Chapter 6: TRAVEL

600.
Overview of Travel Management

1.
Travel Management in Navy Recruiting Command

a.
TAD

b.
GTR Support

c.
Applicant Travel

d.
Invitational Travel Orders

e.
Very Important Prospect (VIP) Travel

f.
Educator Orientation Travel

601.
Temporary Additional Duty (TAD) in Navy Recruiting

1.
Travel Requests submitted by traveler via Department Head/LSO/XO for Commanding Officer’s approval. 

2.
Preparation of travel orders by the Logistics Supports Department.

3.
Submission to PSD/SATO for tickets and reservations. PSD will only issue travel advances to travelers who are exempt from using the government travel card.

4.
Submission of travel claims.

5.
Liquidation for travel orders.

6.
Required files.

602.
Temporary Additional Duty (TAD) Orders

1.
TAD orders will be issued and coordinated in accordance with BUPERS Instruction 4650.17, the Joint Federal Travel Regulation (JFTR), and the Joint Travel Regulation (JTR).  Official travel will be limited to that which is necessary and essential to effectively and efficiently carry out the assigned command mission.
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2.
Due to the large volume of TAD performed by recruiting activities, it is especially important that travel claims be filed not later that 5 calender days following TAD completion.

3.
A member is not entitled to per diem for any one time period of temorary duty which is performed entirely within 12 hours in accordance with the JFTR, Chapter 4, paragraph U4102.  Refer to the JFTR for further guidance.

4.
Preparation of TAD orders must be accurate and include the complete itinerary of the person traveling because payment of per diem and reimbursable expenses are governed by what is authorized on the  orders.  Item numbers from the reverse side of conscientiously applied to protect the traveler and the government.

5.  All military members are required to make maximum use of local cabs or vehicles assigned to the TAD point, and occupy government quarters whenever available.  The entitlement to the quarters portion of the per diem allowance is dependent upon a non-availability endorsement to orders or prior approval for non-utilization.  Prior approval will be addressed on a case-by-case basis and must be justified with a written statement as to why the use of government quarters would not be in the best interest of the government.  

6.  Region Commanders and District Commanding Officers are authorized to issue TAD orders.  All proposed TAD travel will be approved by an officer of flag rank or by the Commanding Officer of those activities not commanded by a flag officer.  TAD travel orders may be signed by personnel designated in writing by the Commanding Officer.  The words, “By direction of the Commanding Officer” shall appear after the subordinate’s name and title.  The use of a facsimile signature of the Commanding Officer may be used to sign orders in lieu of personal signature.  The facsimile signature must be initialized by an authorized designee for authentication and be designated in writing.  

603. Travel Request Forms 

1.  The travel request form (NAVCRUIT 7130/2) must be submitted by the traveler within 10 working days to the Logistics Support Department for the following (last minute travel requests should be walked through to ensure orders and tickets are prepared):

a.  Computation of costs in accordance with the JFTR, Chapter 4.
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(1) Transportation Costs:  Call servicing Navy travel service contractor, currently SATO, to determine transportation costs, if applicable. 

(2) Per Diem:

(a) Lodging Travel coordinators must make lodging reservations through the servicing Commercial Travel Office (CTO) through SATO via Central Reservation System (CRS), if available, or by contacting Bachelor Quarters (BQ) directly at TAD sites. 

The preference for lodging is a Navy Bachelor Quarters (BQ) first; Navy Lodge second; and commercial lodging last.  Statements that “utilization of government quarters will adversely affect the performance of the mission” shall not be made on the orders as a convenience to the traveler.  The orders-issuing authority will review such requests on a case-by-case basis. 

SATO will ensure reservations are made at government installations located within a reasonable commuting distance (i.e., within a 30 minute drive during rush hour of primary TAD location).  Should reservations not be available, a certificate of non-availability (CAN) will be issued.  When government quarters do not exist as specified in BUPERSINST 11103.1, TAD orders must be so endorsed citing BUPERSINST 11103.1 as authority (see Section 604.2)

(b) Certificates of Non-Availability (CNA): CNAs will be issued by SATO when making travel reservations.  Upon receipt of reservation requests, the BQ will provide either confirmed reservations at the primary or approved alternate site, certificate(s) of non-availability, or a combination of both, to cover the entire duration of the TAD. 

CNAs are official endorsements to orders and must be included with travel claim submissions.

(c) Meals & Incidental Expenses (M&IE): Due to the nature of the recruiting mission, most TAD takes place at locations not geographically located near government installations; therefore the commercial meal rate should be authorized.. If government messing facilities are available the use of those facilities is encouraged.  Refer to the Federal Travel Directory or the JFTR for current M&EI rates, posted at www.dtic.mil/perdiem.

(3) Miscellaneous Costs (i.e., rental car and registration fees), must be specifically authorized on TAD orders.    
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b.  Assignment of correct Job Order Numbers (JON) per current fiscal year chart of accounts.

c.  Consult current STARS-FL BSR to ensure funds are available.

d.  Ensure all blocks of travel request are completed. 

e.  Obtain required signatures.  

2.  Route travel request through Department Head, Travel Coordinator, and Executive Officer for Commanding Officer approval.

3.  After approval, the travel request must be routed back to the Logistics Support Department for assingment of the next available tango number, and preparation of the travel orders. 

604.  Preparation of Orders
1.  Travel orders will be typed or printed from a computer.

2.  The following is a list of required entries for military travel orders, NAVPERS 1320/16, with respective information entered on civilian travel orders, DD 1610, accordingly:

Block 1:  Commanding Officer, Navy Recruiting District XXX

Address________________

Block 2:  Standard Document Number (SDN) 15 digits  (Alphabetic letter “N” followd by UIC = 5 digits, FY = 2 digits, Alphabetic letters “TO”, then appropriate 5-digit alphanumeric combination)

Block 3:  (To) a. Rate, First Name, M.I., Last name, USN or USNR

               b. Indicate if Frequent or Non-Frequent Traveler

               c. Annotate “Member holds Government Travel Card” or “Member exempt from use of Government Travel Card” as applicable

Block 4:       Tango Number

Block 5:       Social Security Number (SSN)/designator

Block 6:       (Date) Date orders are prepared

Block 7:       (Reference) BUPERSINST 4650.17 CO verbal authority dated__________(if applicable)
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Block 8:       (Ind. Travel or group travel) Mark as applicable

Block 9:       (Proceed on or about) Enter date

Block 10:      Leave Date

Block 11:      (Approx # of days)  e.g., five (5)

Block 12:      (Est date of return)  Enter date

Block 13:      (Itinerary) e.g., Depart 00Jun10 to Pensacola, FL; and on 00JUN13 to Atlanta, GA; and return to Millington, TN on 00JUN15

Block 14:      TEMADD

Block 15:      Reason for travel:  Reason and purpose (refer to BUPERSINST 4650.17)

a.  Special care must be taken in the preparation of Block 15 of TAD orders.  To comply with Office of Management and Budget (OMB) directives, the travel orders shall clearly indicate the reason or purpose for travel in addition to designation as “Mission Essential” or “Administrative.”

b. A concise narrative description of the reason or purpose for travel includes the following examples:  “Station Visit:, “NUCVIP”, “Purchase Card Training”, “LSO School”, etc.

c.  Travel Purpose Categories. In addition, one of the following standard travel purpose categories must immediately follow the narrative description:

(1) OPERATIONAL OR MANAGERIAL TRAVEL

(2) TRAVEL FOR TRAINING

(3) TRAVEL FOR MEETINGS

(4) RELOCATION TRAVEL

Block 16: Usually checked or if left blank us appropriate number from reverse side of travel orders.

Block 17:  (Accounting Data)

            ACRN AA used for per diem

            ACRN AB used for GTR?Satellite Ticketing (SATO)

Block 18:   Transportation (value of GTR?Satellite Ticketing) Per Diem (value of lodging, M&IE)  
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Misc. Exp. (value of rental vehicle, registration fee, official phone calls, etc.)  Total (value of transportation, per diem, and miscellaneous expenses together)

Block 19: Leave Blank

Block 20: Items (use applicable item numbers as shown on reverse of the form), most commonly used are for: vary itinerary as necessary; upon completion return to present duty station and resume regular duties; obtain certification of non-availability of government quarters and government mess; authorized reimbursement in accordance with JTR/JFTR; and registration fee authorized. 

Block 21: Additional Comments and Instructions:

a. Cost orders must be endorsed with:

(1) “SUBMIT COMPLETED TRAVEL CLAIM TO SUPPLY IN ORDER TO ARRIVE AT THE PAYING ACTIVITY WITHIN FIVE CALENDAR DAYS AFTER COMPLETION OF THIS TRAVEL.  FAILURE TO DO SO MAY RESULT IN DEDUCTION FROM YOUR PAY OF ALL TRAVEL ADVANCES RECEIVED ON THESE ORDERS AND DENIAL OF FUTURE ADVANCES FOR SUBSEQUENT TRAVEL.”

(2) One of the following statements must be included:

“GOVERNMENT QUARTERS CONFIRMED AT (NAME OF FACILITY) CONFIRMATION #__.

“GOVERNMENT QUARTERS ARE NOT AVAILABLE (NAME OF FACILITY, CAN # ____.” Travelers must still have their orders endorsed at the TAD site.  

“GOVERNMENT QUARTERS, AS LISTED IN BUPERSINST 11103.01 ARE NOT AVAILABLE.”

“GOVERNMENT QUARTERS, AS LISTED IN BUPERSINST 11103.01, ARE NOT AVAILABLE WITHIN A REASONABLE COMMUTING DISTANCE.”

b. No-Cost orders must be endorsed with:

“THIS PERMISSIVE TRAVEL AUTHORIZATION IS ISSUED WITH THE UNDERSTANDING THAT YOU WILL NOT E ENTITLED TO REIMBURSEMENT FOR ANY TRAVEL, TRANSPORTATION, PER DIEM, OR MISCELLANEOUS EXPENSES IN CONNECTION WITH ITS EXECUTION. IF YOU DO NOT DESIRE TO BEAR THESE EXPENSES PERSONALLY, YOU MAY CHOOSE NOT TO EXECUTE THIS PERMISSIVE TRAVEL AUTHORIZATION AND IT WILL BE CONSIDERED CANCELLED.”

6-6

Block 22: (Security Clearance) Leave blank

Block 23:  (Authenticating Signature) Self explanatory

3.  Upon completion of typing the orders, place one copy in an outstanding file and one copy in TL box.

4.  If TAD orders require modification, a memorandum must be prepared and attached to the basic orders prior to submission of the travel claim.  Order modifications should be done prior to completion of the TAD.  Pen and ink changes to orders should only be made in urgent situations as these are considered alterations and may invalidate the orders.

605.  Rental Car and GOV Use
1.  Taxicabs or government vehicles (GOV) should be used whenever possible while TAD.  Exceptions should be authorized when it is clearly more cost effective to use rental cars.  GOVs are the primary means for members to conduct official business in and around the PDS area.  The use of a privately-owned conveyance (POC) for official business in and around the PDS area.  The use of a privately-owned conveyance (POC) for official business in and around the PDS must be authorized in advance, and should be limited to official business that cannot wait until a GOV becomes available.  Reimbursement for POC mileage undr those circumstances will be routed through the COC and filed on a SF 1164.  Claims accepted for reimbursement will contain the following statement:

“ I certify that this travel was performed in conjuction with official duties and that government transportation was not available or could not be reasonably used.”

606.  Per Diem Advances

See Section 611

607.  Conferences, Workshops, Seminars and Meetings Involving TAD Funding
1.  Current guidelines concerning the expenditure of TAD funds for these events require that they be restricted to those absolutely essential to mission accomplishment.  COMNAVCRUITCOM has been delegated authority under BUPERS Instruction 4650.17 to approve the scheduling of conferences under the cognizance of primary concern to Commander, Navy Recruiting Command.  THIS AUTHORITY MAY NOT BE REDELEGATED.  All conferences, meetings, workshops, symposia and similar events require prior written approval from the Commander, Navy Recruiting Command.  
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2.  Approval.  Each summer Commander, Navy Recruiting Command will issue a “Standardized List of Approved Conferences, Workshops and Other Training Events” for the upcoming fiscal year.  Region Commanders and District Commanding Officers are authorized to hold any of these functions at their discretion.  If a desired function varies from that list, a letter requesting authorization must be submitted to COMNAVCRUITCOM (Code 014) and address the following issues:

a.  Is the proposed conference directly related to accomplishment of the assigned mission?

b.  Is the objective to be attained clear?

c.  Why is the scheduling of a conference the only means of accomplishing the desired objective?

d.  Will the anticipated results justify the direct costs in man-hours and TAD funds?

e.  Does the decision regarding site selection, attendees, and meeting dates take into account the resulting costs in man-hours and TAD funds?

f.  What activities are expected to send representatives?  Justify multiple representation from an activity.  

g.  What is the total estimated TAD cost associated with the proposed conference?

h.  Does the Region/District have funding and ceiling available to cover costs of the event?

3.  Travel of Spouses

a.  JFTR, Volume 1, paragraph U7700 states that Invitational Travel Orders (ITOs) are not authorized for individauls merely to attend a meeting or conference, even if hosted by a Department of Defense agency and concern a matter related to the components of official business.  An exception is granted for Ombudsman to attent training conferences.

b.   For attendance at an incentive award ceremony, if related to an award presentation (i.e., Recruitier of the Year), and the individual is a person of the award recipient’s choosing, who is related by blood, affinity or whose close association with the award winner is the equivalent of a femily relationship, invitational Travel Orders (ITOs) may be issued.  See Section620.3 for specific guidance, and forward the ITO request (TAB C) to CNRC (Code 12).
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4.  Procurement

a.  The procurement of conference rooms is authorized upon approval of the conference by COMNAVCRUITCOM; however, the purchase request will be specific as to the services being requested.  Meals and refreshments will not be furnished as part of the conference room services, nor will unit welfare and recreation funds be used to offset or circumvent the daily maximum per diem rates.

b.  Travelers will use per diem, miscellaneous expenses and reimbursable registration fees to cover the cost of attendance at conferences.

c.  Maximum use will be made of government vehicles (GOV) and car or van pooling to reduce the overall travel costs of attendance at conferences.

d.  In accordance with NAVSUPINST 4200.85 (series), the government may contract for meals and lodging for TAD if it has been determined to be in the best interest of the government.  TAD orders must be endorsed accordingly.

608.  Files

1.  An outstanding file and a completed file will be maintained for TAD orders.

a.  The outstanding file is required to have the following sections:

(1) Personnel in travel status

(2) Orders/claims at PSD for liquidation

(3) Copy of approved Travel Request

2.  Completed File:  When the travel claim has been liquidated by the cognizant PSD/Disbursing Office, a copy of the final liquidation (DD 1351-2) and other substantiating paperwork will be attached to the retained copy of the orders and the entire package will be placed in the completed file.

a.  The completed file should include the following:

(1) Original orders
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(2) Pay voucher summary

(3) DD Form 1351-2

(4) Copies of receipts

(5) Travel request

(6) Transportation itinerary with copy of airline tickets, if applicable

609.  Liquidation of TAD Orders

1.  Travel Claims.

a.  Travelers will submit claims (DD 1351-2) with supporting documentation to the Logistics Support Department in order for the claim to reach the PSD/Disbursing Office not later than 5 calendar days after completion of travel.  The tango number log should be reviewed weekly and delinquent claims liquidated promptly.

b.  The Executive Officer and Department Heads should be informed weekly of all travel claims that have not been submitted within the 5 calendar day period.  

c.  Pay checkage is another way of completing a delinquent travel claim. Pay checkage should be used only as a last resort and only after all other avenues of administrative action have been exhausted.

d.  The necessity of submitting travel claims within 5 calendar days should be periodically reemphasized to all hands.  Plan of the Day/Week notes are recommended.

e.  Required Receipts

(1) All lodging and rental car receipts 

(2) Any individual item with a cost over $75.00

(3) Written explanation for lost receipts

f.  Authorized reimbursements as annotated on TAD orders, as required:

(1) Official local/long distance telephone calls

(2) Authorized registration/conference fees
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(3) Local transportation (i.e., taxi, shuttle)

(4) Baggage handling (at airport only)

(5) Miscellaneous items (i.e., rental car fuel)

(6) ATM advance transaction fee/bank fee associated with the use of the government travel card for TAD

610.  Travel Claim Review Process

1.  The Logistics Support Department is required to spot check a minimum of twenty-five percent of all travel claims prior to submission to the servicing PSD.  This review is documentated by initialing the travel claim in Block 15.

a.  Ensure completeness, correct codes, signature, etc.

b.  Monitor for fraud and abuse.  Suspected fraudulent claims shall be forwarded to the CO/XO.

c.  Ensure travel log is updated.  

d.  Submit original plus the required number of copies of all forms and receipts to PSD; check with servicing PSD to verify number of copies required.

2.  Travel claim liquidation vouchers must be routed to Supply prior to issuing to the member.  Supply will:

a.  Ensure payment was computed correctly and in accordance with the travel orders.  If liquidation was erroneously computed, contact PSD for assistance.  

b.  If the payment is correct, provide a copy of the voucher summary to the member.

c.  Maintain original documents and a copy of all other documentation in the completed file. 

d.  Update travel tracking log.

3.  Generate a list of travel settlements which have been outstanding more than 2 weeks, and forward list to PSD for status.  As a general rule, PSD should liquidate properly filed travel claims within 10 working days from the date they receive them.
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611.  Travel Charge Card Program

1.  Government Travel Charge Card

a.  Eligibility: 

(1) All military and DoD civilian employees are required to apply for the government travel card.  The government travel card is the primary means by which travelers will receive cash advances, pay for lodging, meals, rental vehicles, etc. while TAD.  Those travelers who meet the criteria to be exempt from using the card may use PSD, personal funds, or personal charge cards to get an advance, if required.

b.  Responsibility:

(1) Commanding Officer.

(a) Designate in writing a command Agency Program Coordinator (APC).

(b) Establish internal control procedures.

(2) Agency Program Coordinator.

(a) Provide traveler with application.

(b) Review the monthly cardholder transaction activity, suspension/pre-suspension, delinquency, and cancellation reports.  Forward reports up the COC for review monthly and/or as requested by the CO/XO.

(c) Notify bank when a cardholder separates or transfers.

(d) Retain copies of all paperwork.

(3) Cardholder.

(a) Limit use of card to official TAD travel expenses only.  Use of the card for other than officail business is a violation of DoD policy and may result in disciplinary action under the Uniform Code of Military Justice and/or an adverse personnel action.

(b) Pay financial obligations to bank. 

(c) Notify APC of any changes.

c.  Financial Obligations and Liability.
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(1) Government assumes no liability

(2) Cardholder is liable for all billed charges.  Members are required to pay their financial obligations whether or not reimbursement has been received.

612. Overview of Government Transportation Requests

1.  Purpose.  To publish policy, procedures, and responsibilities for the acquisition and use of U.S. Government Transportation Requests (GTRs – SF 1169), and for the acquisition of bulk purchase tickets for applicant travel.

2.  Background.  The Chief of Navy Personnel is tasked with the proper control and effective use of U.S. Government Transportation Requests (GTRs).  In conjuction with the implementation of the Pay/Personnel Administration Support System (PASS), the Navy Passenger Transportation Offices (NAVPTO) of the Personnel Support Activities (PSAs) are tasked with providing complete passenger transportation service.  The following procedures are intended to align GTR acquisition procedures within the Navy Recruiting Command with the policies of PASS to outline procedures for the bulk purchase of tickets for applicant travel.  Administrative costs will be further reduced by institution of the one-GTR concept.

3.  Procedures:

a.  The PSAs exercise regional passenger transportation responsibilities through NAVPTOs.  Each Navy Recruiting Region and Navy Recruiting District has been assigned to a NAVPTO.  NAVPTO will supply GTRs to the Regions and Districts on a subcustody basis.  Local ordering procedures and required monthly reports will be established by each NAVPTO.  The GTRs will be provided primarily for use in arranging applicant travel; however, they may also be used for CONUS temporary duty travel by those activities geographically separated from the servicing Personnel Support Activity Detachment (PSD) or NAVPTO in accordance with porcedures provided by the PSA Transportation Officer.  Any international travel requirements or bulk purchases of airline tickets will be arranged through the servicing NAVPTO.

b.  NAVCRUITDISTs will use the consolidated bulk ticket service offered by the TRANSCOR offices.  TRANSCOR is co-located with NAVPTO.  TRANSCOR is established primarily to service applicant travel through the bulk purchase of tickets for ground transportation.  NAVCRUITDISTs may procure tickets from other sources only after consulting with TRANSCOR and their list of authorized carriers.  
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4.
Action:

a.
Region Commanders/NRD Commanding Officers shall appoint a Transportation Officer.

b.
Transportation officers shall be responsible for requesting, controlling, and issuing GTRs, as well as purchasing bulk tickets for applicant travel. Personnel having custody of GTRs will be held accountable, therefore, GTRs will be kept under lock and key.

c.
Joint Travel Regulations (JTR) require a semi​annual surprise inventory of GTRs and inspection of the GTR log. An officer should be appointed to conduct the surprise inventory and inspection. A report of findings shall be submitted to the Commanding Officer.

d.
The Commanding Officer must norninate, at a minimum, two personnel to be Transportation Agents, who must be approved in writing by the servicing NAVPTO.

e.
In coordination with the servicing NAVPTO, Districts shall develop and provide to TRANSCOR a list of approved bulk purchase routes, indicating the name(s) of preferred bus companies. Accounting data and the names of the authorized personnel (appointed NAVCRUITDIST Transportation Officer) to be ordering tickets must also be provided. Navy Recruiting Districts shall advise TRANSCOR and the servicing NAVPTO of any changes in addresses or routings. TRANSCOR will provide a current list of applicable military‑discounted fares and provide updates as appropriate.

5.
GTR logs are to be kept up‑to‑date with GTR numbers assigned as they are used.

6.
A GTR used to purchase bus tickets f rom TRANSCOR must also cite a tango number. Simply use the next available tango number and annotate the tango log as illustrated below:

TANGO NUMBER
NAME
DATE
DESTINATION


0001

PURCHASE OF BULK TICKETS

7.
A monthly report is required of GTR usage to the

Transportation Officer of the NAVPTO.

613.
Management overview of Bulk Tickets

1.
Procurement

2.
obligation of Funds
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3.
Accounting

4.
Exchange/Reissue of Tickets

5.
Monthly Reporting and Reviewing process

614.
Procurement of Bus Tickets

1.
Requests are routed through the DH; once approved, price each route for tickets and extend the price for quantity required.

a.
Districts will use the consolidated bulk ticket service offered by TRANSCOR to procure bulk tickets.

b.
One‑way tickets are valid for 180 days and round​trip tickets are valid for one year from date of issue.

2.
Order tickets from TRANSCOR via phone. Ensure the Bulk Ticket Order Control Log (NAVCRUTT 4650/2) is annotated with the names of the caller, and from whom he/she ordered the tickets.

a.
At the beginning of each month, one GTR will be assigned to cover all bulk purchases of bus tickets. A Bulk Ticket Order Control Log will be maintained for each GTR under which bulk tickets are ordered. Appropriate information from the GTR will be transcribed onto the applicable Bulk Ticket Order Control Log. As bulk tickets are ordered, the date, origin, destination, quantity, and total cost of those tickets shall be entered in the log .

b.
A running total should be kept through the month of all bulk tickets purchased against the GTR.

3.
All bulk tickets must be delivered to the NRD.

a.
The LSO or Travel Coordinator should verify all receipts to ensure that all the tickets ordered were received.

b.
Sign the original GTS‑289 (TAB A) and return it to Ground Transportation Services (GTS).

c.
The tickets should then be sent to the requesting station, along with the Record of Bulk Ticket Purchases (NAVCRUIT 4650/4) and the GTS‑289. The RINC is required to sign the subcustody form and return it to the travel coordinator.
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d. The returned subcustody form will be kept in the station file in the Logistics Support Department along with the monthly Bulk Ticket Log.

4.
At the end of the month, call GTS and verify the cost of all tickets ordered for the month. If the number of tickets and costs match the running total kept during the month at the NRD, complete the GTR. If there is a difference, go over each item ordered with GTS to verify the records. GTS will send a FM 1338 for your records.

5.
Submit applicant travel obligation documents to the LSO for signature.

6.
Type the GTR for "BULK TICKETS" using the information on the worksheet.

615.
Obligation of Funds

1.
Go to the Tango Log to add a record.

2.
Obtain tango number and record on request document.

Enter the information into the computer obligating the AB line of accounting.

3.
Type the GTR but leave the total number of tickets and

total cost blank until the end of the month.

4.
At the end of the month, complete the GTR and send original to GTS. Complete the tango log entry and change the

obligation to reflect the actual cost of Bulk Tickets for the month.

616.
Accounting

1.
The Recruiter‑In‑Charge of the Navy Recruiting Station will do the following: Recruiters will account for tickets issued/used using the Record of Bulk Ticket Purchases. Each time a ticket is issued, the recruiter shall annotate the date issued, date to report to MEPS, balance of tickets on hand, and obtain the traveler's signature on the appropriate line of the form. Upon issuance of all tickets, the recruiter will forward the completed form to the NRD Transportation Officer.

2.
The NRD Travel Coordinator will do the following:

a. Retain copies of supporting documentation on file and follow‑up imm ediately on any Record of Bulk Ticket Purchases Forms not received from the recruiter.
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b.
All substantiating,paperwork pertaining to a particular GTR used for bulk ticket purchases should be filed together, thereby providing a‑clear audit trail of tickets procured and issued.

Note that on the Record of Bulk Ticket Purchases the signature of the applicant is required.

617.
Exchange/Reissue of Tickets

The policies for exchanging/reissuing tickets are as follows:

1.
Expired tickets must be exchanged on a one for one basis regardless of price.

2.
Forward expired tickets to TRANSCOR by certified mail with a letter identifying action requested. If there is a change in the monetary value of the tickets, TRANSCOR will contact you by telephone to ensure entries on the "Bulk Ticket Order Control Log" are accurate.

3.
TRANSCOR will initiate a Record of Bulk Ticket Purchases Form for the reissue of tickets using TRANSCOR numbers the same as the original purchase; therefore, maintain the original Record of Bulk Ticket Purchases Form in suspense until the new one is completed and returned by the recruiter.

4.
TRANSCOR will mail the tickets, receipt for accountable

forms, and record of bulk ticket purchases by registered mail to the Navy Recruiting District. Upon receipt of the tickets, the Travel Coordinator acknowledges receipt by completing the Receipt for Accountable Forms and sending the original copy to the NAVCRUITDTST and one copy to the TRANSCOR. All forms will indicate that the tickets are reissued and/or exchanged tickets.

5.
Round‑trip tickets that are partially used cannot be reissued or exchanged. Such tickets should be forwarded to the NAVCRUITDIST Transportation officer for utilization or turn‑in by initiation of a Standard Form 1170.

618.
Monthly Reporting and Reviewing Process

By the 5th of each month, the Logistics Support Department should receive a signed and dated record of bus ticket purchases log sheet (NAVPERS 4650 Form) from each station that has a inventory. Review the bus ticket logs for the following:

1.
Compare the newly completed bus ticket log sheets with the previous month's submission to ensure accountability of
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tickets; once verified, retain the current month's log copy on file to ensure that you have received the correct log for each station. Date stamp the log sheets.

2. Check for expired tickets. If expired, call the RINC of the station, and inform him/her to return all expired tickets to Supply Department in order to get the credit from TRANSCOR.

3.
Check to see if station needs bus tickets. If tickets are required, is a signed request attached? If the station is requesting bus tickets, route request to the EPO and then the LSO.

619.
Tolls/Tokens

1.
Tokens/script should be procured using a GTR. Tokens/script for use by operators of government vehicles are properly chargeable to Job Order/Expense Element 0730E. Transportation tokens/script for use by applicants are properly chargeable to the appropriate Applicant Travel Job Order/Expense Element "E".

2.
A Token Issue Control Log will be maintained to account for all receipts and issues of transportation, road and bridge tokens and script. NAVCRUIT 4650/3 will be used as the standard Token Issue Control Log throughout CNRC activities.

3.
A separate log sheet will be maintained for each type

and denomination of toll tokens and script. NOTE: The initial and last entries on each page of the log should be the date, followed by "BALANCE ON HAND" and "BALANCE CARRIED FORWARD" respectively. The balance referred to will be indicated in the balance column.

4.
Recruiting personnel should be encouraged to obtain tokens from Supply rather than claim tolls on Miscellaneous Reimbursement claims. Districts procuring and stocking tokens/script in bulk should require recruiters to substantiate any claims for tolls with receipts. Where available, electronic toll stickers/tags should be utilized.

5.
it is recommended that RINCs or Zone Supervisors draw tokens from Supply for personnel/stations under their cognizance. Local controls/procedures should be established to prevent unauthorized use of tokens.

620.
Miscellaneous

1.
Applicant Travel
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a.
Applicant Travel, Lodging and Subsistence. An applicant for any program is entitled to travel, lodging, and subsistence in accordance with the JFTR and U.S. Navy Travel Instructions (NTI). Refer to TAB B for an example of Applicant Travel Orders.

b.
The cost of lodging and subsistence while an applicant is at a Military Entrance Processing Station (MEPS) is funded by Navy Recruiting Command Headquarters.

c.
All other travel, lodging, and subsistence of an applicant is chargeable to the applicable field activity's O&MN funds or to the BUPERS controlled MPN appropriation. MPN appropriation data will be extracted from the Financial Management Handbook for Permanent Change of Station travel (NAVPERS 15982). The following guidelines apply:

(1) All travel of a non‑DEP applicant, until he/she enlists at a MEPS, is charged to O&MN funds.

(2) Travel subsequent to paragraphs (1) and (2) above, to the first duty station, is chargeable to MPN funds.

2.
Overview of various officer Programs

a.
Naval Aviation Very Important Prospect Trip (ACES)

(1) Purpose: To provide prospective aviation program candidates, tentatively selected by COMNAVCRUITCOM, with an orientation tour of the Pensacola complex and the Naval Aviation School Command. In addition, it provides the aviation applicant with the opportunity to receive a flight and/or commissioning physical examination conducted by the Naval Aerospace Medical Institute (NAMI).

(2) Upon notification of trip assignments, make travel arrangements for the applicant(s) and complete travel orders. Contact CNRC Officer Programs Division (Code 31) for additional guidance, if required.

(3) Funding: Funds to support this program are discussed in the Annual Budget Call Letter issued by CNRC (Code 014). Commercial transportation of prospects under Applicant Travel Order procedures is authorized.

b.
Nuclear Very Important Prospect Trip (NTJCVIP)

(1) Purpose: The NUCVTP trip is a sales tool used to reinforce desire and acquaint prospects with the Nuclear Navy and to familiarize them with the construction, crew make‑up and
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operations of Nuclear powered submarines and surface ships. Most importantly, the NUCVIP should be used to reinforce co= itment and/or close the sale.

(2) Location: Varied, depending upon the location f the NAVCRUITDIST/NAVCRUITREGION. Typical sites are: Groton, Connecticut Charleston, South Carolina Norfolk, Virginia San Diego, California Kings Bay, Georgia Bremerton, Washington

(3) Upon notification of trip assignments, make travel arrangements for the applicant(s) and complete travel orders. Contact CNRC Officer Programs Division (Code 31) for additional guidance, if required.

(4) Funding: Funds to support this program are discussed in the Annual Budget Call Letter issued by CNRC (Code 014). Commercial transportation of prospects under Applicant Travel order procedures is authorized.

c.
Nuclear Tnstructor Very Tmportant Prospect Trip (NIVI P)

(1) Purpose: The NIVIP trip is conducted to acquaint prospects for the Navy Nuclear Instructor Program with the Nuclear Power Training Facility. Most importantly, the NIVIP should be used to reinforce commitment and/or close the sale.

(2) Location: Orlando, Florida

(3) Upon notification of trip assignments, make travel arrangements for the applicant(s) and complete travel orders. Contact CNRC Officer Programs Division (Code 31) for additional guidance, if required.

(4) Funding: Funds to support this program are discussed in the Annual Budget Call Letter issued by CNRC (Code 014). Commercial transportation of prospects under Applicant Travel Order procedures is authorized.

d.
Medical very Important Prospect Trip (MEDVIP)

(1) Purpose: The purpose of the MEDVIP trip is to expose the prospective Medical Corps applicant to the various aspects of Navy medicine and to accomplish part of the application processing (i.e., physical and professional interviews).
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(2) Locations: A MEDVIP trip should be conducted to a site that has both an active Naval hospital and an operational activity in close proximity so that the prospect can observe both the clinical and operational aspects of Navy medicine.

(3) Participants: Only those prospects who meet basic qualifications for appointment (i.e., professional education and training, citizenship and licensee, etc.).

(4) Funding: Funds to support this progrm are discussed in the Annual Budget Call Letter issued by CNRC (Code 014).

(5) Upon notification of trip assignments, make travel arrangements for applicant(s) and complete orders. Transportation of prospects under Applicant Travel Order procedures is authorized.

3.
Invitational Travel Orders (ITOs)



a.
Invitational Travel Orders (ITOs) Region and District Commanding Officers are authorized to issue Invitational Travel Orders (ITO) for civilian personnel only.  However, requests for spousal travel under Invitational Travel Orders must be forwarded to CNRC (Code 12) for processing. Regions and Districts are not authorized to sign spousal tra vel orders. Submit TAB C to CNRC (Code 12) 21 working days prior to the proposed departure date for spousal travel orders. Spousal ITOs will be routed up the Chain of Command for authorization, and require advance notification to ensure the process is complete for each valid request. Refer to the JTR, Chapter 3 and AppendixE for more guidance.

(1) ITOs will be issued for non‑federal government civilians who are performing travel in conjunction with providing some specialized, technical or significant service for the benefit of Navy recruiting. For recruiting activities, ITOs may be issued for Centers of Influence (COI) when it is determined that the benefit of their travel is to promote Navy job opportunities and awareness. This applies to COIs for Medical, Nuclear Power, Diversity, Chaplain and Aviation programs.

(2) ITOs will not be issued for government contract employees; if required, their travel should be included in the employee contract.

(3) Approved ITO (NAVSO 4650) or disapproved ITO requests will be returned to the originator, unless originator specifies other arrangements.
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(4) Travel advances will not be authorized on ITOs, although f or long TAD periods‑, accumulated reimbursements may be made by contacting the Disbursing Officer at the TAD site.

(5) The government purchase card may be used as the method of payment for TAD expenses (i.e., lodging and meals) for COIs/VIPs traveling on approved ITOs. The escort may still utilize the OPE process for meal reimbursement, if desired, as discussed in Chapter 5. If the government purchase card is used an IRD must be routed which lists the traveler's name, travel dates, escort's name, and the anticipated lodging/meal cost. The per them rate specific to the TAD location must be adhered to for ITO travel expenses paid with the government purchase card. The escort is required to use his/her personal government travel card, not the government purchase card, for TAD expenses.

(6) Funded Invitiational Travel Orders are the only type of ITOs to be issued. "No cost ITOs"" will not to be issued.

4.
Educator Orientation Visits (EOVs).

(a) Special attention is denoted to inviting educators with the goal of influencing these members of professional education organizations and through them, the youth of the nation. In pursuit of this effort, Education Specialists shall coordinate with Campus Liaison Officer (CLO), Recruiting District Assistance Council (RDAC) Chairman, and influential members of the civilian education community, and invite them to personally observe opportunities in the Navy.

(b) Tnvitational Travel orders for EOVs may be issued by the Region and/or District Commanding Officers.
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621.
Management of the Gover nment Travel Charge Card Program

1.
Recent increases in the Government Travel Charge Card (GTCC) delinquencies in the Department of the Navy (DoN) require that all Commanders and Commanding Officers take action to improve command management of the program. COMNAVCRUITCOM Notice 4600, MANAGEMENT OF DEPARTMENT OF DEFENSE TRAVEL CARD was issued on 16 January 2002 to help in the effort to reduce Navy delinquencies to at or below the industry average of 5 percent. On 16 April 2002, the Assistant Secretary of the Navy for Financial Management and Comptroller set the DoN maximum Travel Card Program payment delinquency goal at 4.0%. Additional direction is provided in this section of the Logistics Supply Manual to enable all COMNAVCRUITCOM activities to reach the new goal.

2.
The following actions will be implemented immediately.

a.
All COMNAVCRUITCOM GTCC cardholders will sign a Statement of Understanding acknowledging they understand DoD Government Travel Charge Card Policy (Volume 9 Chapter 3 of DoD Financial Management Regulations) and procedures. (TAB D)

b.
COMNAVCRUITCOM commands will require all military GTCC Account holders to sign an acknowledgement of a lawful order for its proper use. (TAB E)

c.
COMNAVCRUITCOM commands will issue standard delinquency letters to all GTCC cardholders who are 30+ days delinquent. (TAB F)

d.
COMNAVCRUITCOM commands will run an Electronic Account Government Ledger System (EAGLS) web‑based system Government Travel Card Delinquency Report no later than the 5 th calendar day of each month to identify those cardholders whose account balances are more than 30 days delinquent.

e.
COMNAVCRUITCOM commands will submit a GTCC Program Status report (Report Symbol NAVCRUIT 4600‑1) to N41 no later than the loth calendar day of each month providing names, overdue amounts, if the member used the split pay option and status/intentions of each cardholder more than 30 days delinquent. (The format is shown in TAB G.)
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3.
The EAGLS web page address is www.gov​eagls.bankofamerica.com/. Recently the DoN e‑Business office at NAVSUP assumed oversight of the GTCC program. Useful forms and sample letters may be obtained at their web sight, www.don​ebusiness.navsup.navy.mil. For additional information contact the Logistics Division Supervisor at 901‑874‑9157 or the COMNAVCRUITCOM Agency Program Coordinator at 901‑874‑9160.
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TAB A

REPORT FOR ACCOUNTABLE TICKETS

Receiving:US NAVY RECRUITING DISTRICT
Shipped:GROUND TRANS SERVICES


Office:9990 RICHMOND SUITE 209
From:PO 31261 JAX FL 32230


:HOUSTON, TX 77042‑4545

Issue Date
‑
17 NOV 99
Ticket Origin
‑
ANGLETON TX

Billing/GTR#
‑
B0010001001
Destination
‑
HOUSTON TX

Fund Code
‑
LML
Quantity Ordered
‑
20 ONE WAY

Carrier
‑
TICKETS GREYHOUND
Numbered From
‑
000100000001

order Control
‑
$ 200.00
Ticket Cost
‑
$ 10.00

The above accountable forms were shipped to your office today. On receipt, inspect the documents and complete this form. Return signed form to the sender and distribute other copies as instructed.

____________________________
________________________

Receiving Organization
Date Received

____________________________________
________________________

Printed Name and Grade/Title 
Signature

GTS Form 289
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TAB B

EXAMPLE APPLICANT TRAVEL ORDER
DEPARTMENT OF THE NAVY

(Name of Activity)

(Address)


4600


(Code)/(Serial)


(Date)

From:
Commanding Officer, (Name of Activity)

To:
(Name of Applicant, Social Security Number, CIV)

Subj:
APPLICANT TRAVEL ORDERS

(a)
COMNAVCRUITCOMINST 4400.1(series)

(b)
Joint Federal Travel Regulations (JFTR), Ch. 7,


Par. U7025

1.
In accordance with references (a) and (b), you are invited to travel at Government expense from (point of origin) to Washington, DC, and return, for the purpose of being interviewed by the Director, Naval Reactors' Staff in connection with the Nuclear Power Program. You are to proceed on or about (date of departure) to arrive in Washington, DC, not later than (time) on (date) and return not earlier than (time) on (date of return).

2.
All applicable travel and lodging reservations have been made for you. Upon arrival at Washington, D.C., proceed to (place of lodging) ‑ Check in at the front desk. A reservation has been made for you and the Navy will pay for
the lodging. The Navy will furnish all meals in the dining room of (location). You may charge meals to the Navy by signing the tab, and writing your room number and "Navy Recruiting Command" on the front of the check. You may not charge tips or alcoholic beverages. Cost of meals at any other location will be at your own expense. You should have sufficient funds to defray incidental expenses. It you are held over by the Naval Reactors' Staff, the Navy will provide the necessary additional meals and lodging.

3.
You are required to attend a meeting at (time) on the night before the interview. The location of the meeting can be obtained from the front desk at (place of lodging)
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Subj:
APPLICANT TRAVEL ORDERS

upon arrival. The purpose 'of the meeting is to review the interviewing process and administrative details,

4.
On (date), you are to report not later than 7:30 A.M. to the first floor, lobby level of the James Polk Building (National Center Building #2) for your interview.

5. Estimated cost of trip:
Transportation


Per Diem


Miscellaneous


Total

Rental car is not authorized.

Travel Order Number: (Unit Identification Code) (FY) (Tango Number), i.e., N6671599TOO0001

Accounting citation: Utilizing Navy Recruiting Command Job Order Number (JON) for Current Fiscal Year, example is as follows:

AA 1791804.22NS 000 66715 068688 2D 000001 62911000123E

AB 1791804.22N5 000 66715 068688 21D 000001 62911000123E

Commanding Officer or

(Name of Signer)

By direction

DO NOT SUBMIT A TRAVEL CLAIM
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TAB C

EXAMPLE ITO REQUEST LETTER


5000


Ser 10A/269


Date

From:
Commanding Officer, Navy Recruiting District Blank

To:
Commander, Navy Recruiting Command (Code 12)

subj:
REQUEST FOR SPOUSAL INVITATIONAL TRAVEL ORDERS

Ref:
(a) COMNAVCRUITCOMINST 4400.1(series)

1.
Per reference (a), spousal Invitational Travel Orders

are
requested as follows:

a.
Name of traveler: Mrs. Brenda Jones

b.
Home address of traveler: I Main St.,

Philadelphia, PA 00000

C.
Business address of traveler: NRD Philadelphia,


128 North Broad St., Philadelphia, PA 19102‑1493

d.
Point from which travel begins: Philadelphia, PA

e.
Destination: Washington, DC

f.
Date travel is to commence: 12 Nov 99 (0900)

g.
Duration of travel: Four (4) days

h.
Purpose of TAD: Recruiter of the Year (ROY) spouse

i.
Point to which traveler returns: Philadelphia, PA

j.
Mode of transportation:
GOV
POV
AIR

k.
Accounting data: SND: N6291199TOI0208 Tango #: 99TOI0208

AA 1791804.22N5 000 66715 0 068688 2D 010208 62911000185E AB 1791804‑22N5 000 66715 0 068688 2D 010208 62911000185E

1.
Costs:
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TRANS: $319.00 PER DIEM: $210.00 MISC: $0.00 TOTAL: $529.00


M.
REMARKS: RENTAL CAP, NOT AUTHORIZED



AUTHORIZED TAXICAB IAW JFTR VOL 2 CHAP 2 PARA

C2101.1


A. B. SEA

Copy to:

COMNAVCRUITREGION
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TAB D

Department of Defense ‑ U. S. Navy

Statement of Understanding

Government Travel Card ProGram

I certify that I have read the attached DoD Government Travel Card policy and procedures. I understand that the Government Travel Card Program is designed to improve the management and control of government travel and thereby promote the efficiency of the Federal Service. I also understand that I am authorized to use the card only for those necessary and reasonable expenses incurred by me for official travel. I will abide by these instructions issued by the Department of Defense (DoD).

The above limitation on card usage also applies to automatic teller machine (ATM) withdrawals. The amount of cash withdrawals may not exceed $500 (standard) or $200 (restricted) per billing cycle. If my account is not delinquent and my travel orders authorize a larger advance, I can request an increase in the ATM limit though the Agency Program Coordinator (ATC). I will, however, endeavor to charge expenses to the account whenever feasible rather than use cash advances.

I understand that the issuance of this charge card to me is an extension of the employee ‑employer relationship and I am being specifically directed to:

‑ Abide by all rules and regulations with respect to the charge card

‑ Use the charge card for official travel only

‑ Pay all charges upon receipt of the monthly billing statement from the Travel Card Contractor

‑ Notify the APC of any problems with respect to my usage of the charge card 

‑ Notify the Travel Card Contractor and the APC if my charge card is lost or stolen

(Card applicants must initial all the above provision)

I also understand that failure on my part to abide by these ‑rules or otherwise misuse the card may result in disciplinary action being taken against me. I also acknowledge the right of the Travel Card Contractor and/or APC to revoke or suspend my travel privileges if I fall to abide by the terms of this agreement or the agreement I have signed with the Travel Card Contractor.
____________________________________
_____________________________________

(Applicant's Signature)
(Supervisor's Signature)

____________________________________
_____________________________________

(Applicant's Printed Name)
(Supervisor's Printed Name)

_____________________________________
_____________________________________

(Applicant's Series/Grade/Title/Rank)
(Supervisor's Series/Grade/Title/Rank)

NOTE: The Government Travel Card application cannot be processed without this form on file.
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TAB E

Sample Order (for Art. 92 - Failure to Obey Other Lawful Order)

From: Commanding Officer

To: I

1. As a [name of credit card company] Government Travel Card holder, you signed an agreement that stated in part that you agreed to use the card for official travel and official travel​related expenses only. You are authorized to use the government credit card for the following purposes:

a. Lodging expenses in connection with official travel orders, including expenses at the travel destination and en route. Such lodging must be in support of government business only.

b. Cash advances and fees not to exceed the amount authorized by travel orders. The ATM cash advance program is to be used in conjunction with, and as a supplement to, the Government Travel Charge/ATM Card program. Therefore, servicemembers must limit their cash advances to those expenses that cannot be charged on the card. Any item that can be charged to the card must be charged to the card rather than paid for by cash advance. Any cash advances are to be used only to support government business.

c. Transportation expenses may be charged, including airfare and ground transportation, if such expenses are authorized by travel orders. Such travel must be in support of government business only.

2. Use of the Government Travel Card is essential for the efficient administration of official government business. The card is issued pursuant to a GSA contract with [name of credit card company], which provides special benefits to the member and the government. Many members will need to use the card in order to perform their official duties and must maintain their cards in good standing. Misuse of the card is detrimental to the government because it may jeopardize a member's good standing and cause the member's card privileges to be suspended or revoked. This may make it difficult for the member to perform official duties. Misuse of the card may also result in a civil collection action. Therefore, misuse of the card is contrary to good order and discipline, and may tend to bring discredit upon the Navy.

3. To ensure adherence to this agreement, I direct that you are to use the Government Travel Card for its intended purpose; this is ONLY for official travel and official travel related expenses. Any other use of the card IS UNAUTHORIZED and in violation of this order.

4. Violation of this order may result in administrative or disciplinary action, including trial by court‑martial.


Signature of Commanding Officer 


or Other Officer
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5. Acknowledgement

From:

To:

1. 1 hereby certify that I have received the above order and understand that I may use the Government Travel Card only for official travel and official travel related expenses. I further understand that unauthorized use of the card will subject me to the full range of administrative actions, and/or punitive actions under the Uniform Code of Military Justice.


______________________________


Member's signature


______________________________


Date and time of receipt
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TAB F


(Insert date)

MEMORANDUM

From: Name of Agency Program Coordinator (APQ, Agency Program Coordinator 

To: Name of Cardholder's Immediate Supervisor

Subj:
PAST DUE GOVERNMENT TRAVEL CARD PAYMENT NOTIFICATION ‑ 30/60 DAY DELINQUENT PRE‑SUSPENSION LETTER

Ref:
(a) DoD Financial Management Regulation, Vol 9, Chapter 3

1. Reports provided by the GSA Government Travel Card contractor (either hardcopy or via EAGLS) show that (insert cardholder's name) is 55 days delinquent in payment of his/her account. The total amount due is $

(provide the specific information regarding the delinquent charges)

2. The Government Travel Card contract requires that all outstanding charges be paid by the date specified on the billing statement. The Travel Card Contractor will suspend card privileges for this cardholder at 60 days delinquent if payment in full is not made. The cardholder should be notified of this action and counseled concerning the use of the Government Travel Card. Cardholders on temporary duty more than 45 days are required to submit travel vouchers for payment every 30 days and maintain their travel card account in a current status. Split disbursement (where available) is highly encouraged.

3. Non‑compliance, or failure to adhere to the guidelines for the Government Travel Card, may result in disciplinary action in accordance with applicable statutory and regulatory provisions and with the Multi​Unit Master Agreement for bargaining unit employees.

4. The delinquent balance may be resolved by payment of the balance in full to the Travel Card Contractor. Billing questions may be directed to the Travel Card Contractor at the number printed on the billing statement for that purpose. Program management questions may be directed to (insert APCs name) at extension

5. Please have the cardholder sign to acknowledge receipt of this delinquent notification and return it to me with your written response outlining the actions taken within 5 days of the date of this notification.


(signature)


Agency Program Coordinator

Cardholder acknowledgement of memorandum receipt.

_________________________________
________________

Name, Grade, Organization
Date

Copy to:

File
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TAB G

GTCC PROGRAM STATUS REPORT

COMMAND
NAME
AMOUNT
AMOUNT60+
CARDSTATUS
SPLIT PAYMENT
CORRECTIVE ACTION



30 DAYS
DAYS 
YES/NO



PAST DUE
PAST DUE

_________________________________________________________________________________________




___________________________________


Total 
$

$


Grand Total




$
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