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TDY and Travel 

Major Glenn Rowley

Updated by 2nd Lt Karunesh Khanna, August 2002

AUTHORITY: Joint Federal Travel Regulations (JFTR), Vol. 1, Appendix A; Joint Travel Regulations (JTR), Vol. II (31 Dec 01) HQ; AFI 65-103, Temporary Duty Orders (23 Feb 01); AFI 10-215, Personnel Support for Contingency Operations (1 May 99). 

LIMITS 

Temporary Duty (TDY) tours are limited to six (6) months at any one location. Air Force policy limits funded TDY to 179 days (including travel time) except when approved in advance by the Secretary of the Air Force. TDY to attend courses of instruction may not exceed 20 weeks at one location (not including travel time). Holidays or periods of time when classes are suspended do not extend course duration. 

APPROPRIATENESS OF TDY

Issuing or approval authorities decide if TDY is appropriate. Among the factors to consider are: 

1. Is there a cheaper means of communication such as a telephone call, message or letter sufficient to meet the desired goal; 

2. The number of people who must travel for a single purpose should be minimized; 

3. Can individuals nearer the TDY location do the job; 

4. Review and reauthorize, if needed, all blanket and repeated travel orders insuring that minimum travel is accomplished consistent with command or the unit mission; and 

5. Combine missions to carry out multi-purpose results with the goal of reducing unnecessary trips, number of people traveling, places to be visited, variations in itineraries and length of trips. 

TDY PROCEDURES TO ESTABLISH

Issuing and authorizing officials should establish procedures to: 

1. Keep personnel participation at CONUS conferences, meetings and seminars to a minimum when travel is at government expense and does not relate directly to the mission; 

2. Screen all requests for foreign travel to keep attendance at foreign conferences to a minimum and assure the USAF Foreign Clearance Guide is complied with before travel begins; 

3. Coordinate local transportation requirements when sponsoring meetings and conferences to keep costs at a minimum; 

4. Determine whether travel at government expense is mission or administrative in nature; 

5. Plan far enough in advance to obtain appropriate discounts; 

6. Direct the use of government procured transportation when appropriate and determine modes of transportation directed or authorized; and 

7. Determine whether the individual will be carrying classified information or firearms and/or traveling to high-risk areas as special regulations will apply. 

ORDERS 

Commanders should be aware that special regulations and restrictions control the following types of TDY orders: 

1. Blanket TDY; 

2. Repeated TDY; 

3. Permissive or No Expense to Government Orders; 

4. NATO Travel Orders; and

5.  CED (Contingency, Exercise, Deployment) Orders. 

Among items which you will want to ensure are contained on TDY orders are: 

1. Security clearance; 

2. Whether use of a private vehicle or rental vehicle is authorized; 

3. A detailed description of the purpose of the trip as this will be useful for later audit purposes; and 

4. Names of dependents. 

If a traditional Guard member or AGR member is traveling in Title 10 status, it is important that the orders contain a notation that the member is assigned to the 201st MSS, Andrews AFB, MD for the purposes of administrative control (ADCON) and attached for a federal mission to [name of the active duty organization to which the member is assigned] for operational control (OPCON).  Any traditional Guard member or AGR member traveling OCONUS must be in Title 10 status. 

KWIK-NOTE: Authorize only necessary TDY for the minimum time to accomplish its purpose.
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