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	Travel Order Checklist

	 
	 
	 
	1. Confirmatory (After the Fact) Travel Order (Screen 12.3) Travel departure date should be later than approval date. If not, the order must be a confirmatory and should have an explanation in the remarks for delay in creating the travel order. Reason for confirmatory travel should NOT be lack of funds. A good example would be, "CEFMS was down."

	 
	 
	 
	2. Method of reimbursement (Screen 12.3). For lodging and MI&E rates within established government rates, the correct code is LDP-Lodging Plus; lodging rates in excess of established government rates, must cite, AELP. (See item 18 for long-term training).

	 
	 
	 
	3. Lodging Plus (LDP) means within per diem for lodging and meals; Actual Exp for Lodging only (AELP) is used for areas affected by seasonal rates and must be accompanied with a remark listing three hotels and their over-per diem rates (remarks section of travel header page). Do not use Actual Exp for Lodging and Meals (AE) without first consulting with RMO (x2956). 

	 
	 
	 
	4. Registration fees and conference fees are noted in the travel order remarks section. Traveler may withdrawal money from the ATM machine using the Government Travel VISA card (advance) to pay for fees. DO NOT USE travel credit card to pay for registration directly.

	 
	 
	 
	5. Verify that the rental vehicle used is the most economical vehicle used to perform TDY assignment. GSA vehicle must be the most economical vehicle as well.

	 
	 
	 
	6. Verify mode of travel with travel orders. If traveler elects to drive for own convenience, mileage is 10 ½ cents/mile; if traveler elects to drive instead of fly, a cost comparison must be attached clearly showing that it is more advantageous to the government. If so, mileage is 36.0 cents/mile. If government vehicle is authorized and traveler chooses to drive own vehicle (10 ½) , or the government vehicle cannot be dispatched at the time of TDY, 23 ½ cents/mile. On PCS’s, the mileage rate is 15 cents/mile unless accompanied by dependents. 

	 
	 
	 
	7. Traveler understands that the Travel Settlement voucher should be submitted within 10 working days after completion of travel. Failure to do so could result in late payments.

	 
	 
	 
	8. Government Transportation Request (GTR). Ensure when requesting airline tickets through LMO that the travel order has the following codes: Screen 12.3: Mode of transportation = TP for TRNSPN REQ-Plane; Screen 12.2 Option 4 = Transportation AMT Gov’t Request with the funded amount quoted from Carlson Wagonlit (410) 273-1100. Ensure that traveler has called Wagonlit and NOT guessed at the amount of the ticket. If there is a cancellation of the travel order where tickets have been issued, return the tickets to LMO immediately. LMO will notify RMO for billing purposes.

	 
	 
	 
	9. Traveler understands that the ATM advance should not exceed 80 percent of the estimated cost of travel.

	 
	 
	 
	10. Traveler understands that travel entitlement such as per diem is paid using the "lodging plus" system with three-fourths (3/4 of the M&IE allowance being paid on the first and last day. Other authorized expenses such as rental cars, taxi and limousine fares, registration fees, official business phone calls, ATM fees, etc are reimbursable. Ensure the right codes have been put in the travel remarks section on the header page of the travel order.

	 
	 
	 
	11. Traveler understands that all original receipts must be kept for reimbursement, except meals. 

	 
	 
	 
	12. Foreign travel forms have been filled out and the Security office has been notified. 

	 
	 
	 
	13. Remarks codes involving cost amounts are estimated in the cost amount section of travel order; e.g., rental car, POC mileage, etc.

	 
	 
	 
	14. Traveler understands that he/she may not be reimbursed for airline/rail tickets bought and paid for by personal credit card instead of going through Carlson Wagonlit/LMO or by using the Government VISA credit card (emergency situation).

	 
	 
	 
	15. To research per diem rates in advance of creating the travel order, check the JTR and the Intranet. http://www.dtic.mil/perdiem

	 
	 
	 
	16. Lodging rates in excess of established govt rates, actual expenses authorization and any change to long term training must be administratively approved & a copy of the memo retained. Such items must have a statement in the "Remarks" section that a memo is on file.


