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MAJOR AREA:  TRANSPORTATION

SUBJECT AREA: Official Travel

BLDG #: 504A Holbrook Rd, Rm 201    MAP #: 

PHONE #: 568-6904 / 5738

HOURS OF OPERATION:
 0730 – 1630
Monday – Friday (Closed Wednesday afternoon for training).

DOCUMENTATION REQUIRED: Five copies of official orders and any amendment, there to.  Picture ID Card, I.E. DD Form 2- Active and retired military, DD Form 1173- dependents, and separate service civilian ID card (Dept. of Army, Navy, Air Force, etc.)
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a.  Personnel performing TDY travel to international locations (overseas) must first request a port call from AG.  If Air Mobility Command (AMC, formerly MAC)  cannot meet the requirements, the traveler will be issued a Statement of Non availability, which must be presented to Passenger Travel personnel.  The traveler will then be booked on a commercial flight.

b.  Cost Reimbursable Contractors (CRC), Government-Owned/Contractor-operated (GOCD), or federally funded research and development (FFRDC) and Management and Operating (M&D) contractors are non-mandatory users of the city pairs contracts, hotel and rental car rates.  Therefore, the airlines have not made the city pair fares available to the afore mentioned.  Only DOD military and civilians are entitled to use of the contracted fares.

c. Five copies of official orders, and DD Form 2 (ID Card, Active and Retired Military or DA Civilian Identification Card) are required to process official travel.  If meal tickets are required DD Form 652 (Uniformed Services Meal Ticket) is to be completed.  Military personnel traveling on official orders are authorized 2 pieces of baggage, excess of this amount requires that a SF 1169, US Government Transportation Request (GTR), be completed prior to travel.  If official travel is confirmed and TDY is canceled or revoked after obtaining tickets, DD Form 730 (Receipt for Unused Transportation request 

and or including unused meal tickets) must be submitted within 5 days of cancellation.  Tickets lost or stolen must be reported immediately to the Airline issuing the tickets.  The Passenger Travel Section provides service for individuals or groups on TDY or PCS, dependents on PCS and authorized civilians departing on official business.  Units or individuals may obtain meal tickets and Government Transportation Request when required and justified in orders in accordance with  DOD 400.00 and AR 55-355.

c.  This section arranges travel for individuals, only.  Groups of 21 or more travelers are processed and travel arrangements made by the Unit Movements Branch.
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