Figure B-2

INVITATIONAL TRAVEL ORDER  REMARKS

1.  Remarks for paragraph 2 of ITO when applicable:

a.  If POV is selected as mode of travel the following remark must be included in paragraph two of ITO:

“POV authorized at $.37 per mile _______(fill in number of miles round trip).  POV authorized with mileage reimbursement limited to constructive cost of GTR per Carlson WagonLit.  GTR:  $_______(fill in round trip GTR or commercial rate,even if there is no GTR cost).”
b.  If travel is by commercial air, the following must be 

included in paragraph two of ITO:


“The GTR rate is:  ___________(fill in cost of airfare).”

2.  Additional statements to be added to paragraph 3 of ITO when applicable:
a.  “Government meals directed.”  Include on all orders when the destination is to a military installation.  

b.  “Government lodging directed.”  Include on all orders when the destination is to a military installation.   Note:  Traveler must contact the installation billeting office.  If quarters are not available, a statement of nonavailability must be obtained for reimbursed for lodging off the installation.  

c.  “Rental vehicle authorized.”  Cost of insurance for rental vehicles not otherwise included in the basic agreement is not reimbursable.”  Include this statement only on travel orders authorizing rental vehicles in the United States and its territories and possessions, including Puerto Rico.

d.  “To reduce lodging costs, traveler will request a Government discount at all lodging establishments.”  Include on orders when traveler’s overnight destination is not a military installation.

e.  If order is confirmatory (after the fact), the date of the oral order and authorizing official must be included in paragraph three.  FOR EXAMPLE:  VOCO 1 Jan 99, Col Johnson, BRIGADE Cmdr.

FOR QUESTIONS ON TRAVEL REIMBURSEMENT OR COMPLETING YOUR TRAVEL VOUCHER YOU MAY CONTACT ROME OPLOC CUSTOMER SERVICE AT 1-800-447-1150.
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