1 January 2002

            SC Reg 55-8



[image: image9.wmf]COMPTROLLER

•

Certifies Availability of Funds

DIRECTORATES

•

Determines Official Travel 

Requirements

•

Prepares TDY Orders

•

Determines Per Diem, 

Travel, and Misc.. Costs

•

Request country clearances

TRAVEL AGENCY

•

Airline Tickets

•

Hotel Reservations/Lodging 

Success Program

•

Rental Car Reservations

TRAVELER

•

Immunizations Complete and 

Current

•

Possess a Valid Passport/Visas

•

Received Country Clearance 

TDY ORDER

FUNDED ORDER

TICKETS AND

FUNDED ORDER

TDY Approval Process

J1

-

A

•

Authenticates Orders

•

Authenticates the Fund Cite


DEPARTMENT OF DEFENSE  

UNITED STATES SOUTHERN COMMAND

3511 NW 91ST AVENUE

MIAMI, FL  33172-1217
REPLY TO

ATTENTION OF

          SC Regulation 55-8

1 January 2002






         * Effective upon receipt

Transportation and Travel

TEMPORARY DUTY TRAVEL/PERSONNEL TEMPO

TABLE OF CONTENTS



Page

Purpose

2

References

2

Explanation of Terms

2

Applicability

3

Responsibility

3

Policies

4

Requesting and Approving Temporary Duty Travel (TDY) Travel
5

Conferences

7

Personnel Tempo (PERSTEMPO) Management

8

Traveler Responsibilities

8

Certificate of Non-Availability of Government Quarters

9

Travel Vouchers

9

Travel of Dependents ………………………………………

9

Requests for Exception to Policy

10

Inspection/Audit

10

Appendices

A.  Preparation of the DD Form 1610 (Regular TDY Travel)………..………..
A-1

B.  Preparation of Amendments to DD Form 1610 …………………….…..….
B-1

C.  Preparation of Revocations to DD Form 1610………………………..……
C-1

D.  Preparation of the Blanket Travel Orders (BTOs)……………….………...
D-1

E.  Preparation of Invitational Travel Orders (ITOs)……………..……………
E-1

F.  Lodging Success Program………………………………………….……….
F-1

G. PERSTEMPO tracking ……………………………………………………. G-1

H.  Sample Format PERSTEMPO Waiver…………………………………….. H-1


SC Regulation 55-8                                                                                                 1 January 2002

                                                                            

1.   Purpose.  This regulation establishes policy and procedure for official travel to include PERSTEMPO Management, Preparation and Completion of the Request and Authorization for TDY Travel of DoD Personnel (DD Form 1610), Blanket Travel Orders (BTOs), and Invitational Travel Orders (ITOs).

2. References.   
a. Joint Federal Travel Regulation (JFTR) - Uniformed Service Members.

b. Joint Travel Regulation (JTR) - DoD Civilians.

c. DoD 4500.54-G, DoD Foreign Clearance Guide.

d. DoD 1000.21-R, Passport and Passport Agency Services Regulation.

e. AR 600-8-105, Military Orders.

f. SC Regulation 37-4, Internal Control Program.

g. Memorandum, DEPSECDEF, 9 May 1995, subject:  DoD Policy on the Use of Government Aircraft and Air Travel.

h. Memorandum, DEPSECDEF, 8 October 2001, subject:  Suspension of Statutory Requirements for Personnel Tempo (PERSTEMPO) Management.

3. Explanation of Terms.   

a. PERSTEMPO.  Personnel Tempo refers to the time personnel are deployed in an official capacity away from their permanent duty location.

b. Deployment.  An active duty member of the Armed Forces shall be considered deployed on any day on which, pursuant to orders, the member is performing service in a training exercise or operation at a location that makes it infeasible for the member to spend off-duty time in housing at the member's permanent duty station.  A member of the Reserve Component shall be considered deployed or in a deployment status on any day on which, pursuant to orders that do not establish a permanent change of station, the member is performing active service at a location that is not the member’s permanent training site and is either 100 or more miles, or three hours or more travel time, from the member's permanent civilian residence.

c. TDY Orders (DD Form 1610).  A written order that authorizes expenses incident to official travel (Appendix A).

d. Blanket Travel Orders  (BTOs) (DD Form 1610).  A type of travel order authorized for the Commander in Chief (CINC), his official party and assigned General/Flag officers. 
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One DD Form 1610 is processed at the beginning of the fiscal year and given a separate type of travel order number.  The individual requests tickets from the contractor by memo and uses the same fund cite listed on the BTO for every trip. (See Appendix D).

e. Invitational Travel Orders (ITOs).  Special orders that cover individuals not employed by the U.S. government, but authorized to travel on official business for United States Southern Command (USSOUTHCOM).  Invitational travel status is typically for academicians, foreign nationals, and spouses authorized to accompany USSOUTHCOM employees on official travel (Appendix E).  Contactors are not eligible for ITOs. 

4. Applicability.  The provisions of this regulation apply to all members of Headquarters USSOUTHCOM, Security Assistance Organizations (SAOs), the Joint Interagency Task Force East (JIATF-E), Joint Southern Surveillance Reconnaissance Operation Center (JSSROC), Special Operations Command South (SOCSOUTH) and Subordinate Joint Task Forces assigned to Joint Table of Distribution (JTD) or Joint Tables of Mobilization Distribution (JTMD) billets.

5. Responsibility.

a. The Directorate of Manpower, Personnel and Administration (SCJ1) is responsible for developing policy and procedural guidance, ensuring the administration of TDY travel is consistent and uniform, and providing program oversight.  SCJ1 also serves as the functional proponent for the USSOUTHCOM PERSTEMPO system and will maintain WEB-based products that commanders, directors and SAO chiefs may access to assist in determining the cumulative number of days members assigned to their activity have been deployed. 

b. Directorates and staff offices are responsible for the initiation of TDY orders and preparation of the DD Form 1610.  Each directorate is responsible for controlling authorizations for such items as rental cars, excess baggage, fax, phone calls, and in-and-around mileage.  Submit all approved TDY requests to the Contracted Travel Agency at least 5 working days prior to the “PROCEED O/A” date listed in block 10b of the DD Form 1610.  The directorates/staff offices are responsible for completing blocks 1-18 on DD Form 1610.  The activity commander, director, and security assistance chief will also designate a Point of Contact for PERSTEMPO management, to maintain visibility of the number of days TDY personnel assigned to programs under their purview have performed, and obtain prior approval for any TDY that exceeds the 181 or 220-day threshold.

c. Activity/Directorate PERSTEMPO manager will enter PERSTEMPO events into the 

USSOUTHCOM STEMS PERSTEMPO database and submit one copy of completed DD Form 1610 and DD Form 1351 to the SCJ1 PERSTEMPO Manager for PERSTEMPO tracking and coordination with service PERSTEMPO managers.  Mark the copy as “PERSTEMPO COPY.”  Ensure that the DD Form 1610 submitted for PERSTEMPO contains the appropriate description of the PERSTEMPO event in the remarks section based on Appendix G.
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d. Activity comptroller or SAO budget officer is responsible for certifying that agency funds are available.  For HQ USSOUTHCOM transactions, USSOUTHCOM Comptroller will designate the appropriate Accounting Processing Code (APC) in the lower left-hand corner of the form.  The USSOUTHCOM comptroller is the approval authority for Actual Expense Allowance (AEA) for TDY travel.

e. Service PERSTEMPO managers will input PERSTEMPO events into the respective service tracking system and reconcile PERSTEMPO events as necessary during in and out processing and notification of additional PERSTEMPO events.  

f. Contracted Travel Agency is responsible for:


(1)  Obtaining airline tickets.

(2)  Rental car reservations using government rates.

(3)  Providing 24-hour ticket availability service.  After duty hours, provide phone number to contact representative for emergency travel.

(4)  Advising travelers of cancellations, closures, and schedule changes of flights, to the extent possible.

6. Policy.  

a. The 2001 National Defense Authorization Act stipulates that a payment of $100.00 daily will be provided to any member deployed more than 400 days out of the preceding 730 days. Therefore, the process of managing TDY travel must provide visibility and checks and balances to ensure that PERSTEMPO thresholds are not exceeded without approval of the appropriate officials.  There are two PERSTEMPO thresholds; TDY that, upon completion, will result in over 181 days cumulative TDY within a 365-day period, and TDY that exceeds 220 days in the preceding 365 days.  Any TDY that results in either threshold being exceeded requires general officer approval.

b. All TDY travelers are representatives of USSOUTHCOM and as such, are conducting official business on behalf of this Headquarters or its components.

c. In addition to the requirements of this regulation, all TDY travelers in Latin America and the Caribbean (LATAM/CARIB) must follow the procedures prescribed in the DoD Foreign Clearance Guide concerning country clearances and travel to “special areas.” 

d. All travel will be scheduled to minimize both time away from the headquarters and time spent in a per diem status.  Official travel means just that – official travel.  Mixing personal business and leave with official travel is not prohibited, but it must be clearly incidental to the conduct of official business.  Meetings and coordination visits scheduled in the vicinity of the leave site or within the travel route to the leave site require special scrutiny.
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e. Travel must be consistent with mission requirements.  Use the mode of transportation most economical and consistent with operational requirements.  Commanders, directors, chiefs of staff, and security assistance organizations (SAOs) are responsible for close supervision and administration of TDY funds.  Ensure TDY travel follows the provisions of this regulation and congressional guidance, as contained in the JFTR/JTR.

f. Use scheduled military aircraft to the maximum extent possible.  When scheduling does not permit the use of military aircraft, use United States flag carriers where possible.  Use foreign 

flag carriers only as a last resort when no other mode of transportation fulfills mission requirements.  If you use foreign carriers, a waiver is required from SCJ33 air operations.  

g. Directors and travel approving officials will ensure that rental cars are authorized only when absolutely required and only in the number minimally necessary to do the job.  Particular scrutiny should be given to rental cars for TDY assignments to military installations and in the Washington D.C. metropolitan area.  There must be a legitimate reason why public or base transportation will not suffice.  Cars can be provided only when they are essential to mission accomplishment, not personal convenience.  Directors and approving officials will ensure that cars are shared, even when travelers represent different Directorates. 

h. Military personnel and DoD civilian personnel will use government quarters and mess, whenever such facilities are available.  

i. Either the traveler’s immediate supervisor or the order approving official (identified in block 18 of the travel order) will review and sign block 20c, Supervisor Signature of the Travel Voucher (DD Form 1351-2) for each claim.  

j. The Lodging Success Program (LSP) is mandatory for all military and DoD civilian personnel traveling on orders funded with USSOUTHCOM funds to those locations listed at www.armymwr.com.  Travelers to LSP areas must contact the Army Central Reservation Center (ACRC) for reservations in order to receive the LSP rate (See Appendix F).  The ACRC is authorized to issue nonavailabilty (NA) control numbers.  The NA number must be annotated on the official travel order (DD Form 1610, Block 16 Remarks) for the purpose of reimbursement.  Without an NA control number issued by the ACRC, the traveler will be reimbursed at no more than the contract daily room rate.

k. All DoD personnel shall be required to use the government-sponsored, contractor-issued travel charge card for all expenses arising from official government travel, unless otherwise exempted.  Failure to use the government travel card could subject the traveler to administrative or disciplinary action.

l. Commanders or supervisors shall not tolerate misuse of the DoD travel card and cardholders who do misuse their DoD travel cards shall be subject to administrative or disciplinary action.  These cards shall be used only for reimbursable expenses associated with the traveler’s official travel.  

5
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m. Agency program coordinators have the authority to increase the overall credit limit on the travel card to accommodate mission requirements.  

7. Requesting and Approving TDY Travel.  

a.  TDY travel that exceeds PERSTEMPO thresholds will be forwarded through SCJ1 to the appropriate approval authority utilizing a memorandum similar to the document at Appendix    H-1.  The memorandum will be prepared by the official requesting the travel and forwarded prior to the start of the TDY, or prior to amending an existing TDY order to extend travel.  

b.  A Regular TDY order is processed using the DD Form 1610.  Figure 1-1 provides a matrix that illustrates the sequence of events.  See appendix A for detail instructions and sample of a TDY request.

[image: image1.wmf]Figure 1-1

c.  Amendments.  Process any additions or changes to the DD Form 1610 (e.g., delays en route, excess baggage) on a separate DD Form 1610.  Block 7, Type of Orders, indicates “AMENDMENT” (Appendix B).  In accordance with (IAW) JTR Para C3150, the duration of travel, including travel time, may be exceeded by 100 percent or 7 days, whichever is less, without requiring an amendment.

d.  Revocations.  Revoke all canceled TDY orders in which no expense was incurred.  Process all revocations on a separate DD Form 1610.  Block 7, Type of Orders, indicates “REVOCATION” (Appendix C).
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e.  Each directorate will maintain accountability of TDY to effectively prevent fraud, waste, and abuse.  Except under unusual circumstances or time-sensitive situations, the requesting official will not sign as the approving officer, and the requesting officer or approving officer will not sign as the order-authorizing officer.  

f.  Officials Designated Authority to Sign TDY Orders. 


(1)  Requesting officer.  The requesting officer can be the traveler, the traveler’s supervisor, or a person who has full knowledge of the purpose and requirement of the travel.  This official ensures that the travel and all entitlements are mission essential.  

(2)  Approving officer.  The approving officer is normally the person at the next higher level in the chain of command to the requesting officer. 

(3)  Order-authorizing officer.  The order-authorizing officer is the adjutant.  He or she will ensure that the TDY order is completed in accordance with governing regulations.  He or she will also assign the travel order number and sign the DD Form1610. 

(4)  Blanket Travel Orders are only authorized for the CINC and his personal traveling party and assigned general/flag officers.  The Deputy Commander in Chief must approve all requests for BTOs.

(5)  Conference Travel Orders.  The USSOUTHCOM project officer or team chief in charge of a conference is responsible for coordinating the orders of all USSOUTHCOM staff detailed to the conference and all the conference attendees.  In order to process travel for conferences, the team chief must divide attendees into four basic categories: USSOUTHCOM Staff, other government employees, foreign invitees from the USSOUTHCOM area of responsibility (AOR), and other civilian/foreign invitees.

(a)  USSOUTHCOM Staff.  Prepare DD Form 1610 as regular TDY.  Those staff members normally on HQ Management BTOs will prepare a separate DD Form 1610 for the conference to ensure that the orders are charged to the conference fund cite, instead of the regular BTO account. 

(b)  Other Government Employees.  Employees of other commands and government agencies process DD Form 1610 or other applicable local/state/federal agency travel order documents through their own channels.  USSOUTHCOM needs to provide only a fund cite to the individual.  The team chief must provide SCJ8 a list of conference attendees in this category, to include full name, social security number, position, organization address, and phone/fax numbers so that fund cite memos can be prepared and forwarded.

(c)  Foreign invitees from the USSOUTHCOM AOR.  All foreign participants travel on USSOUTHCOM Invitational Travel Orders (ITOs).  The SAOs located in each country will prepare the ITOs in accordance with Appendix E and sign as the requesting and approving officials.  The SAO will then provide the ITO to the team chief who will route the order to SCJ8 for fund certification then on to the adjutant who will sign as the order-authorizing officer.  The adjutant will return the completed ITO to the team chief for return to the originating SAO.
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 (d)  Other Foreign Invitees and Civilians:  All individuals in this category must travel on ITOs (Appendix E).  Typical invitees in this status may include representatives from the United Nations or other international organizations, experts from universities, and spouses authorized to attend USSOUTHCOM events.  The team chief must prepare the ITOs and forward them to SCJ8 for processing.

(e)  The requesting and approving officials blocks (blocks 17 and 18) must be individuals from the directorate conducting the conference.  The conference team chief will be responsible for collecting all DD Form 1610s for staff attendees and must validate proceed dates, rental cars, excess baggage, and authorization for official phone calls. 

(f) Special Note on Filing Travel Vouchers for Conference Participation.  When filing travel claims for conference TDYs, all meals and lodging provided at no cost to the traveler in conjunction with the conference must be identified as government meals furnished.  Lodging provided at no cost to the government may not be claimed.  Conference fees are reimbursable only to the extent that they include course fees or supplies for the meeting room or conference.  Meals are included in the meals and incidental expense portion of the per diem allowance and are not reimbursable as conference fees.

8.   Approval Authorities for PERSTEMPO Threshold Management.

a. One hundred eighty one-day Threshold for Active Duty and Individual Mobilization Augmentees IMA/AGR Active Guard and Reserve Personnel.

(1)  Air Force Personnel:  USSOUTHCOM Air Force Element Commander for HQ USSOUTHCOM, MILGPS/SAOs, WFO, JSSROC, and JTF-B; Commander, SOCSO for assigned Air Force personnel; Commander, JIATF-E for assigned Air Force personnel.  The Deputy Chief of the Air Force Reserve is the approval authority for Air Force IMA and AGR personnel.


(2)  Army Personnel:  USSOUTHCOM Army Element Commander for HQ, USSOUTHCOM, MILGPS/SAOs, WFO, JIATF-E, JSSROC, and JTF-B; Commander SOCSO for assigned Army personnel.

  (3)  Navy Personnel:  USSOUTHCOM Chief of Staff Navy Personnel assigned to HQ, USSOUTHCOM, MILGPS/SAOs, WFO, JSSROC, and JTF-B; Commander, SOCSO for assigned Navy personnel; Commander, JIATF-E for assigned Navy personnel.


  
(4)  Marine Personnel:  USSOUTHCOM Marine Corps Element Commander for Headquarters USSOUTHCOM, MILGPS/SAOs, WFO, JIATF-E, JSSROC, SOCSO, and JTF-B.

      b.    Two hundred twenty-day Threshold

               (1)  Active Duty Personnel 

      (a)  Air Force Personnel: Commander, SOUTHAF

(b)  Army Personnel: Commander, USARSO
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(c) Navy Personnel: Commander, NAVSO

(d) Marine Corps Personnel: Commander, MARFORSOUTH

               (2)  IMA and AGR Personnel

         (a)  Air Force Personnel: Vice Chief of Staff, Air Force

         (b)  Army Personnel: Commander, USARSO

         (c)  Navy Personnel: Commander, Naval Reserve Force

(d)  Marine Corps Personnel: Commander, MARFORSOUTH

9. Traveler Responsibilities.

a. Programming and Reporting Staff Visits.  Project visits as early as possible in order to avoid conflicts with the schedule of distinguished visitors.  

b. Immunizations must be complete and current prior to travel.  Personnel (military and civilian) ordered to perform TDY in areas requiring immunizations or medication will coordinate requirements with the Medical Treatment Facility with sufficient time for scheduling.  Employees must provide copies of orders and shot records/medical records when scheduling appointments.  See SC Regulation 40-10, Force Health Protection, for more information. 

c. Travelers must possess a valid passport with required visas when traveling to a foreign country.  It is the traveler’s responsibility to request an official passport and/or visa, if required well in advance of travel.  U.S. Army Garrison-Miami will provide policy governing the issuance of passports and visas requirements for all assigned military and civilian personnel.

d.    OCONUS travelers must receive the Anti-Terrorism/Force Protection briefing prior to travel.

e. Certificate of Non-Availability of Government Quarters.  The traveler will contact the billeting office near the TDY location to determine in advance if government quarters are available.  If government quarters are available, reservation will be made.  If quarters are not available, travelers will obtain a Non-Availability (NA) control number from the billeting office.  The NA control number must be annotated on the official travel order for the purpose of reimbursement.  The NA control number should be annotated on travel orders as follows:  NA control number 000000 issued by Name of Billeting Office on YY/MM/DD.  The authorizing official or the Finance and Accounting Office may contact the lodging facility for verification of NA.

f. Travel Vouchers.  Travelers are responsible for submitting their own DD Form 1351-2, Travel Voucher or Sub voucher, within 5 days of completion of TDY.  Submit vouchers through the U.S. Army Garrison-Miami finance section.
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10. Travel of Dependents.  The Joint Travel regulation specifies DoD policy for funding travel of family members when accompanying DoD personnel on official business.  Family member travel may be approved where there is an unquestionable official function in which the family member will participate, or when travel is determined in the national interest because of a diplomatic or public relations benefit to the United States.  Such participation is normally limited to spouses and is representational.  As such, travel is allowed on a mission noninterference basis only and must be supported with invitational travel orders which will normally authorize reimbursement of transportation cost only.

a.  Requests that seek approval for family member travel with funding for per diem and/or other expenses must clearly demonstrate that travel is essential to accomplish the mission.  The 

request must include strong evidence of benefit to the DoD beyond fulfilling a simple, albeit important, representational role.


 
b.  All requests for official and unofficial travel by family members on military aircraft will be submitted in writing.  Requests will be routed through the SCJ331, coordinated with SCJ4 and SCSJA, and submitted to the Chief of Staff (CoS) for approval.  Official and unofficial travel by family members is prohibited, unless approved by the CoS.

11.  Requests for Exception to Policy.  Submit, in memorandum format, all requests for exceptions to the policies outlined in this regulation to SCJ1-A for review and coordination with SCJ8 and SCSJA.  

12.  Inspection/Audit.  Travel documents and records are subject to inspection or audit under the Command Internal Control Program (SC Reg 37-4) at any time.  
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APPENDIX A

PREPARATION OF THE DD FORM 1610

 (REGULAR TDY TRAVEL)

1.  Purpose.  This appendix prescribes standard procedures for preparation and verification of regular TDY travel orders for HQ USSOUTHCOM personnel only.

2.  Procedures.  Most items on this form are self-explanatory.  However, adhere to the following specific guidelines in preparing TDY requests:

     a.  Block 1-3.  Self-explanatory.

     b.  Block 4.  Be sure to include member’s service component (USA, USN, USAF, USMC, USCG, CIV), and whether the member is active or reserve. 

c.  Block 5-10.  Self-explanatory.

     d.  Block 11.  List destination points ONLY, not itinerary points.  If traveler intends to visit more than one location, indicate the dates of travel to the locations.  If traveler is conducting TDY on a military installation, list the name of the installation and not the nearest city to it (MacDill AFB, FL vice Tampa, FL or Ft Bragg, NC vice Fayetteville, NC).
e. Block 12-13.  Self-explanatory.

     f.   Block 14.  The directorate or staff section fills in the estimated costs.  Per Diem and lodging amounts are listed by city in the JFTR/JTR, which is available in its electronic format on the USSOUTHCOM LAN.  Per diem and lodging rates can also be obtained from the Internet at http://www.dtic.mil/perdiem.

     g.  Block 15.  Except in special circumstances, travel advances are no longer authorized due to the government credit card program.

     h.  Block 16.  “REMARKS.”  List the special conditions that apply to this trip.  Some examples of special conditions are:

         (1) Business class reservations authorized.

         (2) Conference or course fees.

         (3) Excess baggage authorized.

         (4) Rental car authorized.

         (5) Government quarters and mess not available.  When government quarters are not available, then a “non availability certificate” is required.  See paragraph 9e.

         (6) Leave in conjunction with TDY (start and end date).

   (7) Member has completed Anti-Terrorism Level I or II IAW DoD 4500.54-G (Foreign 
Clearance Guide) and DoD 2000.16 (DoD Combating Terrorism Program Standards). OCONUS Only.

(8)  PERTEMPO Codes. (See Appendix G)

A-1
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APPENDIX A (Continued)

i. Block 17.  See para 7f(1)
j. Block 18.  See para 7f(2)
k.   Block 19.  “ACCOUNTING CITATION,” SCJ8 will provide an Accounting Processing Code (APC) Master Data File spreadsheet to SCJ1 for HQ USSOUTHCOM transactions.  In the event that travel will need to be charged to multiple fund cites, please see SCJ8 for assistance and coordination.  For other than HQ USSOUTHCOM transactions, see activity comptroller or SAO budget officer for accounting citation.”

SAMPLE FUND CITE

           * = Insert last number of current fiscal year

21*2020 86-2219 122189.00  21T1 21T2  DOE7777TH05888  PNBL W096AA S96519  

CIC: 21* 2020 086 96519

                                                     Standard - from SCJ8 spreadsheet

                                                                                                                    Standard - from                        

                                                                                                                   SCJ8 spreadsheet

                                                             21= Object class for travel T1 = Airline ticket 

                                                                                                        T2 = Other travel costs                                                                                  

             Cost identification code - standard

                                                                                         Standard Document Number
                                                                                          (SDN)  see instructions below
          Creating Standard Document Numbers (SDN).  The SDN is always 14 Positions.  The following is the structure’s composition:

	Data Field Position Number
	Data Field Description

	1 – 3
	First three letters of traveler’s last name

	4 – 7
	Last four numbers of traveler’s SSN

	8
	Type of travel (See table below)

	9
	Calendar month of order (Use alpha code)

	10 – 14
	Unique sequential travel order number


A-2
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APPENDIX A (Continued)

Position 8





Position 9

Type of Travel




Calendar Month Alpha Conversion Chart

A = Advances





D = January

B = Blanket Travel Orders



E = February

C = Recruiting Travel Expenses


F = March

E = Emergency Leave



G = April

L = Local Travel 




H = May

P = Permanent Change of Station


J  = June

R = Retained Advances (when authorized)
K = July

T = Temporary duty travel



L  = August

V = Army Reservists Advance Travel

M = September

Z = Invitational Travel Order


A  = October








B  = November








C  = December

l. Block 20.  See para 7f(3)

3.  Verification.  

     a.  After completing blocks 1-18, submit orders to SCJ8 for a funding authorization stamp and signature.  If travel is being funded by another organization (e.g., schools, conferences, or training), a copy of the funding authorization document must be attached to the DD Form 1610.

 b.  Blocks 19 - 22.  Completed by the J1-A section.

 (1)  Block 20.  Signed by the adjutant or designated representative.

             (2)  Block 21.  Dated the same day as the adjutant or designated representative signs the order.

         
 (3)  Block 22.  Assign Travel Order Numbers from the sequential log (00-000, first two digits = the month, last three digits = the sequential order the DD 1610 for that month.

c.  J1-A will authenticate and make copies of all orders.

          (1)  Original J1-A sequential file

          (2)  1 Copy Traveler

          (3)  1 Copy SCJ8

          (4)  4 Copies Contracted Travel Agency

A-3

SC Regulation 55-8    







           1 January 2002                                                                                                          

APPENDIX A (Continued)   


[image: image2.wmf]LETTERS A THROUGH E, PLUS K ON THE REVERSE APPLIES.  RENTAL CAR IS AUTHORIZED.  OFFICIAL

TELEPHONE CALLS AND FAX ARE AUTHORIZED.

NOTE:  Items on the reverse must be copied unto the back of the TDY form.

PERSTEMPO:

_______ THIS IS A PERSTEMPO TDY

_______ THIS IS NOT A PERSTEMPO TDY

16.  REMARKS 

(Use this space for special requirements, leave, excess baggage, accommodations, registration fees, etc.) 

11. ITINERARY

Depart:  Miami, FL           6 Oct 01

Arrive:  Ft. Monroe, VA    6 Oct 01

Depart:  Ft. Monroe, VA    11 Oct 01

Return To:  Miami, FL      11 Oct 01

12.  TRANSPORTATION MODE

b.  OTHER RATE OF PER DIEM

 (Specify) 

  

REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL

(Reference: Joint Travel Regulations (JTR), Chapter 3)

(Read Privacy Act Statement on back before completing form.)

1. DATE OF REQUEST

    

(YYYYMMDD)

20011001

  2. NAME 

(Last, First, Middle Initial) 

DOE, JOHN D.

REQUEST FOR OFFICIAL TRAVEL

4. POSITION TITLE AND GRADE/RATING

PLANS OFFICER, MAJ/04,  USA

  5.  LOCATION OF PERMANENT DUTY STATION (PDS)

HQ USSOUTHCOM, 3511 NW 91ST AVE

MIAMI, FL  33172

  6. ORGANIZATIONAL ELEMENT

SCJ5

7.  DUTY PHONE NUMBER

    

 (Include Area Code)

(305)437-0000

  8. TYPE OF ORDERS

         TDY

10

a. APPROX. NO. OF TDY DAYS

       

 (Including travel time)

6

b. PROCEED DATE 

    (YYYYMMDD)

6 Oct 01

9. TDY PURPOSE 

(See JTR, Appendix H)

Blue Advance 00 Conference

VARIATION AUTHORIZED

  a.  COMMERCIAL

b.  GOVERNMENT

PRIVATELY OWNED CONVEYANCE

 (Check one)

RATE PER MILE:   

AS DETERMINED BY APPROPRIATE TRANSPORTATION OFFICER 

(Overseas Travel only)

ADVANTAGEOUS TO THE GOVERNMENT

MILEAGE REIMBURSEMENT AND PER DIEM IS

LIMITED TO CONSTRUCTIVE COST OF

COMMON CARRIER TRANSPORTATION AND

PER DIEM AS DETERMINED AND TRAVEL

TIME AS LIMITED PER JTR

13.

14.  ESTIMATED COST

15. ADVANCE

      AUTHORIZED

17. TRAVEL-REQUESTING OFFICIAL

 

(Title and signature)

TYPE NAME, RANK AND TITLE OF REQUESTER

18. TRAVEL-APPROVING/DIRECTING OFFICIAL

 (Title and signature)

TYPE NAME, RANK AND TITLE OF APPROVING

AUTHORIZATION

19. ACCOUNTING CITATION

20. AUTHORIZING/ORDER-ISSUING OFFICIAL

 (Title and signature) 

 

SIGNED BY THE ASSISTANT ADJUTANT GENERAL

21. DATE ISSUED

 (YYYYMMDD)

22. TRAVEL ORDER NUMBER

b.  TRAVEL

$

  

360.00

c.  OTHER

$

  

175.00

d.  TOTAL

$ 

 

1,285.00

$ 

 

 

DD FORM 1610, JAN 2001

PREVIOUS EDITION IS OBSOLETE.

  a.  PER DIEM

$

  

750.00

RAIL

AIR

BUS

SHIP

AIR

VEHICLE

SHIP

3.  SOCIAL SECURITY NUMBER

000-00-0000

c.  LOCAL TRANSPORTATION

CAR

RENTAL

TAXI

OTHER

a.  PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR.

USAPA V1.00
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APPENDIX A (Continued)


[image: image3.wmf]A.  All military passengers traveling in the Caribbean, Central and South America will wear civilian clothing unless all itinerary

points are under US military control. 

 

B.  Travel by foreign carrier is authorized, for mission accomplishment, only when certified by U.S. carriers are not available,

provided that DoD Commercial Airlift Review Board (CARB) lists the foreign flag carrier as Category 1.  Category 2 requires

DCINC approval.  Check with SCJ33 for verification of Category. 

 

C.  Individual received AT Level 1 training within last twelve months of travel IAW DoD 2000.16. 

 

D.  Traveler has been advised the use of the Government Credit Card is mandatory unless exempt from the mandatory use

provision. 

 

E.  Determination of appropriate mode of travel will be made by respective Travel Office according to provisions of pertinent

regulations. 

 

F.  You will submit a travel voucher for this travel to HQ BASEOPS finance office within five (5) duty days. 

 

G.  Retain all lodging receipts to support travel voucher.  Reimbursement will not be made for commercial lodging when

government quarters is available but not used. 

 

H.  Weapons will not be transported incident to travel. 

 

I.  Travel by commercial taxi is authorized (commercial taxi authorized from place of lodging to place of business and return,

when necessary for mission accomplishment.) 

 

J.  Hire of a special conveyance is authorized under provisions of para U3415, Vol I, JFTR for military, and para C2101, Vol II,

JTR for civilian personnel.  Motor vehicle rental will be made in accordance with chap 316, AR 55-355.  First preference should

be given GSA/GSA contract, then corporate/negotiated rate. 

 

K.  One extra piece of baggage is authorized. 

 

L.  Variation is authorized due to possibility of aircraft travel route changes and cancellation of military aircraft flights. 

 

M.  Travelers to the national Capitol Region (NCR), Washington, DC must contact the lodging success center before making

lodging arrangements.  Call 1-800-462-7691 to receive "call-in" number in the upper right hand corner of the order. 

 

 

 

 

DISTRIBUTION: 

1-Original copy to J1-A 

1-Individual 

1-HQ BASEOPS Finance Office 

1-SCJ8-CM 

4-Contract Travel Agency (Carlson Wagonlit)

16.  REMARKS 

(Continued) (Use this space for special requirements, leave, excess baggage, accommodations, registration fees, etc.) 

PRIVACY ACT STATEMENT

(5 U.S.C. 552a)

DD FORM 1610 (BACK), JAN 2001

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.

USAPA V1.00
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APPENDIX B

PREPARATION OF AMENDMENTS TO DD FORM 1610

1.  Purpose.  Use the format prescribed in this appendix when making required changes to the basic order.

2.  Procedure.  Prepare the amendment in the same manner as the basic order.  However, follow the guidelines listed below specific to amending TDY orders:

     a.  Block 4.  Be sure to include member’s service component (USA, USN, USAF, USMC, USCG, CIV), and whether the member is active or reserve

     b.  Block 8.  Type of Orders must read, “AMENDMENT."

     c.  Block 11.  If the itinerary was altered,  change it in this block also.

     d.  Block 14.  If changes to the order affect the estimated costs, correct it in block 14.  Only list the difference in cost between the original order and the changes in block 14.  Show additions as a regular dollar amount, and subtractions as a dollar amount enclosed in parenthesis (   ).  The amended example order was calculated as follows:




Additional per diem:  5 days at $125.00 equals $625.00




Other:  Rental car not used, but $50.00 for excess baggage and




$25.00 for phone/fax must be left in the order equals ($75.00).

     e.  Block 16.  Add the following line to this block:




Request TDY Order Number ______, dated ______ be amended.


  In addition, list each correction directly underneath this statement (see example next page).

     f.  Blocks 17 & 18.  Signatures required in both blocks.


     g.  Block 19.  Type in the fund cite used in the original order.

3.  Verification.  Process amendments in the same manner as original travel order (see Appendix A).  Be sure to attach a copy of the original TDY order to the amendment for reference.
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APPENDIX B (Continued)


[image: image4.wmf]REQUEST TDY ORDER NUMBER 00-000 DATED 1 OCT 01 BE AMENDED:

BLOCK 10a: INCREASE NUMBER OF DAYS BY 5 FOR A TOTAL OF 11 DAYS

BLOCK 11: CHANGE RETURN DATE TO 16 OCT 01

BLOCK 16: SERVICE MEMBER IS AUTHORIZED EXCESS BAGGAGE. LETTER "J" ON REVERSE

16.  REMARKS 

(Use this space for special requirements, leave, excess baggage, accommodations, registration fees, etc.) 

11. ITINERARY

Depart: Miami, FL 6 OCT 01

Arrive: Ft. Monroe, VA 6 OCT 01

Depart: Ft. Monroe, VA 16 OCT 01

Return to: Miami, FL 16 OCT 01

12.  TRANSPORTATION MODE

b.  OTHER RATE OF PER DIEM

 (Specify) 

  

REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL

(Reference: Joint Travel Regulations (JTR), Chapter 3)

(Read Privacy Act Statement on back before completing form.)

1. DATE OF REQUEST

    

(YYYYMMDD)

20011101

  2. NAME 

(Last, First, Middle Initial) 

DOE, JOHN D.

REQUEST FOR OFFICIAL TRAVEL

4. POSITION TITLE AND GRADE/RATING

PLANS OFFICER, MAJ/OR, USA

  5.  LOCATION OF PERMANENT DUTY STATION (PDS)

HQ, USSOUTHCOM, 3511 NW 91st AVE

MIAMI, FL 33172

  6. ORGANIZATIONAL ELEMENT

SCJ5

7.  DUTY PHONE NUMBER

    

 (Include Area Code)

(305)437-0000

  8. TYPE OF ORDERS

AMENDMENT

10

a. APPROX. NO. OF TDY DAYS

       

 (Including travel time)

11

b. PROCEED DATE 

    (YYYYMMDD)

6 OCT 01

9. TDY PURPOSE 

(See JTR, Appendix H)

Blue Advance OO Conference

VARIATION AUTHORIZED

  a.  COMMERCIAL

b.  GOVERNMENT

PRIVATELY OWNED CONVEYANCE

 (Check one)

RATE PER MILE:   

AS DETERMINED BY APPROPRIATE TRANSPORTATION OFFICER 

(Overseas Travel only)

ADVANTAGEOUS TO THE GOVERNMENT

MILEAGE REIMBURSEMENT AND PER DIEM IS

LIMITED TO CONSTRUCTIVE COST OF

COMMON CARRIER TRANSPORTATION AND

PER DIEM AS DETERMINED AND TRAVEL

TIME AS LIMITED PER JTR

13.

14.  ESTIMATED COST

15. ADVANCE

      AUTHORIZED

17. TRAVEL-REQUESTING OFFICIAL

 

(Title and signature)

TYPE NAME, RANK AND TITLE OF REQUESTER

18. TRAVEL-APPROVING/DIRECTING OFFICIAL

 (Title and signature)

TYPE NAME, RANK AND TITLE OF APPROVING OFFICER

AUTHORIZATION

19. ACCOUNTING CITATION

XXXXXXTYPE IN FUND CITE FROM ORIGINAL ORDERXXXXXXXXXXXXXXXX

20. AUTHORIZING/ORDER-ISSUING OFFICIAL

 (Title and signature) 

 

SIGNED BY THE ASSISTANT ADJUTANT GENERAL

21. DATE ISSUED

 (YYYYMMDD)

22. TRAVEL ORDER NUMBER

b.  TRAVEL

$

  

0.00

c.  OTHER

$

  

-100.00

d.  TOTAL

$ 

 

525.00

$ 

 

DD FORM 1610, JAN 2001

PREVIOUS EDITION IS OBSOLETE.

  a.  PER DIEM

$

  

625.00

RAIL

AIR

BUS

SHIP

AIR

VEHICLE

SHIP

3.  SOCIAL SECURITY NUMBER

000-00-0000

c.  LOCAL TRANSPORTATION

CAR

RENTAL

TAXI

OTHER

a.  PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR.

USAPA V1.00
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APPENDIX C

PREPARATION OF REVOCATIONS TO DD FORM 1610

1.  Purpose.  Use the format prescribed in this directive when revoking the basic order.

2.  Procedure.  Prepare the revocation in the same manner as the basic order.  However, follow the guidelines listed below specific to revoking TDY orders:

     a.  Block 4.  Be sure to include member’s service component (USA, USN, USAF, USMC, USCG, CIV), and whether the member is active or reserve

     b.  Block 7.  Type of Orders must read “REVOCATION”.

     c.  Block 14.  No cost data is required.

     d.  Block 16.  Add the following line to this block:




Request TDY Order Number ______, dated ______ be revoked.

    e.  Blocks 17 & 18.  Signatures required in both blocks.


    f.  Block 19.  Type in the fund cite used in the original order.

3.  Verification.  Process revocations in the same manner as original travel order  (see Appendix A).  Be sure to attach a copy of the original TDY order to the revocation for reference.
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APPENDIX C (Continued)


[image: image5.wmf]REQUEST TDY ORDER NUMBER 00-000 DATED 1 OCT 01 BE REVOKED.

16.  REMARKS 

(Use this space for special requirements, leave, excess baggage, accommodations, registration fees, etc.) 

11. ITINERARY

12.  TRANSPORTATION MODE

b.  OTHER RATE OF PER DIEM

 (Specify) 

  

REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL

(Reference: Joint Travel Regulations (JTR), Chapter 3)

(Read Privacy Act Statement on back before completing form.)

1. DATE OF REQUEST

    

(YYYYMMDD)

20011003

  2. NAME 

(Last, First, Middle Initial) 

DOE, JOHN D.

REQUEST FOR OFFICIAL TRAVEL

4. POSITION TITLE AND GRADE/RATING

PLANS OFFICER, MAJ/04,  USA

  5.  LOCATION OF PERMANENT DUTY STATION (PDS)

HQ USSOUTHCOM, 3511 NW 91ST AVE

MIAMI, FL  33172

  6. ORGANIZATIONAL ELEMENT

SCJ5

7.  DUTY PHONE NUMBER

    

 (Include Area Code)

(305)437-0000

  8. TYPE OF ORDERS

          REVOCATION

10

a. APPROX. NO. OF TDY DAYS

       

 (Including travel time)

6

b. PROCEED DATE 

    (YYYYMMDD)

6 Oct 01

9. TDY PURPOSE 

(See JTR, Appendix H)

Blue Advance 00 Conference

VARIATION AUTHORIZED

  a.  COMMERCIAL

b.  GOVERNMENT

PRIVATELY OWNED CONVEYANCE

 (Check one)

RATE PER MILE:   

AS DETERMINED BY APPROPRIATE TRANSPORTATION OFFICER 

(Overseas Travel only)

ADVANTAGEOUS TO THE GOVERNMENT

MILEAGE REIMBURSEMENT AND PER DIEM IS

LIMITED TO CONSTRUCTIVE COST OF

COMMON CARRIER TRANSPORTATION AND

PER DIEM AS DETERMINED AND TRAVEL

TIME AS LIMITED PER JTR

13.

14.  ESTIMATED COST

15. ADVANCE

      AUTHORIZED

17. TRAVEL-REQUESTING OFFICIAL

 

(Title and signature)

TYPE NAME, RANK AND TITLE OF REQUESTER

18. TRAVEL-APPROVING/DIRECTING OFFICIAL

 (Title and signature)

TYPE NAME, RANK AND TITLE OF APPROVING

AUTHORIZATION

19. ACCOUNTING CITATION

XXXXXXXXXXXX TYPE FUND CITE FROM ORIGINAL ORDER XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

20. AUTHORIZING/ORDER-ISSUING OFFICIAL

 (Title and signature) 

 

SIGNED BY THE ASSISTANT ADJUTANT GENERAL

21. DATE ISSUED

 (YYYYMMDD)

22. TRAVEL ORDER NUMBER

b.  TRAVEL

$

  

c.  OTHER

$

  

d.  TOTAL

$ 

 

$ 

 

DD FORM 1610, JAN 2001

PREVIOUS EDITION IS OBSOLETE.

  a.  PER DIEM

$

  

RAIL

AIR

BUS

SHIP

AIR

VEHICLE

SHIP

3.  SOCIAL SECURITY NUMBER

000-00-0000

c.  LOCAL TRANSPORTATION

CAR

RENTAL

TAXI

OTHER

a.  PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR.

USAPA V1.00


C-2
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APPENDIX D

PREPARATION OF THE BLANKET TRAVEL ORDERS (BTO’S)

1.  Purpose.  Use the format prescribed in this directive when preparing blanket travel orders.

2.  Procedure.  The BTO covers several different TDY trips, and must be prepared and approved in a slightly different manner.  BTOs are typically processed the last two weeks of the fiscal year, and are subject to the availability of funding on October 1.  Follow the guidelines listed below specific to BTO (DD Form 1610):

     a.  Block 3.  Include member's service component (USA, USN, USAF, USMC, USCG, CIV)

     b.  Block 7.  Type of Orders must read “BLANKET.”

     c.  Block 10a/b.  Type in “SEE ITEM 16” in both blocks.

     d.  Block 11.  Type in “SEE ITEM 16.”

     e.  Block 12.  Put an “X” in each transportation mode.

     f.  Block 14.  Type $500.00 in each cost block, for a total of $1,500.00.


     g.  Block 15.  Type in “MAX.”

     h.  Block 16.  Type the following statement in this block:

“You will proceed on temporary duty at such time and frequency as may be necessary from your permanent duty station to any point within or outside USSOUTHCOM.  This authorization is valid during the period of 1 Oct (current fiscal year) through 30 Sep.  Authority is granted to make such changes in itinerary and destination as may be necessary for accomplishment of the mission (SEE REVERSE).”

     i.  Block 17.  Signed by the senior officer of each directorate.

     j.  Block 18.  Approved by the USSOUTHCOM  Chief of Staff or DCINC.  

D-1
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APPENDIX D (Continued)

3.  Verification.  Process the original blanket order in the same manner as regular TDY travel (see Appendix A).


[image: image6.wmf]YOU WILL PROCEED ON TEMPORARY DUTY AT SUCH TIME AND FREQUENCY AS MAY BE NECESSARY FROM

YOUR PERMANENT DUTY STATION TO ANY POINT WITHIN OR OUTSIDE USSOUTHCOM.  THIS

AUTHORIZATION IS VALID DURING THE PERIOD OF 1 OCT 01 THROUGH 31 SEP 02.  AUTHORITY IS GRANTED

TO MAKE SUCH CHANGES IN ITINERARY AND DESTINATION AS MAY BE NECESSARY FOR ACCOMPLISHMENT

OF THE MISSION.  (SEE REVERSE)

16.  REMARKS 

(Use this space for special requirements, leave, excess baggage, accommodations, registration fees, etc.) 

11. ITINERARY

SEE ITEM 16

12.  TRANSPORTATION MODE

b.  OTHER RATE OF PER DIEM

 (Specify) 

  

REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL

(Reference: Joint Travel Regulations (JTR), Chapter 3)

(Read Privacy Act Statement on back before completing form.)

1. DATE OF REQUEST

    

(YYYYMMDD)

20011001

  2. NAME 

(Last, First, Middle Initial) 

DOE, JOHN D.

REQUEST FOR OFFICIAL TRAVEL

4. POSITION TITLE AND GRADE/RATING

PLANS OFFICER, MAJ/04,  USA

  5.  LOCATION OF PERMANENT DUTY STATION (PDS)

HQ USSOUTHCOM, 3511 NW 91ST AVE

MIAMI, FL  33172

  6. ORGANIZATIONAL ELEMENT

SCJ5

7.  DUTY PHONE NUMBER

    

 (Include Area Code)

(305)437-0000

  8. TYPE OF ORDERS

       BLANKET

10

a. APPROX. NO. OF TDY DAYS

       

 (Including travel time)

b. PROCEED DATE 

    (YYYYMMDD)

SEE ITEM 16

9. TDY PURPOSE 

(See JTR, Appendix H)

Blue Advance 00 Conference

VARIATION AUTHORIZED

  a.  COMMERCIAL

b.  GOVERNMENT

PRIVATELY OWNED CONVEYANCE

 (Check one)

RATE PER MILE:   

AS DETERMINED BY APPROPRIATE TRANSPORTATION OFFICER 

(Overseas Travel only)

ADVANTAGEOUS TO THE GOVERNMENT

MILEAGE REIMBURSEMENT AND PER DIEM IS

LIMITED TO CONSTRUCTIVE COST OF

COMMON CARRIER TRANSPORTATION AND

PER DIEM AS DETERMINED AND TRAVEL

TIME AS LIMITED PER JTR

13.

14.  ESTIMATED COST

15. ADVANCE

      AUTHORIZED

17. TRAVEL-REQUESTING OFFICIAL

 

(Title and signature)

TYPE NAME, RANK AND TITLE OF REQUESTER

18. TRAVEL-APPROVING/DIRECTING OFFICIAL

 (Title and signature)

TYPE NAME, RANK AND TITLE OF APPROVING

AUTHORIZATION

19. ACCOUNTING CITATION

20. AUTHORIZING/ORDER-ISSUING OFFICIAL

 (Title and signature) 

 

SIGNED BY THE ASSISTANT ADJUTANT GENERAL

21. DATE ISSUED

 (YYYYMMDD)

22. TRAVEL ORDER NUMBER

b.  TRAVEL

$

  

360.00

c.  OTHER

$

  

175.00

d.  TOTAL

$ 

 

1,285.00

$ 

 

MAX

 

DD FORM 1610, JAN 2001

PREVIOUS EDITION IS OBSOLETE.

  a.  PER DIEM

$

  

750.00

RAIL

AIR

BUS

SHIP

AIR

VEHICLE

SHIP

3.  SOCIAL SECURITY NUMBER

000-00-0000

c.  LOCAL TRANSPORTATION

CAR

RENTAL

TAXI

OTHER

a.  PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR.

USAPA V1.00
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APPENDIX D (Continued)

ITEM 16 (Remarks) – Continued on reverse side of the BTO


[image: image7.wmf]Upon completion of each tour of duty, you will return to your permanent duty station.  Travel by military or commercial aircraft is

authorized.  Foreign flag carriers are authorized when U.S. carriers are not available provided that the foreign flag carrier is listed

as Category 1 by DoD Commercial Airlift Review Board (CARB).  Category 2 carriers require DCINC approval. Check with

SCJ33 for verification of category.  Classified material cannot be transported on foreign flag carriers without prior approval of the

USSOUTHCOM's Directorate of Intelligence (SCJ2).  Leave in conjunction with TDY is authorized.  Reimbursement for bottle

water and cellular phone is authorized. Use of government quarters and mess will adversely affect the mission.  Statement of

non-availability is not required.  Reimbursement of expenditures for mission accomplishment is authorized.  Excess conveyance,

including rental car and taxi, is authorized.  Full liability, comprehensive and collision insurance is authorized at overseas

locations, if required by the host nation authorities.  Individual is designated USSOUTHCOM courier (SC Reg 380-5).  Wearing

of civilian attire is authorized.  Individual is authorized to carry concealed weapons per AR 190-14, paragraph 5F.  Dual lodging is

authorized.  Actual Expense Allowance not to exceed 300% is allowed for General Officers and those traveling under General

Officers supervision as established in the JFTR, par. U4210-B3.  Retain lodging receipts to support travel voucher. 

Reimbursement of conference fees is authorized.  Voucher will be submitted for this travel to the custodian of your travel records

within five (5) duty days upon completion of the mission. 

 

FOR THE COMMANDER IN CHIEF: 

 

 

 

CHARLES D. BOWKER 

Colonel, U.S. Air Force 

Director, SCJ1 

 

DISTRIBUTION: 

1 - Individual 

1 - SCJ1-A(Original) 

1 - SCJ8-CM 

4 - Contract Travel Agency(Carlson Wagonlit)

16.  REMARKS 

(Continued) (Use this space for special requirements, leave, excess baggage, accommodations, registration fees, etc.) 

PRIVACY ACT STATEMENT

(5 U.S.C. 552a)

DD FORM 1610 (BACK), JAN 2001

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.

USAPA V1.00
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APPENDIX E

PREPARATION OF INVITATIONAL TRAVEL ORDERS (ITOs)

1.  Purpose.  This appendix prescribes a standard procedure for preparation and verification of invitational travel orders (ITOs). 

2.  Procedure.  Each directorate will prepare ITOs in the following memorandum format, on USSOUTHCOM letterhead:

     a.  ITOs must include:  Full name, SSN/ID number, and purpose of invitation.

     b.  The directorate requiring the ITO must coordinate all travel arrangements and provide cost estimates, and ensure travel order provides correct authorizations.

     c.  J1-A will issue an ITO number from the ITO logbook. 

     d.  If per diem is authorized, traveler must file a travel voucher (DD Form 1351-2), within the standard 5-duty day limit at the conclusion of travel.  It is the responsibility of the directorate issuing ITOs to inform the traveler of this regulation, provide forms, and facilitates processing the voucher.

3.  Verification.  Verify ITOs in the same manner as regular TDY travel (see Appendix A).

E-1
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APPENDIX E (Continued)
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APPENDIX E (Continued)
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APPENDIX F

LODGING SUCCESS PROGRAM (LSP)

1.  Purpose.  This appendix prescribes a standard procedure for using the Lodging Success Program (LSP).  Travelers to the LSP areas must contact the Army Central Reservation Center (ACRC) for reservations in order to receive the LSP rate.  The ACRC is authorized to issue nonavailabilty (NA) control numbers. Without a NA control number issued by the ACRC, the traveler will be reimbursed at no more than the contract daily room rate.

2.  Procedures.

     a.  Contact the ACRC during their hours of operation:  Monday-Friday 0600‑2100 hours (EST), Saturday, Sunday, and holidays 0800 – 1800 hours (EST).  The ACRC may be reached at; 1‑800‑GO ARMY‑1 (1‑800‑462‑7691) or DSN 897‑2790.  Fax reservation requests to ACRC may be sent to commercial (256) 876‑6870 or DSN 746‑6870.

     b.  The NA number must be annotated on the official travel order (DD Form 1610, Block 16) for the purpose of reimbursement.  LSP contract hotel properties are considered government quarters and an NA control number must be obtained if space is unavailable.  ACRC will issue NA control numbers.  The NA control number should be annotated on travel vouchers (DD Form 1610, Block 16) as follows: NA control number 000000 issued by Army lodging on 00/00/00.  Authorizing official, finance, and accounting, may contact ACRC for verification of NA.

     c.  Ensure travelers are fully aware of the LSP requirement, DD Form 1610, Block 11 must reflect both the location of the TDY point and the zip code if applicable.  Block 16 requires a statement that says, government quarters are not available and government mess is not available. 

     d.  To preclude preparing a separate DD Form 1610 for travel to LSP areas, travelers on blanket orders will place the zip code of TDY location on the DD Form 1351‑2 block 15 (place) when traveling to LSP areas.

     e.  Travelers are reminded that cancellation of lodging reservations is their personal responsibility and must be accomplished directly with the appropriate contract hotel.  Failure to cancel reservations that are not utilized may result in automatic charges for the first night stay, which is standard practice in the commercial hotel industry.  Contract hotels will provide cancellation numbers as verification.  It is the traveler's responsibility to retain the cancellation number as a source of reference.

3.  LSP Areas:  Go to www.armymwr.com for LSP areas.
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APPENDIX G

	Event Type
	Event Category
	Event Purpose

	Deployment
	Operations
	Contingency

	
	
	National Emergency

	
	
	War

	
	
	Counter-Drug

	
	
	Law Enforcement

	
	
	US Domestic Civil

	
	
	Humanitarian Assistance

	
	
	Peace Keeping

	
	
	Surveillance

	
	
	Forward Presence

	
	
	Hospitalization

	
	Named Exercise (Identify Exercise Name)
	Joint/Combined 

	
	
	Service

	
	
	NATO

	
	
	Hospitalization

	
	Home Station Training
	

	
	Mission Support TDY 
	Meeting

	
	
	Conference

	
	
	Staff Visit

	
	
	Staff Augmentation

	
	
	Medical Appointment

	Non-Deployment
	Individual Training/School
	

	
	Duty Garrison
	

	
	Hospitalization (except deployed)
	

	
	Discipline
	

	
	IDT (if away from permanent training site)
	

	
	Muster Duty (if away from permanent station)
	

	
	Funeral Honors (if away from permanent station)
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APPENDIX H

H-1

The proponent agency of this regulation is the U.S. Southern Command.  Users are invited to send comments and suggested improvements directly to HQ USSOUTHCOM, SCJ1-A, 3511 NW 91st Ave., Miami, FL 33172-1217.





  


 





DEPARTMENT OF DEFENSE


UNITED STATES SOUTHERN COMMAND


3511 NW 91ST AVENUE


MIAMI, FL  33172-1217














MEMORANDUM THRU: Supervisory Chain


		   Service Element Commander


                           CINC





FOR Service Component Commander





SUBJECT:  Authorization to Exceed PERSTEMPO High-Deployment Threshold





The FY/00 National Defense Authorization Act requires that SOUTHCOM obtain the approval of the Service Component Commander prior to approving the TDY of a service-member assigned to a joint activity beyond PERSTEMPO thresholds. 





SSGT John Doe, 123-45-6789, of J3 Counter-Drug Division was deployed to Columbia 15 Sep 2000 to 10 Mar 2000 to provide training on systems operations. SSGT Doe’s expertise is also required in Key West in support of JIATF-E’s mission and he will require 179 days TDY at that location from 1 May 01 to 27 Oct 01. SSGT John Doe has been deployed a total of 176 days in the past 365 days. This TDY will increase his cumulative total days TDY within the past 365 days to 339 days.





Point of contact for this action is LTC John Luck at DSN 567-1102. 














                        Signature


(Commander, Director, SAO Chief)





Invitational Travel Order:                                                            Date Approved:   





NAME:				SSN:  


YOU ARE INVITED TO PROCEED FROM:  


DEPARTING ON:  


ARRIVING AT:  Headquarters, U.S. Southern Command, Miami, Florida


PURPOSE OF INVITATION:  


APPROXIMATE NUMBER OF DAYS:


TYPE OF AIRCRAFT:  





Upon completion of the mission you must return to the point of origin and submit a travel voucher to:  DFAS Orlando, ATTN:  Travel Branch, P.O. Box 934650, Orlando, FL


32893-4650.  Customer service toll free assistance number is 1-800-950-9784.





Travel by rail, commercial or military aircraft, bus and privately owed automobile are authorized.  You are advised that Department of Defense policy requires that in using regularly scheduled air transportation: (a) accommodation selected will be the least costly service which will permit satisfactory accomplishment of the mission of the traveler, and (b) United States carriers must be used for all commercial foreign air transportation if service provided by those carriers is available.  Otherwise, reimbursement for the cost of transportation is not allowed.





If practical, you will be provided a Government Transportation Request (GTR) to exchange for carrier tickets.  If a GTR is not used and travel is not performed by common carrier at personal expense, reimbursement for the cost of transportation will be limited to: (a) the least costly regularly scheduled air service between the points involved, or the lowest cost class of accommodations available at the time reservations were made; (b) the cost of the rail fare and the lower berth, or the lowest first-class rail accommodation available at the time reservations were made; or, (c) actual cost of commercial bus fare.





If you travel by privately owed conveyance, reimbursement will be authorized at the rate of $0.34.5 per mile, plus the cost of necessary parking fees, bridge, ferry, and other highway tolls incurred while in travel status under this travel order.  The total reimbursement will be limited to the cost of travel by the usual mode of carrier, including per diem.  Receipts and ticket stubs are required to substantiate your claim for cost of transportation and subsistence for items in excess of $75.00.  Normally, you will be entitled to a per diem allowance to cover your expenses for lodging, meals, and incidentals.  While traveling and performing the mission, you will be authorized a per diem equal to the daily amount you pay for lodging, plus a fixed amount for meals and incidental expenses, not to exceed the maximum amount prescribed in JTR, Vol. 2, Appendix B or E, for the locality concerned.  If the resulting amount is more than the maximum per diem rate prescribed in JTR, Vol. 2, Appendix B or E, only the maximum per diem rate will be authorized.  Receipts are required for lodging.











An actual expense allowance may also be authorized and must be approved in advance by the USSOUTHCOM Comptroller when, because of the unusual nature of the conditions encountered on the assignment, the actual and necessary meal and lodging costs exceed the maximum per diem allowance by 10 percent or more, or when you have no alternative but to incur lodging costs which absorb all or nearly all of the maximum per diem allowance.  The allowance covers the same type of expenses normally covered by the per diem allowance.  You will be reimbursed for actual expenses incurred, but not to exceed the maximum amount prescribed for the locality concerned. The expenses may include lodging; meals; fees and tips to waiters, bellboys, maids, porters; personal laundry, pressing and dry-cleaning; local transportation (including usual tips) between places of lodging, duty, and place meals are taken; and other necessary expenses. For travel within the continental United States, the maximum actual expense allowance payable under unusual circumstances is 150 percent of the applicable maximum per diem rate (rounded to the next higher dollar), prescribed in the JTR, Vol. 2, Appendix E for the locality concerned. For travel outside the continental United States, the actual expense allowance is 150 percent of the applicable per diem rate prescribed in the JTR, Vol  2, Appendix A for the area involved or the applicable per diem plus $50.00, whichever is greater.  Itemization of your expenses and receipts for lodging are required.





Requesting Official:__________________________


Approving Official:__________________________


Per Diem:


Travel:


Other:





Address any inquires regarding this travel order to:    Headquarters


							  U.S. Southern Command


							  ATTN:  


							  3511 NW 91st Avenue


							  Miami, FL   33172-1217





The travel authorized herein has been determined to be in the public interest, and is chargeable to:





FUND CITE:





FOR THE COMMANDER IN CHIEF:








						JOHN DOE


						CPT, USA


						Assistant Adjutant General











THIS IS/IS NOT A PERSTEMPO EVENT.


PERSTEMPO CATEGORY IS EXERCISE (REFORGER 01)


EVENT PURPOSE IS JOINT EXERCISE




















RES





RES





RES





RES








THIS IS/IS NOT A PERSTEMPO EVENT.


PERSTEMPO CATEGORY IS EXERCISE (REFORGER 01)


EVENT PURPOSE IS JOINT EXERCISE





THIS IS/IS NOT A PERSTEMPO EVENT.


PERSTEMPO CATEGORY IS EXERCISE (REFORGER 01)


EVENT PURPOSE IS JOINT EXERCISE





� EMBED PowerPoint.Slide.8  ���








____________

This regulation supersedes SC Reg 55-8, dated 22 June 1984, and 

SC Reg 55-7, dated 3 May 1994.
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