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STANDARD OPERATING PROCEDURE

REQUEST FOR TDY ORDERS/TDY TRAVEL VOUCHERS
PURPOSE:  To establish procedures and controls for requesting TDY orders, and for submitting paid TDY Travel Vouchers to the DSO.

PROCEDURES FOR REQUESTING TDY ORDERS:

1.  Utilizing  the UK-District TDY Request, travel  order requirements should be made through the Principal or the Supervisor.

2.  After approval,  the TDY orders request will be sent (faxed) to the DSO, Attention:  Chief of Staff, 226-7247.

3.  Orders will be cut and faxed back to the requesting individual.  Normal turnaround time will be five days.  However, in order to allow enough time to request tickets through SATO/TMO and make other arrangements regarding the TDY, requests for orders should come to the DSO at least two weeks prior to the first day of travel.

PROCEDURES FOR FILING TDY VOUCHERS:
1.  Following TDY completion, the employee will file a DD Form 1351-2 to claim his/her travel expenses.

2.  The employee will submit the DD 1351-2 along with all receipts for any air fares, rail, taxi, mileage, registration fees, hotel/BOQ costs, to the appropriate finance office.

3.  Upon receipt of the paid voucher, a legible copy of the voucher,  along with a copy of the  order,  and transportation (plane) ticket, if applicable, will be sent to the DSO for completion of the travel disbursement process.

CONTROLS:
1.  Approved Request for Orders form

2.  DD Form 1351-2, Travel Voucher

3.  Paid Voucher with transportation information attached
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