TAD/TDY TRANSPORTATION REQUEST

Command From:     



DATE:      
Point of Contact/Phone & Fax Number:      
E-mail address: 
INSTRUCTIONS:  Submit as soon as travel requirement is identified.  Please complete all blocks, printing or typing all information.  Forward original orders to NAVPTO 10 working days prior to travel.  Any changes to this request must be in writing.  

Traveler’s Name:      Grade:      
(if more than one person travelling on the same itin, please add names/grades here)      
     
COMMERCIAL FLIGHT INFORMATION

	FROM:     
	TO:     
	DATE:     
	TIME:     

	FROM:     
	TO:     
	DATE:     
	TIME:     

	FROM:     
	TO:     
	DATE:     
	TIME:     

	FROM:     
	TO:     
	DATE:     
	TIME:     


SEAT PREFERENCE (window/aisle)                       DATE TICKET REQUIRED:      
RENTAL CAR INFORMATION

CAR REQUIRED IN TDY AREA (if yes, include size)      (any size other than compact will require justification of orders.  If car only, need pick up/drop off times)      
HOTEL INFORMATION

HOTEL REQUIRED:      If yes, list name of preferred hotel and an alternate.  If no, state reason no hotel is required (such as booked by host, conference or other) as the CTO must make all lodging arrangements. Name of hotel & alternate:      
Reason for no lodging:      
Lodging Per diem amount: $      If unknown, see http://www.dtic.mil/perdiem, then see rates.

____________________________________________________________________________________________________________________________________________________________________________________

Govt Credit Card Number/Exp date       (If on file, so note)      
BQ INFORMATION

BQ REQUIRED (yes/no)       Base directed to:      
IN DATE      OUT DATE       ATTENDING SCHOOL (yes/no):      
SSN:      ACTIVE DUTY/RESERVE/CIVILIAN:      
TDY PHONE NO:      CMD VISITING(required):      
Send completed form to:  GrotonCTO@satotravel.com 

ADDITIONAL INFORMATION:      
