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Updated by 2nd Lt Karunesh Khanna, August 2002

AUTHORITY: Joint Federal Travel Regulations, Vol. I (military) and Joint Travel Regulations, Vol. II (civilian) (revised 31 December 01); AFI 24-101, Passenger Movement (25 Mar 01); AFPD 24-1, Personnel Movement (1 Sep 95); AFI 65-103, Temporary Duty Orders (23 Feb 01); AFMAN 34-255, Directory of Government Quarters and Dining Facilities (1Jan 98). 

INTRODUCTION 

“Official travel” means travel undertaken pursuant to published orders for official purposes. Official travel can be accomplished by either military or civilian personnel under appropriate orders. Official travel expenses are reimbursed by completing and submitting a Travel Voucher, DD Form 1351-2, to the Travel Section within the local Financial Management Office (FM). 

ORDERS 

All official travel is undertaken pursuant to properly issued orders. Travel orders are published by Information Management (IM) and must be obtained in advance through the unit orderly room. Travel orders specify your itinerary, mode of travel, days in TDY status, per diem and travel costs, and other pertinent information about your trip. These orders also include an accounting citation which specifies the government funds from which your trip expenses will be paid. 

You should carry at least a dozen copies of your travel orders with you during your trip. Copies often must be provided to the Transportation Management Office (TMO) or the Government-Contracted Commercial Travel Office (formerly SATO, currently Carlson-Wagonlit Travel, Omega World, or another regional agency), when you make travel arrangements, as well as to the billeting office at your temporary duty (TDY) location, if you will be staying in DoD facilities. 

TRAVEL ADVANCES 

Government travelers are now required to use a Government Travel Card (GTC) (currently through Bank of America) to charge authorized travel expenses incurred during official travel and to obtain cash advances.  See Chapter 27-11. The GTC has taken the place of the travel advance issued through your AFO. The application may be obtained through your local finance office. 

AIRPLANE TRAVEL

If traveling by commercial airplane, you must obtain tickets through your servicing TMO or the Contracted Commercial Travel Office (CTO). The servicing TMO or CTO will schedule your travel using the most cost-effective government fare on commercial airlines. In most cases, these special fares permit scheduling changes without penalty. If changes in your travel arrangements are necessary during the course of your TDY, contact the nearest TMO or CTO for assistance, or call your airline directly. Be aware that certain routes require you to fly specified airlines, and failure to do so must often be explained in writing. In overseas areas, U.S. flag carriers should be used whenever possible. If emergency conditions require, travelers may use the government travel card to purchase airline tickets. 

BILLETING

Billeting arrangements should be made as soon as possible directly with the facility where you will be staying. If you will be staying at a commercial hotel, always ask for a U.S. Government rate.  Members who stay in a commercial hotel may be reimbursed up to the maximum local per diem room rate.  Current maximum reimbursable rates are available on-line at http://www.dtic.mil/perdiem. In some circumstances, you may make arrangements to stay in base billeting facilities, only to find upon arrival that there are no rooms available on base. If this happens, the billeting office will make arrangements for you to stay at a nearby civilian hotel. If this happens, ask the billeting office for a Certificate of Nonavailability of Government Quarters, which will entitle you to reimbursement for the civilian hotel expense. 

Distinguished Visitor (DV) quarters on DoD installations are usually available for officers in the grades of 0-6 and higher, or enlisted members in the grade of E-9. DV quarters are allocated on the basis of grade. For example, if you are an 0-6, and an 0-7 happens to be visiting the base at the same time, the more senior officer will have priority for DV quarters. 

PRIVATE VEHICLES 

Authority to travel by privately owned conveyance (POC) or use of a rental car at the TDY location must be specifically approved in your travel orders. Car rentals or POC travel not included in your orders will, in most cases, not be reimbursed.

KWIK-NOTE: Always keep a copy of your travel orders on your person, and leave a copy at home with your dependents.
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