
INVITATIONAL TRAVEL ORDER

Name:
     
TRAVEL ORDER NUMBER       
SSN:
     
Home Address:       
Business Address:       
Name and Location of Activity Issuing Invitation:       
Date Approved:       
You are invited to proceed FROM       
TO       
for the purpose of       
Period of Travel:  (date)
to
(date)
 FORMCHECKBOX 

Rental Car Authorized


 FORMCHECKBOX 
  Compact
 FORMCHECKBOX 
  Midsize
 FORMCHECKBOX 
  Full
 FORMCHECKBOX 
  Mini-van

Estimated cost:  TVL $         PD $          MISC $       (MISC includes cost of rental car + gas/parking fees)

Per Public Law 104-134 all federal government payments must be paid via Electronic Funds Transfer (EFT).  Travelers must complete the PSDMTRY 7200/6 (Rev 11/98) in order to receive payment.

Receipts: Ticket stubs are required to substantiate your transportation cost. Receipts are required for lodging. Receipts are required for all items of expense in an amount of $75 or more plus any applicable tax.

Send the DD1351 (Travel Claim) and address any questions to:
(name, address, phone number of command's POC)
 FORMCHECKBOX 
 
Government Contractor

If you are a Government contractor, you are not eligible to use GSA contract air passenger fares.

You are authorized to travel by:    FORMCHECKBOX 
 Rail
 FORMCHECKBOX 
  Commercial Air
 FORMCHECKBOX 
  Military Air
 FORMCHECKBOX 
  Bus
 FORMCHECKBOX 
 POC (See below)

 FORMCHECKBOX 

Transportation has been arranged by the order-issuing agent and are included with this order.


Estimated Transportation Cost for Airfare:      
 FORMCHECKBOX 

To arrange transportation call:       
 FORMCHECKBOX 

You may arrange your transportation. The following rules apply:


You may arrange your transportation directly with the carrier or through a travel office under contract to the U.S. Government. If you purchase transportation from a travel office (travel agency) not under contract to the Government, reimbursement is limited to the cost to the Government on a constructive basis for transportation that would have been arranged by a travel office under contract to the Government. Except for Canada and Mexico, you may use a travel office not under contract to the Government in a foreign country if ticketing can't be secured from a branch office or general agent of an American-flag carrier.

It is DOD policy that in using regularly scheduled air transportation: 


(a)
accommodations selected shall be the least costly service that permits 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.

 FORMCHECKBOX 

You are authorized to travel by privately-owned conveyance (POC) as advantageous to the Government. Reimbursement shall be at the rate of $0.325 per mile, plus the cost of necessary parking fees and bridge, ferry, and tolls incurred including per diem while in travel status under this travel order.

 FORMCHECKBOX 

You are authorized to travel by privately-owned conveyance (POC) on a constructive basis.  You would normally be authorized to travel by common carrier. Reimbursement shall be limited to the cost of travel by the usual mode of common carrier, including per diem.

 FORMCHECKBOX 

You shall be paid a per diem allowance to cover your expenses for lodging, meals, and incidentals.  While traveling and performing the mission you shall 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, Appendix B or D for the locality concerned. If your costs, particularly for lodging, are more than the maximum per diem rate prescribed in JTR, Appendix B or D, then only the maximum per diem rate shall be paid. (See JTR, Chapter 4, Part L for applicable rules) 

Applicable Per Diem Rates:

Locality
Maximum Lodging Rate
Meals & Incidental Expense Rate
Total Per Diem

     
     
     
     

     
     
     
     

     
     
     
     

 FORMCHECKBOX 
  You shall be paid an actual subsistence expense allowance (AEA) for lodging and a per diem for meals and incidentals (M&IE).  You are required to itemize your lodging expenses only.

 FORMCHECKBOX 
  You shall be paid an actual subsistence expense allowance (AEA) for lodging and meals and incidental expenses (M&IE). You must itemize all your subsistence expenses. Subsistence expenses include lodgings; 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. You shall be reimbursed for the actual expenses incurred, but not to exceed the maximum amount authorized for the locality concerned. (See JTR, Chapter 4, Part M for applicable rules) 

Actual Subsistence Expense Allowance (AEA) Authorized:

Locality 
Maximum AEA Allowance
Amount allowed for Meals & Incidental Allowance Expenses if M&IE authorized on a per diem basis.

     
     
     

     
     
     

     
     
     

The travel authorized herein has been determined to be in the public interest, and is chargeable to: 
Appropriation Symbol and Sub-Head
Object Class
BU Cont Number
Sub-Allot No.
Authorized Acctg Acty
Type
Property Acctg Acty
Cost Code

     
   
     
 
     
  
     
     

     
   
     
 
     
  
     
     

     
   
     
 
     
  
     
     

Address any inquiries regarding this travel order to:        
Remarks:
     
     

     


Signature and title of authorizing official
Principal Investigator (if RR funds are used)

PSDMTRY 4650/8 Rev (2/99)


