REQUEST FOR TDY

Note: If your travel is cancelled or amended, you MUST bring this request form and a copy of your orders back to the admin office and notify the travel clerk.

NAME: 








DATE



SS# ____________________________________________RANK_______________________

POSITION TITLE ______________________________PHONE NUMBER_______________

SECURITY CLEARANCE ________NEED COUNTRY CLEARANCE: YES  /  NO

DATES OF TDY:_________# OF DAYS _______DESTINATION: _____________________

PURPOSE OF TDY: ___________________________________________________________

JUSTIFICATION OF TDY: _____________________________________________________

PRESENTING A PAPER:  YES  /  NO

FUNDED BY

THE DEPARTMENT__________

ARD_______________________

OUTREACH_________________

INSS _______________________

OLIN_______________________

OTHER (Please specify) ____________________________________________________________________

COST OF AIRLINE TICKET: $_____________________PER DIEM $______________________________

                                                                                                                     (Admin will complete this for you)

RESERVATION CODE:








MEALS AND LODGING PROVIDED BY HOST: YES / NO
RENTAL CAR NEEDED: YES   /  NO  Daily Rate $ _____________________________________________

REGISTRATION FEE REQUESTED: YES / NO  Amount $ _________________________

POV AUTHORIZED (Including POV to airport “must justify”): YES / NO

INTERNET ACCESS FEE AUTHORIZED: YES / NO

*DO YOU HAVE A GOVERNMENT CREDIT CARD:   YES / NO

IF TRANSPORTATION IS NEEDED TO AND FROM AIRPORT/DESTINATION: COMPLETE A

USMA FORM 1-189 (must be submitted to TMP 4 days prior to departure. Admin can help you with this if needed. TMP’s number is x2018, 2047,4486)

You are responsible for making all your travel arrangements. All commercial transportation must be arranged through Carlson-Wagonlit Travel, x -7792 / 7793. CWT will assist you in making flight and rental car reservations. Ask for the most economical fare and make reservations immediately to guarantee price. You are also responsible for making your hotel accommodations. If you are at your TDY destination and need to change your flight itinerary, you must call CWT at 1-800-468-2863. The number is always present on your flight itinerary sheets. West Point’s number is 1-800-4WPOINT (1-800-947-6468) Duty Hours Only. Also, do not forget to call  TMP to notify them of your new time of arrival to be picked up at the airport. HAVE A SAFE TRIP and see you back in the Department of Social Sciences.

RECOMMENDED BY ACADEMY PROFESSOR (STEM HEAD)_____________________Date__________

FUND CITE CONFIRMATION BY BUDGET OFFICER ______________Cite:(________) Date___________

APPROVED BY DEPUTY DEPARTMENT HEAD_________________________________Date:__________
