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APPENDIX C – Example Cadre Travel Order, DD 1610 for WARRIOR FORGE 

[image: image1.png]REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL 1. DATE OF REQUEST
{Reference: Joint Travel Regulations (JTR}, Chapter 3} (YYYYMMDD)
{Read Privacy Act Statement on back before completing form.) Current Date
_ REQUEST FOR OFFICIAL TRAVEL _
2. NAME (Last, First, Middle Initial) 3. SOCIAL SECURITY NUMBER 4. POSITION TITLE AND GRADE/RATING
Doe, John W. 123-45-6789 LTC / Professor of Military Science
5. LOCATION OF PERMANENT DUTY STATION (PDS) 6. ORGANIZATIONAL ELEMENT 7. DUTY PHONE NUMBER
Input your School or Bde address here Input your Region address here {include Area Code)
School Voice # & FAX
8. TYPE OF ORDERS 9. TDY PURPOSE (See JTR, Appendix H) | 10a. APPROX. NO. OF TDY DAYS b. PROCEED DATE
DY To serve as a cadre member in {Including travel time) (YYYYMMDD)
support of ROTC Advanced Camp 0 Enter Date

11. ITINERARY X [VARIATION AUTHORIZED

You are directed to proceed frofit (input your location) to Fort Lewis, WA and return upon completion of TDY. Report to Buildin
#11D39, NET 0800 and NLT 1630 on (AC Branch will enter your Report Date here). You will sign out/in of your parent unit upon
departure/return from TDY. If delayed en route, notify your chain of command. If you cannot contact your chain of command,
call the P&A Division at 1-253-967-3953.

12. TRANSPORTATION MODE

a. COMMERCIAL b. GOVERNMENT c. LOCAL TRANSPORTATION
RAIL AlR BUS SHIP AIR VEHICLE | SHIP gg}TAL TAXI OTHER | PRIVATELY OWNED CONVEYANCE (Check one/)
X RATE PER MILE:
| ADVANTAGEOQUS TO THE GOVERNMENT

| AS DETERMINED BY APPROPRIATE TRANSPORTATION OFFICER (Overseas Travel only) X MILEAGE REIMBURSEMENT AND PER DIEM IS
LIMITED TO CONSTRUCTIVE COST OF
COMMON CARRIER TRANSPORTATION AND
PER DIEM AS DETERMINED AND TRAVEL TIM
AS LIMITED PER JTR

13. |  |a. PERDIEM AUTHORIZED IN ACCORDANCE WITH JTR. | X [b. OTHER RATE OF PER DIEM (Specify) $10.50 Per Diem per day

14. ESTIMATED COST 15. ADVANCE
a. PER DIEM b. TRAVEL c. OTHER d. TOTAL AUTHORIZED
$ $ $

16. REMARKS (Use this space for special requirements, leave, excess baggage, dations, regi jon fees, etc.)

Weapons will not be transported incident to travel. Travel will be at government expense; the total GTR is . Use of
privately-owned conveyance is authorized for the convenience of the individual and will be limited to constructive cost for common
carrier transportation. (Number of POV miles one-way: ). In and arround mileage is not authorized. Purachse of airline

-{ ticket through private travel agency is not authorized. Excess baggage is authorized up to $150 when traveling by commercial air. |
Government lodging and meals are directed. Rental car is not authorized. Servicemember is attached to the above command for
administration of award and UCM]J actions for the TDY period specified above. You must submit a DD Form 1351-2 within 5
working days of completion of TDY travel. Submit original and two copies of orders and supporting documents to 325 Brooks
Road, Rome, NY 13441-4527.

77, TRAVEL-REQUESTING OFFICIAL (Title and signature) 18. TRAVEL-APPROVING/DIRECTING OFFICIAL (Title and signature)
PMS Signature Block Bn or Bde Cdr Signature Block

AUTHORIZATION
19. ACCOUNTING CITATION
2112020 0000 0 371005 31472370000 21T1 $ 21T2 $ 000000 61 018043
20. AUTHORIZING/ORDER-ISSUING OFFICIAL (Title and signature) 21. DATE ISSUED (YYYYMMDD)

Gary A. Lewis, Chief, Program and Budget Division 22. TRAVEL ORDER NUMBER

DD FORM 1610, JAN 2001 PREVIOUS EDITION IS OBSOLETE.





APPENDIX C– Cadre Travel Order Instructions for DD 1610 

Item 1: Date of request:  Enter the day, month, and year order prepared.   FOR EXAMPLE:  1 MARCH 2003

Item 2: Name:  Enter the name (Last, first, middle initial) and SSN of traveler.  

FOR EXAMPLE:  DOE, JOHN W., 123-45-6789

Item 3:  Position title and grade or rating:  Enter the grade or rank of the traveler. 

FOR EXAMPLE:  LTC, PROFESSOR OF MILITARY SCIENCE

Item 4:  Official station:  Enter the name and location of traveler’s current permanent duty station. 

FOR EXAMPLE:  AUSTIN PEAY UNIVERSITY, CLARKSVILLE, TN 37044-0000

Item 5:  Organizational element:  Enter the traveler’s current unit of assignment. 

FOR EXAMPLE:  HQ, SECOND REGION, , FORT KNOX, KY 40121-5610

Item 6:  Phone number:  Enter the traveler’s duty telephone number and fax number to include area code.  

FOR EXAMPLE:  555-555-5555/FAX 555-555-5554

Item 7:  Type of orders: Enter TDY

Item 8:  Security clearance:  Enter  N/A

Item 9:  Purpose of TDY:  Serve as cadre member in support of WARRIOR FORGE( WF) 2004

Item 10a:   Approximate number of days of TDY:  (LEAVE BLANK) WF Branch will fill in this block of information.

Item 10b:  Proceed Date:  (LEAVE BLANK) WF Branch will fill in this block of information.  Please notify us if you are traveling by Government Vehicle; WF Branch will adjust your TDY period and proceed date accordingly.

Item 11:  Itinerary:  Type in the information per the example, then enter your current duty location as requested.  P&A Branch will enter your Report Date for WF.

Item 12:  Mode of transportation:  Indicate mode of transportation with an “X”.  For POV travel, ‘X’ “More advantageous to the Government,” if mileage cost (round trip miles x $.37.5 will be less than GTR rate.  If mileage cost will be more than GTR, ‘X’ “Mileage reimbursement and per diem limited to…”

Item 13:  If traveling by Government Vehicle, Indicate Per Diem Authorized in accordance with JFTR with an “X”.  All others must indicate Other rate of Per Diem with an “X” and type in “Per Diem entitlement is $10.50 per day while TDY at Fort Lewis, Washington”.  

Item 14:  Estimated cost:  If traveling by commercial air, indicate amount of air fare in block  marked “Travel.”  FOR EXAMPLE:  $555.00 

Item 15:  Advance authorized:  (LEAVE BLANK)

Item 16:   Enter remarks per the example provided:

Enter GTR cost:  (include this cost regardless of mode of travel.)  

FOR EXAMPLE:  “GTR Cost is:  $000.00”  

If traveling by POV, enter one-way trip mileage.  

FOR EXAMPLE:  One-way mileage is:  “500 miles”

Item 17:  Requesting official: Authorized individual within battalion/brigade/region will sign.  The requesting official will not normally sign as the approving official.

APPENDIX C– Cadre Travel Order Instructions for DD 1610 (Continued)

Item 18:  Approving official:    Will be signed by Brigade designee.

Item 19, 21 and 22:  Accounting citation:  Leave Blank.  Will be completed by appropriate Cadet Command Budget Team.  

Item 20:  Order authorizing official:  Will be signed by Chief, Program and Budget Division, US Army Cadet Command or designee.   

Enter:  “Gary A. Lewis, Chief, Program and Budget” (SIGNATURE WILL BE ABOVE SIGNATURE BLOCK)
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[image: image2.png]REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONNEL 1. DATE OF REQUEST
{Reference: Joint Travel Regulations (JTR}, Chapter 3} (YYYYMMDD)
{Read Privacy Act Statement on back before completing form.) Current Date
_ REQUEST FOR OFFICIAL TRAVEL _
2. NAME (Last, First, Middle Initial) 3. SOCIAL SECURITY NUMBER 4. POSITION TITLE AND GRADE/RATING
Doe, John W. 123-45-6789 LTC / Professor of Military Science
5. LOCATION OF PERMANENT DUTY STATION (PDS) 6. ORGANIZATIONAL ELEMENT 7. DUTY PHONE NUMBER
Input your School or Bde address here Input your Region address here {include Area Code)
School Voice # & FAX
8. TYPE OF ORDERS 9. TDY PURPOSE (See JTR, Appendix H) | 10a. APPROX. NO. OF TDY DAYS b. PROCEED DATE
DY To serve as a cadre member in {Including travel time) (YYYYMMDD)
support of ROTC Advanced Camp 0 Enter Date

11. ITINERARY X [VARIATION AUTHORIZED

You are directed to proceed frofit (input your location) to Fort Lewis, WA and return upon completion of TDY. Report to Buildin
#11D39, NET 0800 and NLT 1630 on (AC Branch will enter your Report Date here). You will sign out/in of your parent unit upon
departure/return from TDY. If delayed en route, notify your chain of command. If you cannot contact your chain of command,
call the P&A Division at 1-253-967-3953.

12. TRANSPORTATION MODE

a. COMMERCIAL b. GOVERNMENT c. LOCAL TRANSPORTATION
RAIL AlR BUS SHIP AIR VEHICLE | SHIP gg}TAL TAXI OTHER | PRIVATELY OWNED CONVEYANCE (Check one/)
X RATE PER MILE:
| ADVANTAGEOQUS TO THE GOVERNMENT

| AS DETERMINED BY APPROPRIATE TRANSPORTATION OFFICER (Overseas Travel only) X MILEAGE REIMBURSEMENT AND PER DIEM IS
LIMITED TO CONSTRUCTIVE COST OF
COMMON CARRIER TRANSPORTATION AND
PER DIEM AS DETERMINED AND TRAVEL TIM
AS LIMITED PER JTR

13. |  |a. PERDIEM AUTHORIZED IN ACCORDANCE WITH JTR. | X [b. OTHER RATE OF PER DIEM (Specify) $10.50 Per Diem per day

14. ESTIMATED COST 15. ADVANCE
a. PER DIEM b. TRAVEL c. OTHER d. TOTAL AUTHORIZED
$ $ $

16. REMARKS (Use this space for special requirements, leave, excess baggage, dations, regi jon fees, etc.)

Weapons will not be transported incident to travel. Travel will be at government expense; the total GTR is . Use of
privately-owned conveyance is authorized for the convenience of the individual and will be limited to constructive cost for common
carrier transportation. (Number of POV miles one-way: ). In and arround mileage is not authorized. Purachse of airline

-{ ticket through private travel agency is not authorized. Excess baggage is authorized up to $150 when traveling by commercial air. |
Government lodging and meals are directed. Rental car is not authorized. Servicemember is attached to the above command for
administration of award and UCM]J actions for the TDY period specified above. You must submit a DD Form 1351-2 within 5
working days of completion of TDY travel. Submit original and two copies of orders and supporting documents to 325 Brooks
Road, Rome, NY 13441-4527.

77, TRAVEL-REQUESTING OFFICIAL (Title and signature) 18. TRAVEL-APPROVING/DIRECTING OFFICIAL (Title and signature)
PMS Signature Block Bn or Bde Cdr Signature Block

AUTHORIZATION
19. ACCOUNTING CITATION
2112020 0000 0 371005 31472370000 21T1 $ 21T2 $ 000000 61 018043
20. AUTHORIZING/ORDER-ISSUING OFFICIAL (Title and signature) 21. DATE ISSUED (YYYYMMDD)

Gary A. Lewis, Chief, Program and Budget Division 22. TRAVEL ORDER NUMBER

DD FORM 1610, JAN 2001 PREVIOUS EDITION IS OBSOLETE.
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