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Overview 
 

This document is provided as a training tool and reference guide for OCONUS customers 
serviced by CHRA-NE/E.   

In 2014, the Civilian Human Resources Agency (CHRA) received a legal opinion that the 
CPAC preparation and authentication of travel orders was, in part, a violation of DoD policy 
found in the Joint Travel Regulation (JTR).  Specifically, the CPAC practice of 
authenticating (signing) travel orders is inconsistent with the verbiage in the JTR.  Based 
on this opinion, CHRA-HQs directed CHRA staff to cease the authentication of travel orders 
and prepare to transition this function back to the Commands.  In order to facilitate this 
transition, a comprehensive collection of information readily found in the JTR was 
assembled to organizations in the systematic, structured preparation of travel orders. 

Information contained in this document represents current regulatory guidance and 
business practices, but will be superseded by changes to the JTR as well as the 
implementation of internal organizational practices and policies.  Implementation and 
adherence to this document is not mandated by CHRA-
NE/E, but should be used as a training aid in conjunction 
with the official regulatory guidance found in the list of 
references.  In the event of conflicting information, the 
JTR and other official guidance should be followed.  Please 
direct any questions to your servicing CPAC. 

The Joint Travel Regulation (JTR) addresses allowances 
paid/reimbursed by the government. The latest version of 
the document can be found here: 
http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf  

***An employee cannot be directed to perform official 
travel at personal expense. Limited travel funds are not a 
basis for denying official reimbursement or reducing 
allowances. 

Note: There may be circumstance when the Federal Travel 
Regulation (FTR) authorizes a discretionary travel and 
transportation allowance, but the JTR does not address the allowance. A discretionary FTR 
authority that is not addressed in the JTR is not implemented within the Department of 
Defense.  

Defense Travel System 
The Defense Travel System (DTS) is a travel management system that enables DoD travelers 
to create authorizations (TDY travel orders), prepare reservations, receive approvals, 
generate travel vouchers, and receive a split reimbursement between their bank account 
and the Government Travel Charge Card (GTCC) vendor. Travelers using DTS can check for 
current airline, hotel, and rental car availability, as well as check current per diem rates 

Throughout this document 
at the end of each section 
are sample documents, 
sample 
letters/memorandums and 
tables to assist in the 
preparation of travel 
orders, also, please refer 
to Appendix A-C for blank 
documents, samples of 
orders not covered in the 
main body of this guide, and 
Travel Order Remarks and 
Common Types of Travel 
Allowance to further 
assist in travel order 
preparation. 

 

http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf
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for travel locations online. The user can prepare his own documents, or, with the proper 
permission, documents for others. 

Most types of travel orders can be generated in the Defense Travel System (DTS) and should 
be utilized to properly manage travel plans and expenses.  A prerequisite for creating 
travel orders in DTS is that the traveler must have a user profile in the DTS system. New 
employees will be unable to create a profile in DTS, therefore the designated 
organizational employee, with authority to create travel orders must prepare a hard copy 
travel order.  Current Federal employees who are first time users, will be prompted to 
activate their account.  Instructions for first time users can be found at 
https://www.defensetravel.osd.mil/  

DTS training (i.e. web-based/eLearning) is available on the Defense Travel Management 
Office website.   
 
DTS log on:  http://www.defensetravel.osd.mil/dts/site/index.jsp  
 
DTS training can be found at http://www.defensetravel.dod.mil/site/eLearning.cfm  

 

 

 

 
 

 
 

 

 
 

 

 

 

 

 

 

 

 

https://www.defensetravel.osd.mil/
http://www.defensetravel.osd.mil/dts/site/index.jsp
http://www.defensetravel.dod.mil/site/eLearning.cfm
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Permanent Duty Travel Eligibility Table 
Explanation of available overseas allowances based on Permanent Duty Travel 
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SECTION 1: PERMANENT CHANGE OF STATION 
 

A permanent change of Station (PCS) move occurs when an employee is required to 
relocate to a new location and the move is in the interest of the government. 

A. PCS Incoming 
 

How to Complete: 

Step 1:   Organization makes Selection. 

 

Step 2:   CPAC makes tentative offer and sends/provides the required eligibility          
documentation to tentative employee (i.e. Request for Orders (RFO); see Appendix 
A; LQA questionnaire; DA-5863; DD Form 1617 etc.) 

 

Step 3:   Check to see if Family Members are also traveling.  If children are to be 
included, check the dates of birth.  Any that are over 21 are not eligible to be 
included on the orders unless they are medically incapable of looking after 
themselves.  Complete Section L on the RFO. 

 

Step 4:   CPAC determines employee’s eligibility to receive travel orders via Request 
for Orders document and provides eligibility information to organizational travel 
orders POC. Organization creates orders. 

 

NOTE: JTR, Chapter 5 Section 3 - Child’s Age and Travel Eligibility. A dependent 
child's eligibility (see App A1 for definition of dependent) for travel allowances depends 
on the child’s age on the date the employee reports for duty at the new PDS (B-
160928, 28 March 1969 and B-166208, 1 April 1969). Example: A child 20 years and 
11 months old when the employee reports to a new PDS is eligible for travel to that 
new PDS, even if travel is delayed until the child is age 22 years and 11 months. 
http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf 
 
Step 5:   Request For Orders (RFO) can then be sent to the Resource Management 
Office (RMO) for the fund cites.   

 

Step 6:   When you receive the fund cites the Travel Order Authorization (DD Form 
1614) can be prepared.  Complete the Orders as per one of the examples below.   

***NOTE – IF THIS IS THE EMPLOYEE/SELECTEE’S FIRST DUTY STATION THE CPAC 
WILL PROVIDE COPIES OF THE ORDER TO THE EMPLOYEE/SELECTEE. 

http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf
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Step 7:   Check that all the information is correct.  After review have it signed by 
the appropriate authority.  

***Note- Please see Appendix C for Travel Order Remarks and for Common Types of 
Travel Allowances in preparing PCS travel orders 

Step 8:   Forward a copy of the completed Travel Orders to the employee along with 
any supporting documentation.  Keep a copy for your files. Remember to keep the 
Travel Orders, a copy of the Transportation Agreement, a copy of the RFO and a 
copy of the Fund Cite documents together.  Send a copies of all documentation to 
the CPAC. 

 

 

 
 
 
 
 
 
 
 
 
Example Documents: PCS Incoming w/Family Members 

     PCS Incoming Unaccompanied 
     Travel Orders 1st Duty Station w/Family Members 

                       Travel orders 1st Duty Station Unaccompanied  
 
 
References:  Joint Travel Regulations (JTR), Chapter 5, Part B) 
http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf 

In the case of 
Management Directed 
Orders/Reassignment 

Europe Transformation, 
please, contact your 
servicing CPAC for 

assistance.  

http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf
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PCS Incoming w/Family Members-DD Form 1614 

 



11 | P a g e  
 

 



12 | P a g e  
 

PCS Incoming Unaccompanied-DD Form 1614 
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FIRST DUTY STATION- PCS Incoming w/Family Members-DD Form 1614  
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FIRST DUTY STATION- PCS Incoming Unaccompanied-DD Form 1614  
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B.  PCS OUTGOING 
 

Use these instructions for employees who are selected for vacancies where 
Permanent Change of Station (PCS) costs are authorized, and/or employee has found 
his/her own position, has return rights or placed through the Priority Placement 
Program (PPP).  Employees who are selected for vacancies where PCS costs are 
authorized may be entitled to a PCS move. 
  
How to complete: 
 
Step 1:   Gaining Organization contacts employee and sends an RFO (see Appendix A) 
to the CPAC.              
 
Step 2:   CPAC determines employee’s eligibility to receive travel orders via travel 
order checklist and provides eligibility information (checklist) to organizational 
travel orders POC. Organization or employee generate Request for Orders.  
 
Step 3:   If this is a Priority Placement Program (PPP) placement, the Human 
Resources Specialist at your servicing Civilian Personnel Advisory Center (CPAC) will 
inform you.  You will prepare Travel Orders to send the employee to the new duty 
station. TQSE and Miscellaneous Expense is an entitlement provided under PPP and 
fund cite is provided by the gaining organization. 
 
Step 4:   If the employee is exercising Return Rights, and has a transportation 
agreement you must prepare the orders sending the employee back to the previous 
organization. Verify the employee has completed the transportation obligation and 
the Return Rights have been coordinated with the employee’s CONUS organization. 

  
Step 5:   If the employee has found a new position in CONUS on their own and the 
gaining organization authorizes PCS Travel, the gaining organization should prepare 
the Travel Orders (although they may request that you to prepare the Travel Orders 
as a courtesy).  If the gaining organization is not authorizing PCS travel, check if the 
employee has Transportation Eligibility (see eligibility checklist).  If the employee 
came to Europe on Travel Orders the employee is entitled to transportation back to 
their point of origin (i.e. where they were hired from, otherwise, add the new duty 
station as an alternate destination.   
 
Step 6:   Check Section D of the Request for Orders (RFO).  If incomplete, add the 
new duty station information. 

 
Step 7:   Send the RFO to the Resource Management Office (RMO) for the fund cite.  

 
Step 8:   When you receive the fund cite(s) you can prepare the Travel Orders. (See 
below for examples of PCS orders for the Employee that has is traveling with family 
members and the other example is unaccompanied.) 
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Step 9:   Keep a copy of the RFO, Travel Orders and Transportation                
Agreement for your file and provide a copy to the CPAC. CPAC will provide 
information to the LQA cell in order to terminate benefits in a timely manner. 
Ensure the RMO has all travel related documents.   
 
Step 11:   Make sure copies of the Travel Orders, Transportation Agreement, the 
RFO and a copy of the Fund Cite document are on file.  

 

Example Documents:   PCS Outgoing w/ Family Members   
                      PCS Outgoing Unaccompanied  

 
 

References:  

PCS Eligibility Table  

Joint Travel Regulations (JTR), Chapter 5, Part B) 

http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf
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PCS Outgoing w/Family Members-DD Form 1614 
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PCS Outgoing Unaccompanied-DD Form 1614 
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SECTION II:  OTHER TRAVEL 
 

As mentioned in the Defense Travel System (DTS) section, most travel orders can be 
generated in DTS, including the types of travel situations included in this section.  The 
intention is to provide general information and guidance for the most common types of 
travel in the European Theater.  It is not meant to be all inclusive of every type of travel 
situation that may warrant the issuance of travel orders.  The Joint Travel Regulations 
should be consulted for supplementary types of travel information and guidance. 

A. Renewal Agreement Travel (RAT) 
 

Definition: An employee and eligible accompanying dependents may receive travel 
and transportation allowances for returning home between OCONUS tours of duty. 

 
When orders are applicable: Eligible employees and dependents are authorized 
transportation (including to/from common carrier terminals) to the employee’s 
actual residence at the time of the assignment to the OCONUS PDS.  RAT provides 
one round trip to CONUS for eligible employees and their dependents. To be eligible 
for these allowances prior to departure from the OCONUS PDS, an employee must: 

  
 Possess an initial Transportation Agreement and have satisfactorily completed 

the prescribed tour of duty.  
 
 Have entered into a new written agreement for another tour of duty at the 

OCONUS PDS (i.e. been extended for 24 months). 
 
 Have a DEROS of at least one year after date of projected return from RAT. 

 
How to complete:  The agreement covers cost incident to travel to the employee’s 
actual residence or alternate location and return. 

 
Step 1:   Receipt of RFO for RAT from employee.  Send employee RFO to the CPAC. 
CPAC will determine employee’s eligibility to receive travel orders and the RAT 
window.   See NOTE below  

                       
Step 2:   CPAC will verify the following: 

 
a. Transportation Eligibility.  Check RFO documentation to ensure RAT 

request returns employee to Home of Record (HOR). 
 

b. Employee has received a new 24 months tour extension. 
 

c. Determine date if any, employee previously took RAT. 
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Step 3:    Make sure that the RFO has the Actual Place of Hire as that is where we                
owe the employee Travel Orders to, however the employee can request one 
alternate destination, but are responsible for any additional costs. 

 
Step 4:   Complete the Transportation Agreement (TA) and Statement of 
Understanding (see Appendix B, RAT SOU sample/example) and send to the 
employee to sign and return. (Employee must return TA to you prior to issuance of 
travel orders to the employee. 

 
Step 5:   Upon receipt of the fund cite, prepare the Travel Orders.  Complete the 
Orders as per the example attached. (One of the examples is for an Employee 
traveling with family; the other example is unaccompanied). 

 
Step 7:   Verify all information on the RFO is correct, then sign.  

 
Step 8:   Send travel orders to the employee and a copy to the CPAC.  Make sure 
that you have the signed TA back first. 

Note:  Renewal Agreement Travel Noncumulative:  RAT entitlement is for use between 
consecutive periods of continuous overseas employment and may be performed between the date 
of completion of one agreement and before serving another tour of duty pursuant to a written 
agreement. Entitlement to renewal agreement travel is not cumulative from one period of service 
to another if not used.  RAT must be performed during the window of eligibility as indicated below: 

        a.   Initial tour (normally 36 mo.): Initial tour has an 18-month window to perform 
RAT. The window is 6 months prior to initial tour completion and not later than 12 months before 
completion of tour provided the employee has agreed to a renewal agreement tour (normally 24 
mo.). In no instance will RAT be authorized if you have less than 12 months remaining on a tour. 

        b.   Renewal tour (normally 24 mo.): Renewal tour has a 14-month window to 
perform RAT. The window is 2 months prior to completion of the renewal tour and not later than 12 
months before completion of tour provided the employee has agreed to another renewal agreement 
tour (normally 24 mo.). In no instance will RAT be authorized if you have less than 12 months 
remaining on a tour. 

 
Warnings:  Statement of Understanding must be completed for all employees who are 
taking RAT travel. 
 

 
 

 
 
Example Documents:  RAT Travel Orders w/ Family Members 

RAT Travel Orders Unaccompanied  
RAT initial Window 36 Month Example 
RAT Statement of Understanding 

References: JTR, Chapter 5, Part B, Section 11, Subsection c 
http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf  

For Additional Information Regarding RAT, Please Visit: 
https://wu.acpol.army.mil/eur/overseas/employee_handbook/guide_conus/rat.htm 

http://www.defensetravel.dod.mil/Docs/perdiem/JTR.pdf
https://wu.acpol.army.mil/eur/overseas/employee_handbook/guide_conus/rat.htm
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DD Form 1614 RAT Travel Orders w/Family Members 
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DD Form 1614 RAT Travel Orders Unaccompanied 
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30 | P a g e  
 

RAT Initial Window 36 Month Example 
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RAT Statement of Understanding Example 
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B. Early Return of Dependents 
 
An organization may authorize a dependent(s) early return to the United States from 
a foreign OCONUS PDS to the employee’s actual residence or an alternate location 
before the tour completion. If dependents travel before the employee is eligible for 
return travel and for reasons not in the Government’s best interest, the dependents’ 
travel and transportation expenses are the employee’s financial responsibility 
subject to reimbursement once the OCONUS tour is completed. 

Orders are applicable for Early Return of dependents and may be authorized for the 
following reasons: 

 
        1.   When a minimum service period is completed or 

2.   The OCONUS Command determines that it is in the Government's best 
interest for compelling personal reasons (Memorandum authorization is 
required). 

Examples: physical/mental health, immediate family member death, authority 
imposed obligations, and other similar circumstances when the employee has no 
control. 

Important Eligibility Information: Check that the employee has Transportation 
Eligibility and that the dependents were on the original orders or have authorization 
for Travel at Government expense. If you can verify that the dependents came to 
Europe on Travel Orders and meet the eligibility requirements then they can return 
to CONUS early.  Ensure that the RFO has the Actual Place of Hire as that is where 
the dependents are authorized Travel Orders to.  The employee may request an 
alternate destination for the dependents, but will be responsible for any additional 
costs.  

 

Example Documents:   Early Return of Dependents  

 

Reference:  JTR, Chapter 5, Part B3c. 
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DD Form 1614 Early Return of Dependents 
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C. Dependent Student Travel 
  

Definition:  This allowance is paid as a reimbursable allowance for one round trip 
ticket per year between the United States and the overseas post of duty for the 
dependent child of a DoD employee, when the dependent child receives either 
secondary school (e.g., high school) education, post-secondary vocational or 
technical education, or undergraduate college education in the United States. 
Employees who are eligible for a Living Quarters Allowance (LQA) are eligible for the 
student educational travel allowance. This is a taxable allowance. Further 
information on the education travel allowance is found in Section 280 of the DSSR. 

 
Authority and eligibility requirements for dependent student travel and educational 
allowances in foreign areas are in DoDI 1400.25 Volume 1250 “Overseas Allowances 
and Differentials”. 

 
DoDI 1400.25 Volume 1250.4.b authorizes educational travel, prescribed in DSSR 
Section 280, for a dependent student of a DoD civilian employee assigned in a 
foreign area for travel to and from a school offering a full time course of secondary 
(in lieu of an education allowance), or post-secondary education. 

 
Types of Student Travel: 

 Student of a Military U.S. School 
 Student of Civilian U.S. School 
 Student Spec DoDEA Evaluation 
 Student DoDEA Academy C & C 

 
**Note:  Student of Military, U.S. School and Student of Civilian, U.S. School are 
used by dependents of military and civilian members who are stationed OCONUS, 
when they are traveling to or from a school in the continental United States. 

Student, Special DoDEA Evaluation is used by students of Department of Defense 
Educational Activity schools who are traveling to obtain a medical examination. 

Student, DoDEA Academic C & C is used by students of DoDEA schools who are 
traveling for academic competitions or events. 

 
In accordance with the DSSR employees who meet the following criteria are eligible 
for student travel: 

 
1. The sponsor must be eligible and/or receiving LQA and 

 
2. The student must be a legal dependent under 23 years of age and 
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3.   The sponsor must provide documented proof of student’s full time 
enrollment in a qualifying educational program. 
 

Under Student Travel the Government will pay for ONE ROUND TRIP in a 12 Month 
period for eligible students. 
 
The date of the first trip (or leg) of the first educational travel marks the 
ANNIVERSARY DATE for purposes of determining the 12 months period, during which 
only one round trip can be taken. 
 
ANNIVERSARY DATE once established does not change. (See DSSR for guidance on 
establishing the Anniversary Date).  Subsequent round trips cannot begin until the 
anniversary date, except as per DSSR 283.1 which sates:  a 30-day period prior to the 
anniversary date may be allowed on an individual case-by-case basis to be 
reimbursed when the child actually becomes eligible. 

 

Prior to creating Student Travel Order in DTS (for U.S. Civilian dependents 
ONLY), you must: 

1.  When employee requests student travel the organization will send all 
required documentation/information to the CPAC.  The CPAC will determine the 
student’s eligibility to receive travel orders via the checklist.   

2. Eligibility determination returned to organization.  Organization/employee 
create travel order in DTS.  There are two types of student travel in DTS (Student 
DODEA Student Activity Travel and Dependent Student Travel). Select the correct 
student type. 

 
The Joint Travel Regulations Chapter 7, Part C, Section 1 (7150-7155) define then as 
the following:  

 
i.  DODEA STUDENT ACTIVITY TRAVEL (i.e. Student DODEA Activity 

Travel) 

The DODEA statutory charter (20 USC §§921-932), authorizes travel for a 
DODEA student to academic competitions and co-curricular activities. 

The Director, DODEA, or designee determines appropriate activities. 

The responsible DODEA activity determines the most appropriate method and 
DODEA appropriations to authorize transportation for a student in support of 
co-curricular activities. Per Diem Not Authorized. Payment of per diem, 
reimbursement for meals and/or lodging for a student, or incidental 
expenses associated with TDY must not be authorized (Joint Travel 
Regulations, Chapter 7, Part C, Section 1). 
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ii. DEPENDENT STUDENT TRAVEL  

A member permanently stationed OCONUS, who is authorized to have a 
dependent reside at/in the PDS vicinity or the home port of an OCONUS ship, 
and whose minor dependent attends a: 
 
 a. Dormitory school operated by the DoD or selected for the student by the 
cognizant DoDEA Regional Director, or 

 
b. School in the U.S. to obtain a formal education that is accredited by a 
State, regional or nationally recognized accrediting agency/association 
recognized by SECDEF, is authorized transportation of the minor dependent 
between such school and the place of residence. 

 
3. Attach the letter of acceptance (for new students) or verification of 

enrollment from an accredited university or college, including 2-year junior or 
community college, which offers academic courses leading to a degree (See student 
enrollment sample below).  If the verification of enrollment is not received prior to 
the travel you may provide the sponsor with a statement of understanding informing 
the sponsor that if documentation is not received within 60 days, the dependents 
travel orders will be cancelled and the sponsor will be indebted for the costs (see 
sample SOU below)  

 

Example Documents: Statement of Understanding Sample letter 
                       Student Enrollment Sample Letter 
                       Authorization for Education Travel 

Educational Travel Eligibility Worksheet 
 

 

References:  DoDI 1400.25 Volume 1250 and 1250.4.b DSSR Section 280 
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Statement of Understanding Sample Letter 
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Student Enrollment Sample Letter                        
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Authorization for Education Travel 
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Educational Travel Eligibility Worksheet 
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D. Emergency Travel and Transportation Due to Illness, 
Injury or Personal Emergency 

 
Emergency Visitation Travel (EVT) is to allow an eligible employee (and 
accompanying family members) assigned at a foreign PDS to travel at Government 
expense to the CONUS, non-foreign OCONUS area, or another location in certain 
family emergencies. EVT is not a discretionary allowance, except that the Approving 
Official (AO) must confirm the need for EVT. Ordinarily, only one family member is 
authorized travel at Government expense. In exceptional circumstances, the AO may 
authorize/approve the travel of additional family members. EVT is not permitted for 
travel wholly within the foreign area of assignment. An employee away from the 
PDS, on leave, or TDY in a CONUS/non-foreign OCONUS location, is not eligible for 
EVT. EVT allowances for an employee on leave in a foreign area, or an eligible family 
member in a foreign area away from the employee's PDS, are limited to the cost of 
EVT allowances from the PDS. Air transportation costs only (no per diem, excess 
baggage/ unaccompanied baggage charge or ground transportation between the 
PDS/home/destination and airport) are authorized if space-required Government air 
transportation is not reasonably available. For additional information on allowable 
transportation expenses, air accommodations, definitions, and eligibility, see; JTR, 
Chapter 7, Part M. 

 
There are two options that civilian employees may explore when they have a family 
emergency that requires them to travel to the United States or other locations.  The 
two most common are Emergency Visitation Travel (EVT) and Emergency Travel (ET).  
The CPAC will determine the employee’s eligibility to receive travel orders via the 
travel eligibility checklist for both EVT and ET.  The criteria for both are outlined 
below.   
 
EMERGENCY VISITATION TRAVEL (EVT)   
 
The employee must have a transportation agreement in effect to be eligible for EVT.  
EVT is authorized in circumstances involving: 
 

 A serious illness or injury of an immediate family member  
 Death of an immediate family member   
 Special family circumstances. 

 

Certification of a Transportation Agreement (DD 1617) is a requirement  
 
When orders are applicable: EVT allows an eligible employee and/or a family 
members of the employee to travel at Gov’t expense to CONUS, non-foreign OCONUS 
area, or another location in certain family emergency situations. An “eligible 
employee” is an employee who is a U.S. citizen assigned at a PDS in a foreign area, 
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who has a service agreement that provides for return travel to the employee’s 
actual residence and any eligible Family Member if the Family Member is part of the 
employee’s household at the OCONUS PDS (see JTR, Chapter 7, Section 3 for a 
complete list).  
 
When orders are not applicable:  

 
1. EVT is not permitted for travel within the foreign area assignment; or  
 
2. An employee is away from the foreign OCONUS PDS: 

 
i. On leave in a CONUS/non-foreign OCONUS location, or 

 
ii. TDY in a CONUS/non-foreign OCONUS location is not eligible for EVT. 

 
EVT is authorized in the following circumstances: 

 
1. Medical - A member of the employee’s or the employee’s spouse’s or 
domestic partner’s immediate family is seriously ill or injured and faces 
imminent death  
 
2. Death - A member of the employee’s or the employee’s spouse’s or 
domestic partner’s immediate family has died or the eligible family member 
must accompany the remains of the employee or of an eligible family member 
resident at the employee’s PDS in a foreign area who dies in a foreign area to 
the place of interment. 
 
3. Incapacitated Parent - A parent of the employee or the employee’s spouse 
or domestic partner becomes incapacitated and travel is necessary to arrange 
for the parent’s medical treatment or otherwise help assess the parent’s need 
for a new living situation or other form of care. 
 
4. Unusual Personal Hardship - An employee or employee’s spouse or domestic 
partner requires emergency family visitation in certain exceptional 
circumstances involving unusual personal hardship other than those listed in 
the JTR (see JTR Chapter 7 Part A, pars. 7020-B5a, 7020-B5b, 7020-B5c. Also 
see par. 7020-S). 

   
Ordinarily, only one family member may travel at Government expense on EVT, 
however, there are exceptions (see JTR Chapter 37, Part A, Section 7020 E (2)). 

 
Warning:  Issuing Activities must verify that an emergency exists before authorizing 
emergency travel.  Officials with authority to issue an emergency travel 
authorization may use any suitable verification they consider valid.  Verification 
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may be from the Red Cross, an attending physician, or other source acceptable to 
the travel-authorizing official.  Travel need not be delayed pending receipt of a Red 
Cross message. 

 
EMERGENCY VISITATION TRAVEL at a GLANCE (EVT eligibility TABLE JTR Chapter 7, 
PART A, Sec 3 (EVT Table)  

 

 

 

Medical 

(Serious Illness or 
injury) 

See pars. 7020- B5a&  
7020-O 

Employee, 
or Eligible 
Spouse 

To visit 
immediate 
family member 
seriously ill or 
injured, near 
death 

Authorized by 
Ch 7, Part A3 

Provide required 
medical contact 
information. 

Submission of 
repayment 
acknowledgement 
if traveling in 
advance of 
authorization. 

Employees and their 
spouses are limited to one 
round trip for each 
serious illness or injury of 
each immediate family 
member. 

Immediate Family 
Member Death 

See pars. 7020- B5b 
& 7020-P 

Employee 
or Eligible 
Spouse 

Attend 
interment of 
immediate 
family 
member 
(includes 
siblings). 

Authorized by 
Ch 7, Part A3 

Identify deceased 
family member not 
more than 30 
calendar days after 
travel completion. 

Submission of 
repayment 
acknowledgement. 

One round trip may be 
taken in case of death of 
any immediate family 
member. Travel must 
begin as soon as possible 
following death 
notification. 

Employee/Family 
Member Death 
Employee/family 
member dies outside 
CONUS/non- foreign 
OCONUS area.  See 
pars. 

7020-B5b & 

7020-P. 

Emplo
yee; 
and 

Eligible 
family 
member(s) 

Attend 
interment of 
employee or 
eligible family 
member who 
dies outside 
CONUS or non-
foreign 
OCONUS area. 

AO must 
authorize/ 
approve number 
of travelers 

Request AO 
approval 
Submission of 
repayment 
acknowledgement. 

One round trip to the 
place of interment is 
allowable for eligible 
family members resident 
at the employee’s PDS. 

Incapacitated Parent 

See pars. 7020- B5c 
& 7020-R 

Employee 
or Eligible 
Spouse 

Assist parent 
suffering 
recent health 
breakdown 
that threatens 
continued 
independent 
living. 

Authorized by 
Ch 7, 

Part A3 

Submission of 
self-certification 
acceptable to the 

AO1. 

Submission of 
repayment 
acknowledgement 
if appropriate. 

NTE two round trips over 
the lifetime of each 
eligible individual (the 
employee and the 
employee’s spouse). 

Unusual Personal 
Hardship 

See pars. 7020- B5d 
& 7020-S. 

Employee 
or Eligible 
Spouse 

Exceptional 
circumstances 
warrant travel 
otherwise 
precluded by 
EVT 
limitations. 

Authorized by 
the individual 
delegated 
authority for 
that purpose 
under criteria 
established by 
the DoD 
Component 
concerned. 

Submission of any 
available 
documentation 
related to request. 
Submission of 
repayment 
acknowledgement. 

Decided on a case by case 
basis. 
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Required Documents: 

 

REPAYMENT ACKNOWLEDGEMENT 

“I, ________________________________________ certify that I have read and understand 
the Emergency Visitation Travel (EVT) regulations in Joint Travel Regulations (JTR), 
Chapter 7, Part A, and that all expenditures made by my Command ICW my EVT (or EVT for 
my eligible spouse/domestic partner) 

____________________________________ become my personal financial responsibility and 
are subject to collection as an overpayment in the event that approval of such travel is 
determined to be unwarranted under the provisions of JTR, Ch 7, Part A. If I do not repay 
these funds immediately upon demand, I understand that the 

Government may pursue collection of these funds through deductions from salary, 
allowances, lump sum payments, or any other remedy.” 

______________________________ ___________________ ____________________________ 

Signature      Date    Typed Name 

 

After execution of the Repayment Acknowledgement, the AO may authorize 
transportation. 

 
SAMPLE CERTIFICATION 

I, __________________________________________ certify that it is necessary for me (or 
for my spouse/domestic partner) to travel to the location of my (or eligible spouse’s or 
domestic partner’s) parent, _____________________________________________ who 
resides 
at:____________________________________________________________________________
to assist in getting appropriate care or making new living arrangements due to recently 
discovered incapacity. I have the following indications that my (or eligible spouses or 
domestic partner’s) parent may not be able to continue living independently: 

___________________________________________________________________________ 

I hereby declare that, if approved, this will be my Employee Spouse Domestic Partner 
first/ second eldercare trip at Government expense during my lifetime IAW Joint Travel 
Regulations, par. 7020-R3. 

_________________________________ _____________ _____________________________ 

Signature      Date    Typed Name 

 

Request Submission. The request must be submitted to the AO. The AO must notify the 
requester of the action taken on the Gov’t funded travel request. 
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EMERGENCY TRAVEL 
 
Definition:  Eligible employees and their dependents are authorized either category 
1 space-available or space-required round-trip transportation between overseas and 
CONUS aerial ports and between overseas aerial ports. Transportation within CONUS 
is not authorized. Passengers are not authorized travel on AMC aircraft from the 
manifested destination of the aircraft to their final destination. Transportation is 
authorized only on DOD-owned or -controlled aircraft. Employees will not be 
reimbursed for any space-available fee or the cost of space-required transportation. 
 
Eligibility: 

 U.S. citizen civilian appropriated fund (AF) employees of the DOD and 
their dependents who are stationed overseas. 

 
 U.S. citizen civilian non-appropriated fund (NAF) employees recruited 

from CONUS, Alaska, or Hawaii for overseas and their dependents. 
 

AF and NAF employees must have:   
i. bona fide emergency in CONUS is authorized transportation from 
Europe to CONUS and return. All transportation within CONUS will be 
at the employee’s expense. 
ii.   bona fide emergency in another overseas area may be authorized 
transportation from Europe to CONUS and from CONUS to the overseas 
area and return.  Employees must present a Red Cross Case Number 
and/or supervisor’s verification before orders can be issued. 

                
1. Transportation - The emergency transportation entitlement is for 
transoceanic travel on DOD-owned or –operated aircraft. Employees may 
request free space-available transportation or elect space-required travel by 
reimbursing the Government for the cost of travel for themselves or their 
dependents. 

  
i. Travelers will report to the Army liaison counter or passenger liaison 
office at the military air terminal. 
 
ii. If space-required, reimbursable travel is elected, liaison personnel 
will direct the traveler to the appropriate Air Force personnel for 
payment according to the applicable Air Mobility Command (AMC) 
tariff. 

 

2. Funds - Travelers should have enough funds to pay the entire round-trip 
cost of travel by regular commercial means in case space is not available on 
an AMC flight. 
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3. Documentation- Travelers must have a valid passport, copies of their 
emergency travel authorization, and an immunization record if immunizations 
are required for entry into the country of their destination or duty station. 
For non- U.S.-citizen dependents, valid U.S. entry visas or permits may be 
required. 

 
4. Billeting- Transient billets may not be available at the points of departure 
or arrival. Travelers should have enough money to pay for civilian 
accommodations. 

 

5. Flight Information - Travelers should contact the AMC to determine 
availability and location of flights, baggage limitations, and sign-up and 
reporting requirements. The AMC website includes a list of terminals and 
telephone numbers and a Space Available Travel Request form. The website is 
at: http://www.amc.af.mil/amctravel/ 
 
For travel from Europe to the continental United States (CONUS), report to 
Ramstein Airbase (AB), Germany.  Reservations are not accepted for space-
available travel.  Assignment of seats is on a first-in, first-out basis. 

 

6. Contact with Employing Activity - After they arrive at the emergency 
destination, employees should contact their supervisor to provide their 
anticipated date of return. This contact is particularly important if a delay is 
encountered that will prevent return on the originally scheduled date. 
 
Information that is needed in order to prepare/complete the Emergency 
Travel Orders: 

Step-by-Step Instructions 
 

Step 1:   Employee contacts organization in reference to the Emergency 
Travel Orders. 
 
Step 2:   Organization checks that the employee has a verifiable emergency.  
Provide the employee with a copy of the blank “Information sheet” (see 
example below), which is needed in order to complete the Emergency Travel 
Orders. 
 
Step 3:   If everything is in order, type up the memo (see example below). 
Keep copies for the organizational files.  
 
Step 4:   Sign and date the memo.  Provide a copy to the employee. 

http://www.amc.af.mil/amctravel/
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Step 5:   Organization/employee prepare orders in DTS. Make a copy of the 
orders.   
 
Step 6:   File a copy of the Travel Order, memorandum and information 
sheet. 

 
Warning: Issuing activities will verify that an emergency exists before authorizing 
emergency travel. Officials with authority to issue an emergency travel 
authorization may use any suitable verification they consider valid. Verification may 
be from the Red Cross, an attending physician, or other source acceptable to the 
travel-authorizing official. Travel need not be delayed pending receipt of a Red 
Cross message. 

*** NOTE: Each emergency leave traveler is authorized commercial air between 
authorized locations if space-required Government transportation is not reasonably 
available. 

 

 

Reference: 

For information regarding EVT and ET, see the JTR, Chapter 7 Part A, Section A3 DoD 4515.13-R 
http://www.military.com/Resources/Resources/Rest%20and%20Relaxation/dod451513r.html  

Army in Europe regulation 690-11-1, 22 November 2005 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.military.com/Resources/Resources/Rest%20and%20Relaxation/dod451513r.html
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EMERGENCY TRAVEL ORDERS WORKSHEET 

 

Name of Employee: ____________________________________________________ 

 

SSN:  ____________   Passport #:  ______________     Civilian Grade:  ________ 

 

Organization Address:   

_________________________________________________________________ 

 

Name, Relationship, SSN, and Passport ## of all family members accompanying the Employee on 
Travel: 

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________ 

 

Reason for Emergency:   

__________________________________________________________________________________
__________________________________________________________________________________ 

 

Source of Verification or message (i.e. Red Cross Case Number, Memo from Supervisor, etc.):   

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________ 
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SAMPLE TRAVEL AUTHORIZATION MEMORANDUM 
 
 
(ISSUING AUTHORITY LETTERHEAD) 
(Office Symbol or Authorization Number) (Date) 
SUBJECT: Emergency Leave Travel Authorization 
Name of employee or sponsor: 
Grade: 
Organization: 
Duty station: 
Names of dependents: 
The above-named employee and dependents are authorized round-trip transportation 
between overseas and continental United States aerial ports on Government-owned or -
operated aircraft on a category 1 space-available or reimbursable space-required basis 
by reason of the emergency stated below. Transportation within the continental United 
States is only to the manifested destination of the aircraft. 
 
This authorization is invalid if travel to the emergency destination does not begin within 
15 days after the date of issue. Return travel under this authorization must begin no 
more than 90 days after travel to the emergency destination. 
 
Authority: DOD 4515.13-R   
 
Reason for emergency and source of verification: 
 
 
                                                      Signature Block of Issuing Official 
 
For inquiries concerning this order, contact name of official, civilian and military 
telephone numbers, and e-mail address. 
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E. Intra-Theater Travel (PCS) 
 
When orders are applicable:  Employees who are selected for vacancies where PCS 
costs are authorized and are moving from one overseas area to another overseas 
area may be entitled to an Intra-Theater PCS move. 

 
How to complete: 

 
Step 1:   CPAC will determine eligibility for a PCS move. Travel under 12 
hours – no per diem expense authorized (JTR, Chapter 5, Part B: Employees 
only, Section 2: Employee Travel and Transportation, Subsection b: Per Diem 
and FTR §302-11.2; “A per diem allowance must not be paid when the official 
travel period is 12 or fewer hours.” 

 
Step 2:   Check that Section C has been completed.  

 
Step 3:  Check Section L, Family Member(s) Information.  If children are 
included then check the dates of birth, any that are over 21 are not eligible 
to be included on the orders unless they are medically incapable of looking 
after themselves.   

 
Step 4:   The Request for Orders (RFO) can then be sent to the RMO office for 
the fund cites.   

 
Step 5:   When you receive the fund cites you can then prepare the Travel 
Orders.  Complete the Orders as per the example attached.  One of the 
examples is for the Employee that has no family members and the other 
example is with family members. 

 
Step 6:   Print the form out and then check that you have all the information 
correct, then sign it and pass the completed Travel Orders to the authorized 
official to sign.  

 
Step 7:   When you receive the signed Travel Orders send a copy of the Travel 
Orders to the Employee. Keep a copy of the Travel Orders for the working file 
and provide a copy to the CPAC. 

 
Step 8:   Staple together the Travel Orders, a copy of the Transportation 
Agreement, a copy of the RFO and a copy of the Fund Cite document.  
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Payment of travel, transportation, and other related expenses of a civilian employee, except ICW emergency 
evacuation and a former employee separated by RIF or transfer of function, and restored to duty. 

 
Movement 
Situation 

 
Agreement 
Required 

 
Employee 

& 
Dependent 

Transp 

 
Employee 
Per Diem 

 
Dependent 
Per Diem 

 
HHT 

Per Diem 
& Transp 

 
TQSE 

 
MEA 

 
Sell & Buy 
Residence 

Lease 
Termination 

 
HHG 
SIT 

 
NTS of 
HHG 

PCS 
Between 

OCONUS 
PDSs 

NOTES 1 
& 10 

 
Yes 

 
Yes 

Advance 
PCS 

MALT 
only 

 
Yes 

Advance 
 

Yes 
Advance 

 
No 

 
No 

NOTE 2 
Advance 

 
Yes 
No 

Advance 

 
No 

NOTE 3 
No 

Advance 

 
Yes 

NOTE 4 
Advance 

 
Yes 

NOTE 7 

 

 

 
TRANSFER BETWEEN OCONUS OFFICIAL STATIONS 

Column 1 
Relocation allowances that DoD Component must pay 

or reimburse 

Column 2 
Relocation allowances that DoD Component has 

discretionary authority to pay or reimburse 
2. Transportation & per diem for employee & 
immediate family member(s) (Ch 5, Part B) (FTR, Part  
302–4). 

 
3. Transportation & SIT of HHG (Ch 5, Part B) (FTR,  
Part 302–7). 

 
4. MEA (Ch 5, Part B) (FTR, Part 302–16). 

 
5. NTS (extended storage) of HHG (par. 5312) (FTR,  
Part 302–8). 

 
6. RIT (Ch 5, Part B) (FTR, Part 302–17). 

1. POV shipment (Ch 5, Part B) (FTR, Part 302–9). 
 
2. Property management services (Ch 5, Part B) (FTR,  
Part 302–15). 

 
3. TQSE if new PDS is in the U.S. (Ch 5, Part B) (FTR,  
Part 302–6)1. 

 

Footnote 1. TQSA may be authorized under the DSSR, Sec. 124 if transfer involves a foreign OCONUS PDS. 
 

 

 

  Example Documents:  PCS Intra Theater w/Family Members 
              PCS Intra Theater Unaccompanied 
 
Reference:  JTR Chapter 5 

 

 

 

 

 

 

http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter302p004.html/category/21869/#wp1121315
http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter302p004.html/category/21869/#wp1121315
http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter302p007.html/category/21869/#wp1122121
http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter302p007.html/category/21869/#wp1122121
http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter302p016.html/category/21869/#wp1124261
http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter302p008.html/category/21869/#wp1122443
http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter302p008.html/category/21869/#wp1122443
http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter302p017.html/category/21869/#wp1124542
http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter302p009.html/category/21869/#wp1122687
http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter302p015.html/category/21869/#wp1124134
http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter302p015.html/category/21869/#wp1124134
http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter302p006.html/category/21869/#wp1121849
http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter302p006.html/category/21869/#wp1121849
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DD FORM 1614 PCS Intra Theater w/Family 
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DD FORM 1614 PCS Intra Theater Unaccompanied  
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F. Separation/ Retirement Travel 
 
Eligibility: 

Separation orders are authorized to employees with a valid Initial Transportation 
Agreement (DD Form 1617) at time of separation from the Government Service for 
the following reason: 

 Voluntarily Separation (If minimum tour requirement has been completed) 
 

 Retirement  
 
 Death of the employee (return of House Hold Goods and dependents). 

The Government is obligated to return the employee to the Actual Residence in the 
United States (identified on the DD Form 1617).  An alternate destination can be 
authorized.  Additional costs to the alternate destination will be borne by the 
employee. 

 
Step-by-Step Instructions 

Step 1:   Organization request that CPAC determine if the employee has 
Transportation Eligibility.  Verify if employee came to Europe on Travel 
Orders.  If so then employee is entitled to a trip back to the States. 
 
Step 2.   Ensure the employee completed their Transportation obligation. 
 
Step 3:   Make sure that the RFO has the Actual Place of Hire as that is where 
we owe the employee Travel Orders to, however the employee can request an 
alternate destination if they wish but will be responsible for any additional 
costs. 
 
Step 4:   Send the Request for Orders to the RMO for the fund cites.   
 
Step 5:   When you receive the fund cites you can then prepare the Travel 
Orders.  Complete the Orders as per the example attached.  One of the 
examples is for the Employee that has no family members and the other 
example is with family members. 
 
Step 6:   Print the form out and then check that you have all the information 
correct, then sign it and pass the completed Travel Orders to the appropriate 
official for signature. 
  
Step 7:   Have the employee sign the statement that says that the orders have 
to be used within a reasonable time after the employee’s retirement date. 
(Activity commanders may authorize a reasonable delay of 90 days or less 
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upon and employee’s request. Return ay be delayed up to one year form the 
separation date under unusual, extenuating circumstances approved by the 
activity Commander. Requests for delays to accept private OCONUS 
employment/retire locally to establish an OCONUS retirement residences 
must not be approved.) Keep a copy for filing and also is needed before the 
Travel Orders can be issued. 

 
Step 8:   Forward the completed Travel Orders to the Employee and keep a 
copy for filing. 
 
Step 9:   Scan a copy of the Travel Orders and send in for filing in the 
Employee’s Official Personnel Folder (OPF). 
 
Step 10:   Staple together the Travel Orders, a copy of the RFO, a copy of the 
signed Loss of transportation entitlements memorandum regarding the timely 
use of the Orders and a copy of the Fund Cite document for filing.  

 

 

Example Documents: Travel Orders Retirement/Separation w/ 
Family Member 
Travel Orders Retirement/Separation 
Unaccompanied  
Loss of Separation Travel Entitlements   
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DD FORM 1614 Travel Orders Retirement/Separation w/Family Member 
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DD FORM 1614 Travel Orders Retirement/Separation Unaccompanied  
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Loss of Separation Travel Entitlements from OCONUS Duty Station 
 

LOSS OF SEPARATION TRAVEL ENTITLEMENTS FROM OCONUS DUTY STATION 

Joint Travel Regulation, C5572 

 

I CERTIFY THAT I HAVE BEEN BRIEFED ON THE FOLLOWING: 

 

I understand that I will lose all my return travel and transportation entitlements from the overseas area to my 
CONUS actual residence if I do not use the entitlement after release from work status (within 2 days) in the 
OCONUS position. 

I also understand that a reasonable delay of transportation entitlement (maximum 90 days) or under unusual 
circumstances, up to 1 year from separation date, may be approved by my activity commander. The request 
must be in writing and approved by the commanding officer prior to my separation from current federal 
service. I understand that a request for delay to accept private OCONUS employment OR retire locally for 
the purpose of establishing an OCONUS retirement residence must not be approved. 

I understand that if a request for delay is not received by the activity commanding officer before my 
separation, or if I refuse to accept or use travel entitlements at the expiration of the delay period, I will lose 
the travel entitlements. 

 

NAME OF EMPLOYEE:        SSN: 

 

 

SIGNATURE OF EMPLOYEE:      DATE: 
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APPENDIX A 
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Request for Travel Orders (Blank) 
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Request/Authorization for DoD Travel-DD Form 1614 (Blank) 
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APPENDIX B 
Miscellaneous Samples 
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Cancellation Orders  
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No Cost Orders (for use in obtaining Visas, Italy/Belgium Only) 
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Amended Orders 
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APPENDIX C 
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Travel Order Remarks 
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Common Types of Travel Allowance 
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