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JFID-HRO
       1 February 2011
MEMORANDUM FOR State of Idaho Army Federal Technicians
SUBJECT:  Requesting Special Conveyance for TDY Travel
1.   As part of the ongoing effort to reduce costs and provide good stewardship of government funds, the special conveyance request policy for TDY travel is updated.  Effective 15 March 2011 all requests for special conveyance (rental cars) for TDY travel will be submitted using the attached memorandum.
a.     Use tab and shift/tab keys to navigate between text fields of this fillable memorandum.
b.   The traveler will scan the completed memorandum into .pdf format and upload it into the DTS authorization as substantiating documentation in the expenses section prior to signature.  Contact the DTS help desk at 272-2600 if assistance is required with the upload procedure.
c.   DTS authorizations without the special conveyance memorandum request uploaded as substantiating documentation will be returned to the traveler.
d.   DTS authorizations with special conveyance memorandums that have inadequate information, or are lacking a supervisor’s signature, will also be returned to the traveler.

2.   The Federal Travel Regulation and Joint Travel Regulations (DoD) authorize special conveyance only if mission requirements necessitate during official TDY travel.
a.   Travel must be accomplished by the most expeditious and practicable transportation mode that meets mission requirements. (JTR C2100.A.1)  Use of common carriers (e.g. public transportation, taxis, shuttles etc.) is presumed to be the most efficient and least costly means of transportation. (FTR §301-72.1)   Justification for the reason of nonuse of a transportation mode that is to the government’s advantage is necessary for travel reimbursement. (JTR C2100.A.1) 
b.   Personal preference or minor inconvenience will not be the basis for authorizing/ approving special conveyance. (JTR C2102.A.2)
3.   The POC for special conveyance requests is SSG Jeff Renon at 272-4226 or e-mail address:  jeffrey.t.renon@id.ngb.army.mil
///  ORIGINAL SIGNED  ///
Encl
KEVIN K. DAWKINS, Col, IDANG

Human Resource Officer

     

29 March 2011 FORMTEXT 

23 March 2011

MEMORANDUM FOR HUMAN RESOURCE OFFICE

SUBJECT:  Request for Special Conveyance

1.    a.  Requestor’s name:       
b. Technician grade:       
c. Duty assignment:       
d. Purpose for TDY travel:       
e. Dates of travel:       
f. TDY city:       
g. Number of passengers:       
2.    a.  Cost of car rental in DTS:       
b. Estimated fuel expenses:       
c. Estimated parking expenses:       
3.   Information on requestor’s TDY activity (e.g. conference, school, seminar, site visit, etc.)
a.   Name of hotel/lodging:  
b.   Location of  activity:  
c.   Distance between hotel/lodging and activity:  
d.   Distance between airport and hotel/lodging:  
e.   Is taxi, shuttle, bus service, etc. available:      FORMCHECKBOX 
  Yes           FORMCHECKBOX 
  No
4.   Detailed narrative providing justification for approving the additional expense of special conveyance (car rental) in DTS authorization:

     
 Requestor’s supervisor:  
Supervisor’s extension:  
_______________________________________

Supervisor’s Signature

