REQUEST FOR ORDERS
PART A - Type of Travel
 ___PCS (Reassignment - outgoing)
  
___Student Education (See Note 1)

 ___PCS (Reassignment – incoming)
 
___Renewal Agreement Travel (See Notes 2-8)
 ___PCS (RIF, Base Closure, Unit Deactivation)
___Advance Return of Family Mbrs (See Note 10)
 ___PCS (Separation/Retirement)
  
___HHG and/or POV Shipment (See Notes 9&10)
 ___Other (Please Specify) 
  
                Environmental and Moral Leave 

PART B - Sponsor's Information

Name (Last/First/MI):  ______________________________________   SSN:         

Current Pay Plan/Series/Grade: ___________________   Position Title:    _____________________


Current Organization:  __________________________   ZIP Code/APO:  ____________________   


Duty Phone:  ___________________________    Home Phone:  _______________________________    

E-mail: _____________________________________________________________________________   

Place of Hire/Home of Record (include City and State) _______________________________________

Alternate Destination(s) (See Note 4):   _____________________________________________________

Employee's dates of travel:  Depart  ________________     Return ______________________________

Date Overseas Tour expire:  ____________________________________________________________
PART C - Family Member(s) Information
Family Member Travel:   ___Concurrent         ___Delayed         ___Early Return
Family Member Travel:  from ___________________________ to  



(City & State of Residence)

            (City &State)
Student Travel:   One Way   Originating in:   ___ CONUS    ___ Overseas 

Student Travel:  from 
                                                                        to ___________________________  
Current enrollment period (dates): from______________________ to ___________________________






Travel Dates

Family Member Name(s)
Passport

   Birth Date



(Depart/Return)

(Last, First, MI)

Number

    (See Note 6)
        Relationship
(See Note 5) 
______________________   ____________  __________  ___________  ________________________

  


______________________   ____________  __________  ___________  ________________________


______________________   ____________  __________  ___________  ________________________


______________________   ____________  __________  ___________  ________________________


 




PART D - PCS Information (FOR PCS TRAVELERS ONLY)
Gaining Organization & Address:  ______________________________________________________  

Reporting date: _____________ 
New Position Title, Series, Grade: __________________________

Forwarding Address:  ________________________________________________________________

   SEE NOTES          PART E - Other Shipment Information (FOR PCS TRAVELERS ONLY)
Shipment of Private Owned Vehicle (POV): (See Note 9)     ___Yes   Date: ____________              ___No

POV Description:  ________________________________________________________________ 


             (Make, Model, Year, and Serial or Chassis Number of POV)

 
Shipment of Household Goods (HHG):   ___Yes     Date:  _____________________                    ___No

Ship HHG from: from __________________________ to _________________________________

(City & State of Residence)
Shipment of HHG from Non-Temporary Storage (NTS):   ___Yes   Date:  ________________    ___No

Ship NTS from: from ___________________________ to _________________________________



NTS Available:  ____ Yes       Estimated Weight:  _______________________ lbs                      ___No  

Location of NTS:  ____________________________________________________________________

 



PART F - Mode of Travel

  Government.  I request Government transportation and understand that I must report to TMO to make travel arrangements and to schedule shipment of household goods, unaccompanied baggage, POV and pet shipments.  I also understand that failure to respond will result in forfeiture of Government Travel entitlements for me and my family members

  Privately Owned Vehicle (POV).  I am requesting orders for OCONUS travel and will use my POV for this purpose.

  Commercial.  I request commercial transportation.  I understand that reimbursement is limited up to the current official government rate and only when ticket(s) are purchased from the following sources and under conditions stated below:

     a.   The Contract Ticket Office (CTO)

     b.   When the services of the CTO are not reasonably available, then ticketing arrangements may be secured from a branch office or general agent of an American flag carrier. Traveler must demonstrate, in writing, to the servicing finance office that the services of the CTO were not reasonably available.

     c.   When the services of the CTO are not reasonably available and ticketing arrangements cannot be secured from a branch office or general agent of an American flag carrier, the use of travel agents not under contract of the U.S. Government is authorized.  Traveler must demonstrate, in writing, to the servicing finance office that the services of the CTO were not reasonably available and the ticketing arrangements could not be secured from a branch office or general agent of an American flag carrier.  


 


PART G - Employee Certification and Supervisor Approval 

The supervisor’s signature block does not apply to incoming PCS Travel Requests.

Employee Certification:  I certify that the information provided in this request is correct and complete to the best of my knowledge.
Employee’s Signature:  _______________________________________
                Date:____________
Supervisor's Approval:  _____________________________________________           ____________  
                                             (Supervisor's Printed Name & Signature)                                 (Date)         
                                               (Branch Head’s Printed Name & Signature for 

Renewal Agreement, Education  & PCS Outgoing Travel)





PART H – CHRO Certification (CHRO PERSONNEL ONLY)
Household Goods (HHG) authorized:  ________lbs (Accompanied 4500 lbs/Unaccompanied 18000 lbs)

Unaccompanied Baggage authorized:  ________lbs (350 lbs each adult, 175 lbs each child 12 & below)

Non-Temporary Storage limitation/authorized:    ________lbs (Combined shipment and storage cannot exceed 18000 lbs)

Remarks: PCS’D ON ___________ TO OKINAWA, 
            

                                           ( Date)

                  Reason for PCS:
__________________________________________           ______________
            ______________

                   (CHRO Specialist’s Signature)
                                    (Date)                       (Duty Phone)     
 


PART I – Fund Certification (G-1 BUDGET EXECUTION ACTIVITY ONLY)                                                    
TRAVEL ORDER NUMBER (TON):  ___________________________________________________

   LOA:   AA 17___1106.27A0  210  67400  0  067400  2D  0  _______  M67400 _________________

     PER DIEM:  ____________________     MISC:  ______________     TRAVEL:  _______________

SDN for HOUSEHOLD GOODS (HHG):  _____________________________________ TAC # MC05

   LOA:  AB  17___1106.27A0  220  67400  0  067400  2D  M20262  HL___CR___________________

  AMOUNT:  _______________________  BILL CHARGE TO:_______________________________

PCS (INCOMING ONLY)

SDN:  NON-TEMPORARY STORAGE (NTS):  ____________________________________________

  LOA:  AC  17___1106.27A0  250  67400  0  067400  2D  M20262  HL___CR___________________  

  AMOUNT:  _______________________________

_____________________________________________

     ___________________________

             (Signature – Budget Execution Activity)  


                            (Date)

  



 
NOTES TO REQUEST FOR TRAVEL ORDERS

Note 1:  Student Travel:  Must be on current transportation agreement.  You must be eligible for a Living Quarters Allowance (LQA) or Government owned or operated quarters to request student travel orders.  Current documentation showing the student is enrolled full-time must be attached to the request for orders.  Student travel may be authorized to travel to a foreign institution provided the foreign studies are sponsored by an institution in the U.S.

Note 2:  Renewal Agreement Travel Noncumulative:  RAT entitlement is for use between consecutive periods of continuous overseas employment and may be performed between the date of completion of one agreement and before serving another tour of duty pursuant to a written agreement.  Entitlement to renewal agreement travel is not cumulative from one period of service to another if not used.  RAT must be performed during your window of eligibility as indicated below:

     a.  Initial tour (normally 36 mo.): Initial tour has a 18 month window to perform RAT. The window is 6 months prior to initial tour completion and not later than 12 months before completion of tour provided the employee has agreed to a renewal agreement tour (normally 24 mo.).  In no instance will RAT be authorized if you have less than 12 months remaining on a tour.

     b.  Renewal tour (normally 24 mo.): Renewal tour has a 14 month window to perform RAT. The window is 2 months prior to completion of the renewal tour and not later than 12 months before completion of tour provided the employee has agreed to another renewal agreement tour (normally 24 mo.).  In no instance will RAT be authorized if you have less than 12 months remaining on a tour.

Note 3:  Leave Status during Absences from Duty:  You must have approved leave prior to requesting RAT orders.  You may be entitled to use home leave or be in a leave with or without pay status.  You will be authorized leave-free travel from the date you start travel to the U.S. and on the date you start your return travel to the OCONUS permanent duty station.  Your roundtrip flight itinerary must accompany your request for RAT orders. A copy of your approved leave request SF 71 must be attached to this request if requesting RAT.

Note 4:  Alternate Point Destination:  To be entitled to RAT, employee whose actual residence is in the U.S. must spend majority of the RAT time in the U.S., its territories or possessions.  The employee and family members are authorized to perform RAT to a destination (other than the employee’s actual residence) in the U.S, or the country of the employee’s actual residence.  The alternate destination must be determined in advance of travel and stated in the travel order.  RAT reimbursement to an alternate destination shall not exceed the amount allowed from the OCOMUS permanent duty station to the actual residence in the U.S. and return to the OCONUS permanent duty station.   Excess costs to an alternate destination will be the responsibility of the employee.

Note 5:  Travel in Family Unit Not Required:  You may travel alone or be accompanied by family members.  Family members may travel unaccompanied but cannot perform round trip travel under renewal agreement authority if you do not perform authorized renewal agreement travel.  Unaccompanied family members will not be allowed delayed use of renewal agreement authority beyond 6 months after the date you begin such travel.  

Note 6:  Children Over 21 Years of Age:  If a dependent child reaches his/her 21st birthday while you are assigned to a duty station overseas, such former child is entitled to return transportation to your place of actual residence in CONUS provided his/her last travel was at Government expense as the employee family member. Travel must be performed when you are performing PCS travel to CONUS, separation travel or renewal agreement travel.  Failure to do so will forfeit the right of travel at Government expense of the child.  Travel will not be authorized once the child reaches his/her 23rd birthday, you may consider returning child under early return of family member if not performing travel before. the child reaches 23 years of age.  

Note 7:  Household Goods (HHG) Shipment and Transportation of Baggage:    Shipment of HHG is limited to 4500 pounds to Okinawa, Japan.  The unaccompanied baggage is limited to:  350 pounds per adult and 175 pounds per child age 12 and below.  Temporary storage of goods authorized for 90 days while in transit to final destination.  Nontemporary Storage (NTS) of goods authorized in the United States.  Total weight of goods shipped to Okinawa and stored in the United States cannot exceed 18,000 lbs. When travel is performed over ocean by air the maximum baggage weight allowance that may be authorized at Government expense will not exceed 100 lbs. per person (excluding free checkable baggage).   If the baggage moves as accompanied, the authorized amount will be considered as gross weight.  If it is shipped as unaccompanied baggage, the authorized amount will be considered as net weight. Shipment of HHG at Government expense as baggage is prohibited in connection with RAT.  Baggage allowance will be limited to personal clothing and articles necessary for the trip.

Note 8:  Renewal Agreement Travel Limitations:
      a.  
Household Goods (HHG): There is no entitlement to ship HHG in connection with RAT. However, the signing of a renewal agreement in connection with RAT can be the basis for reestablishing expired entitlement for transportation of HHG and family members to extend of prior authorization that was unused.  

      b.
Unaccompanied Family Members:  Travel entitlements for unaccompanied family members (see note 3 above).

     c.

Duplicate eligibility.  Duplicate transportation will not be authorized for persons who may be separately eligible of RAT as an employee and as a family member. 

Note 9:  POV Shipment (PCS): If you plan to ship a foreign privately owned vehicle (FPOV) at government expense, the FPOV must meet Department of Transportation (DOT) and US Environmental Protection Agency (EPA) standards (i.e. US Specifications).

Note 10:  Return of Family Members and HHG Prior to Return of Employee:
1.
Transportation for the return of family members and HHG prior to your return may be authorized in the following circumstances:

   a.
When you have acquired eligibility for return transportation by satisfactory completing the minimum period of service.  No documentation required other than a request for orders;

  b.
When it is determined by the overseas command concerned the best interests of the Government will be serviced by the return of the family member(s) for compelling personal reason of a humanitarian or compassionate nature such as physical or mental health, death of any member of the immediate family, or obligations imposed by authority or circumstances over which the employee has no control.  You must attach a copy of the commander's approval for early return of family member(s) or a command directed early return of family members. 

2.   If the early return of family members and/or HHG is prior to you attaining eligibility for other than the reason stated in paragraph 1a or b above, then transportation of family members and HHGs will be at the employee's expense. When eligibility is earned for return transportation at Government expense, reimbursement for the proper expense of the transportation, not to exceed the cost for transportation of the family member(s) and HHGs by the most economical route from the overseas post of duty to the place of actual residence.  Paid receipt for expenses incurred will be required with the claim along with orders.  Orders will not be published until attaining eligibility.  If no early return of family member is involved and just shipment of HHG, then reimbursement will not be authorized until such time official orders are issued for employee's PCS or separation travel and will be limited to the cost at the time of actual return travel.  Paid receipts will be required for reimbursement.

3.  POV shipment is not authorized in conjunction with early return of family member(s) and/or HHG.

