



484-8346  
484-8165

200th MMC


Mrs. Jutta Loibl



484-7153  
484-8165

37th TRANSCOM HQ

Mrs. Renate Scheib


484-7027  
484-7013


6966th TTT

Mrs. Renate Scheib


484-7027


28th Trans Bn.

Mrs. Ivy Wagner, Mannheim

382-4684
382-5127



95th MP Bn.

Mrs. Paula Hester, Mannheim

382-5132
382-5127

1st TMCA HQ


Mrs. Sieglinde Beekhuis


484-7056
484-7013



39th Trans Bn.

Mrs. Brigitte Bill-Davis, Kleber Kaserne 
483-6450
483-6410



14th Trans Bn.

Mrs. Barbara Johnson, Vicenza, Italy
634-7161
634-7198

29th SG



Mr. Jim Sewell



484-7012
484-7035

191st Ord. Bn.

Mrs. Irmi Laidamik, Miesau

486-3791
486-3342



2/502d


Mr. Hans Iskierka, Mannheim

382-5259
382-5127



51st Maint. Bn.

Mrs. Paula Hester, Mannheim

382-5132
382-5127

CENTRALIZED 21ST CONOPS POC 

-Mr. Jim Sewell

DSN 484-7012 – FAX
484-7035






-Mr. Birol Yilmaz

DSN 484-8690 – FAX
484-7035
CENTRALIZED 21ST EXERCISE POC
-Mrs. Jutta Loibl

DSN 484-7153 – FAX
484-8165
V.       Temporary Change of Station Orders

Concerning Operation Enduring Freedom
1.  TCS or TDY Orders?
a.  Civilians will continue to use TDY Orders regardless of the period of time involved.  Military members use TDY Orders if the period involved is less than 30 days.  If 30 days or more, a TCS Order will be used, or an endorsement to a TCS order if the member is already on a TCS Order.

b.  It must be stressed that in all cases, the use of Government lodging and dining facilities is mandatory when available.  This is not a matter of personal preference.    

c.  Any future questions concerning Military Orders should be directed to the G1, POC: MAJ Murphy or CPT Burns DSN 484-8249/8724.

2.  The following procedures are to be followed concerning OEF support.  Select the applicable procedure to fit your individual situation:

a. Procedure 1  -- To be used by military personnel currently on TCS orders who are further deploying in support of OEF, (in most cases this applies to mobilized RC or NG personnel).

(1)  Step 1 --  Obtain a hardcopy of the tasking and prepare a DA Form 2446, Request for Orders.  G1, AER-PE-SM, will provide guidance on preparation of DA Form 2446 for endorsement of TCS orders.  Proponent of the tasking should be able to provide the required information for preparing a request for orders, i.e. purpose, length of time or period of duty, location, special needs, and additional instructions.  Proponent of the tasking should also confirm whether government lodging, mess, and transportation will be available.

(2)  Step 2 – Take DA Form 2446, with copy of tasking attached, to unit commander or designated representative (often XO or S1) for validation.

(3)  Step 3 – If RC member of HQs, 21st TSC, take DA Form 2446, a copy of the tasking, and current TCS order to G1, AER-PE-SM, Building 3001, Room 305, Panzer Kaserne.  If a NG member of 200th MMC, take documents to S1, 200th MMC.

(4)  Step 4 – G1 or S1-200th  (if NG) prepares endorsement to current TCS orders using the TCS order fund cite.  The endorsed order will then indicate the new duty destination and any additional specific instructions/entitlements.  The fund cite on the original order will continue to be used.

b. Procedure 2 – To be used by military personnel currently on PCS orders (most likely AC personnel) who are deploying in support of OEF as an individual (or group of individuals) and not as part of a unit movement.

(1) Step 1 – Obtain a hardcopy of the tasking and prepare a DA Form 2446, Request for Orders.  The unit S3 (or whoever is directing deployment) should be able to provide the required information, i.e. purpose, duty location, period of duty, etc.  In many cases, the member remains assigned to the original unit.  However, a member may be attached to a new unit, a derivative UIC, or a different duty location.  Include this information if applicable in the “assigned to” line.  Questions on this can be directed to the appropriate S1 or G1.

(2) Step 2 – Take DA Form 2446, with copy of tasking attached, to unit commander or designated representative (often XO or S1) for validation

(3) Step 3 – Take DA Form 2446 to Comptroller, Building 3002, Room 207, Panzer Kaserne for fund certification.

(4) Step 4 -- Take DA Form 2446 to unit S1 or G1.  The unit S1/G1 verifies personal information and signs as the requesting official.

(5) Step 5 – The unit S1 or G1 forwards the DA Form 2446 to the Personnel Services Battalion.

(6) Step 6 – PSB prepares the TCS order.

c. Procedure 3 – To be used by civilian personnel who are deploying in support of OEF and both military and civilian personnel deploying in support of non-OEF missions.

(1) Step 1 – Prepare a DD Form 1610, Temporary Duty Order.

(2) Step 2 – Take DD Form 1610 to Comptroller, Building 3002, Room 207,  

      Panzer Kaserne for fund certification.

(3) Step 3 – For military and civilian personnel supporting non-OEF missions, the travel order process, i.e. use of DD Form 1610, remains the same as all other TDY travel.

3. In all of the above situations in support of OEF, the order concerned, be it TCS or TDY, will state: “Government Meals and Lodging are directed.”  Exceptions will only be granted when the proponent of the tasking/deployment confirms that government facilities are not available. 

4.  Travel costs of Government contractors and contractor employees are governed by the rules in the Federal Acquisition Regulations (FAR), part 31.  Invitational Travel Orders (ITOs) may not be used to authorize travel and transportation for Government contractors/contractor employees, these individuals are not Government employees.  Individuals performing a service under a contract with the Government should be provided a “Contractor Letter of Identification”, a sample follows:-

SUBJECT:  OFFICIAL TRAVEL OF GOVERNMENT CONTRACTORS

(FULL NAME OF TRAVELER), the bearer of this letter, is an employee of (COMPANY NAME) which has a Government contract number (CONTRACT NUMBER) with this agency.  During the period of the contract (GIVE DATES), AND ONLY IF THE VENDOR PERMITS, the named bearer is eligible and authorized to use available travel discount rates in accordance with Government contracts and/or agreements.  Government Contract City Pair fares are not available to Contractors. 

SIGNATURE, Title and telephone number of Contracting Officer.

5.  Any questions concerning contractor/contractor employee travel should be referred to the relevant Contracting Management Office at Wiesbaden, Seckenheim, or Rhein Ordnance Barracks, (ROB), Kaiserslautern, whichever is appropriate.                                                          

6.  The points of contact are Major Gail Murphy, for the G1, 484-8249, e-mail: murphyg@hq.21stsc.army.mil and for the Comptroller, Mr. Mike Watson, 484-7047, e-mail: watsonm@hq.21tsc.army.mil.        

Enclosure 1

DECISION PAPER

Justification for TDY Requirement

(to be used anytime command group approval is necessary)

Use decision paper format included in 21st TAACOM pamphlet 25-50. Web site link:http://www.21tsc.army.mil/library/Folders/Reg21/Append.doc
1. 
Purpose of TDY:  Explain how the mission requires the physical presence of individual(s) at itinerary (locations); why the trip cannot be accomplished by other means (electronic mail, telephone, and teleconference).  

2. When applicable, explain the rationale for multiple travelers going to the same location.

3.  
Itinerary:  


a.  When checking variation authorized, explain the need to vary from the fixed itinerary.

b. Explain the need to conduct travel business during weekends and holidays.

c. Include rental vehicle justification with cost analysis.

4. 
 Remarks:

a.  Explain special authorizations i.e. rental car, excess baggage, telephone calls consistent with the mission requirement.

Explain why available government quarters and meals are not used and in the case of travel to CONUS why the lodging success center was not contacted.

5.  
Attach messages, operational orders, agendas, itineraries, etc.
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