Request for Order

Part A — Type of Travel

(J PCS (Reassignment) (J Student Education (See Note 1)

J PCS (RIF, Base Closure, Unit Deactivation) J Renewal Agreement Travel (See Notes 2-9)

J PCS (Separation/Retirement) J Advance Retum of Family Members (See Note 11)
_] Other (Spedify) [J Shipment of HHG and/or POV (See Notes 9 &11)

Part B — Sponsor’s Information

Name: SSN:

Current Pay Plan / Selies/ Grade/Step: PositionTitle:

Current Organization: Zip Code/APO:

Duty / Home Phone: Place of Hire/Home of Record:
Alternate Destination(s) (See Note 4):

Employee’s dates of travel: Depart Return

Days Authotlized Leave:

Part C — Family Member(s) information

Family Member Travel: [J Concurrent (] Delayed ] Early Return
Family Member Travel from: to
(City & State of Residence) City & State
Student Travel: (0 One Way Originating in : 1 CONUS 0 Overseas
Student Travel: from to
Current enroliment period (dates) : from to
Family Member Names(s) Passport Birth Date Relationship Travel Order
(Last, First, M) Number (See Note 6) (Depart/Return) (See Note 5)
YYYY-MM-DD YYYY-MM-DD
1.
2.
3.
4,
5.

Part D — PCS information
Gaining Organization & Address:

Reporting date: New Position Title, Series, Grade :

Part E — Other Shipment information

Shipment of Piivate Owned Vehice (POV):[J Yes(See Notes9 & 10) [J No
POV Description;

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

Shipment of House hold Goods (HHG): (J Yes J No
Ship HHG from: from to
(City & States of Residence)
Shipment of HHG from Nontemporary Temporary Storage (NTS):(J Yes O No
Ship NTS from: from to
Rooms of Furniture to move; . Don’t count baths, count furnished basement, add one room for aggregate of heavy

equipment such asin garage/storage barn).



Part F —Mode of Travel

0 Government. | request Government transportation and understand that | must report to PTO to request a Port Call. 1 also
understand thatfailure to respond to a Port Call will result in forfeiture of Governmernt trav el entitlements for me and my family
members.

O Privately Owned Vehicle (POV). | am requesting orders for OCONUS trav el and will use my POV for this purpose.

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

a. The PASSENGER TRANSPORATION OFFICE (PTO)

b. When the sewices of the PTO are not reasonable av ailable, then ticketing arrangements may be secured from a branch
office or general agent of an Americanflag carrier. Traveler must demonstrate, in writing, to the serwices finance office
that the services of the PTO were not reasonably available.

c. When the sewices of the PTO are not reasonably available and ticketing arrangements cannot be securedfrom a branch
office or general agent of an Americanflag carrier, the use of trav el agents not under contract of the U. S. Gov ernment is
authorized. Trav eler must demonstrate, in writing, to the serv icing finance office that the services of the PTO were not
reasonably available and the ticketing arrangements could nat be secured from a branch office or general agent of an
American flag carrier.

Do you have Government Trav el Card? J Yes ] No

Are you currently receiving Living Quarters Allowance (LQA) ? 0 Yes O No

Part G —Employee Certification, Supervisor Approva and Fund Certification
1. Employee certffication:

a. | certify that the information provided in this request is correct and complete to the best of my knowledge.
b. | certify that thefamily member(s) listed at Part C Family Members(s) Information is a member of my house hold at the
time | report for duty at the new duty station and that they meet the definition of dependent as described in the JTR, Vol 2.

(Employee’s Signature) (Date)
2. Approval:

a. (Immediate Supervisor's Printed or Typed Name) (Immediate Supenisor's Signature) (Date Approved)

b. (Approving Official’s Printed or Typed Name) (Approving Offidal’s Signature) (IW)
3. Fund Certification:
a. Payroll Fund Cite (Except Student Travel) with estimated cost for PCS/Separation/Retirement/Advance
Return of Family Members/ Renewal Agreement Travel:

TVL:
PD:
HHG/UB:
POV:
NTS (f transfer to another o/s):
MISC (if transfer to another o/s):
TQSA:
CIC:
TACH#:
TRAVEL ORDER #:




b. Student Travel Fund Cite (Student Travel Only) with estimated cost:

TVL;

PD:

UB:

CIC:

TACH:

TRAVEL ORDER #:

(Fund Certifying Official’s Signature) (Date)



NOTES TO REQUEST FOR TRAVEL ORDERS

Note 1: Student Travel: Y ou must be eligiblefor a Living Quarters Allowance (LQA) or Government owned or operated quarters to
request student trav el orders. Current documentation showing the student is enrolled full-time must be attached to the request for
orders. Documentation is required each time student education travel is requested Secondary school (Grade 9-12) or college
(undergraduate) must be located in the US (including Alaska and Hawaii). Student is authorized to ship 350 Ibs. net weight of
unaccompanied_ baggage. Y ou must also obtain a student travel fund cite.

Note 2: Renewal Agreement Travel Noncumulative: RAT entitlement isfor use between consecutive periods of continuous overseas
employ ment 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 agreemert trav el is not cumulative from one period of service to another if not used.
RAT must be performed duringy our window of eligibility as indicated below:

a. Intial tour (nomally 36 mo.): Initial tour has an 18 month window to perf orm RAT. The window is 6 months prior to initial tour
completion and nat later than 12 months bef ore completion of tour provided the employee has agreed to a renewal agreement tour
(normally 24 mo.). In no instance will RAT be authorized f y ou hav e less than 12 months remaining on a tour.

b. Renewal tour (nomally 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 nat later than 12 months bef ore completion of tour provided the employee has agreed to another
renewal agreement tour (nomally 24 mo.). In no instance will RAT be authorized ff you have less than 12 months remaining ona tour.

Note 3: Leave Status during Absences from Duty: Y ou must have approved leave fromy our supervisor prior to taking RAT. You
may be entitled to use home leave, or leavefree travel time (use limited to 1 time per tour), or may be in aleav e with or without pay
status. A copy of your approv ed leav e request SF 71 must be attached to this request if requesting Renewal Agreement Trav el.

Note 4: Alternate Point Destination: RAT may be performed to a location in the 50 states and District of Columbia (DC), the
Commonwealths of Puerto Rico and the Northern Mariana Island, a U.S. territoty or possession, or another country in which the
place of actual residence is located other than the location of the place of actual residence; howev er, an employ ee whose actual
residence is in the 50 states and the DC must spend a substantial anount (i.e., majority) of time in the 50 states and DC, the
Commonwealths of Puerto Rico and the Northern Mariana Island, a U.S. territory or possession incident to RAT to be entitled to the
allowance authorized. The amount allowed for trav el and transportation expenses when travel is to an alternate location shal not
exceed the amount which would hav e been allowed fortravel over a usually traveled route from the permanent duty station to the
place of actual residence and for return to the same or different PDS outside CONUS as the case may be.

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

Note 6: Children Over 21 Years of Age: If a dependent child reaches his/her 21st bithday while y ou are assigned to a duty station
ov erseas, suchfomer child is entitled to return transportation to your place of actual residence in CONUS provided his/her last trav el
was at Government expense as the employee family member. Trav el must be pefformed when y ou are performing PCS travel to
CONUS, separation travel or renewal agreemernt travel. Failure to do so will forfeit the right of trav el at Gov ernment expense of the
child. Trav el will not be authorized once the child reaches his/her 23 birthday, you may consider returning child under early retum of
family member if nat perfforming travel before the child reaches 23 years of age.

Note 7: Transportation of Baggage: The maximum baggage allowance that may be authorized at Government expense for you and
family members returning to place of actual residencefor the purpose of taking RAT will not exceed 350 Ibs. for each eligible adult and
1751bs. for each family member under 12y ears of age when travel is performed by ship. When trav el is performed over ocean by air
the maximum baggage weight allowance that may be authorized at Government expense will not exceed 100 Ibs. 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 Govemment
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. Howev er, the signing of a renewal
agreement in connection with RAT can be the basis for reestablishing expired entitlement for transportation of HHG andfamily
members to extend of prior authorization that was unused.

b. Unaccompanied Family Members: Trav el entitlements for unaccompanied family members (see nate 5 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 RAT/Replacement Vehicle: If you plan to ship a POVfrom CONUS as areplacementv ehicle (once every 4
years) attach a copy of your latest POV shipping document (DD Form 788). If reestablishing previously unused shipping ertitlements
on Renewal Agreement Trav el order please provide a signed statement that you never used your POV shipping entitlements on y our
initial orders and have nat shipped a POV overseas at Governmernt expense.

Note 10: POV Shipment (PCS): If you planto 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 Specffications).

Note 11: Return of Family Members and HHG Prior to Return of Employee:

a. Wheny ou hav e acquired eligibility for return transportation by satisfactory completing the minimum period of sewvice. No
documentation required other than a requestfor orders ;

b. When it is determined by the overseas command concerned the best interests of the Government will be serviced by the retum
of thefamily 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 impaosed by authority or cicumstances ov er which the employ ee has no
control. Y ou must attach a copy of the commander's approval for early return of family member(s) oracommand 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 abov e, then transportation of family members and HHGs will be at the employee's expense. When eligibility is
earned for return transportation at Gov ernment expense, reimbursemernt for the proper expense of the transportation, not to exceed the
costfor transportation of the family member(s) and HHGs by the most economical routefrom 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 issuedfor employee's PCS or separation trav el and will be limited to the cost at the time of actual
return travel Paid receipts will be requiredfor reimbursement.

3. POV shipment is nat authorized in conjunction with early return of family member(s) and/or HHG.

Revised 10/29/02
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