INDIVIDUAL REQUEST FOR TRANSPORTATION, AND/OR RENTAL CAR

	INSTRUCTIONS: 
All requests for transportation must have orders attached and be submitted 30 DAYS prior to departure date.




	1.  TRAVELER’S NAME:

(as listed on identification)

	2.  UNIT/ACTIVITY & MAILING ADDRESS:

	3.  MODE OF TRAVEL:  (Circle One)                      Air                                Bus                         



	ITINERARY POINTS
	CITY
	DATE
	TIME

(Very Important)

	4. INITIAL DEPARTURE


	
	
	

	5. INITIAL ARRIVAL


	
	
	

	6. RETURN DEPARTURE


	
	
	

	7. RETURN ARRIVAL


	
	
	

	8. TRAVELER’S PHONE

    (MANDATORY)


	Home  (     )
	Work  (     )

	9.  E-MAIL ITINERARY TO:                                          _____________________________________________                                                               

     REQUESTING OFFICIAL PHONE #                       DSN: ________________ CML: ___________________



	9a.  TRAVELER’S ADDRESS:



	REQUESTING OFFICIAL’S NAME AND SIGNATURE (MANDATORY)

	DATE

	RENTAL CAR REQUESTED

Must be authorized on orders                                                      YES                                      NO             

Compact size will be used unless otherwise specified


	INDIVIDUAL TRAVEL CARD INFO

	You must print your e-bill, which is available to you when you receive your electronic ticket via e-mail.  This invoice must be submitted with your travel voucher (DD Form 1351-2) for reimbursement.  
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