TDY WORKSHEET

This MUST be filled out and returned to me (Gloria) No Later Than 4 weeks PRIOR to departure date. Orders will be published and returned to you/your box one-week prior to departure, unless there is something beyond my controll (budget, finance, etc.)

RANK/NAME & SSAN: _________________________________________________

DESTINATION(s): Name of place to visit (name of company, city, state) or name of conference and what hotel your are staying in (include city & state): ________________

_______________________________________________________________________

________________________________________________________________________

(if you are going to more than one place (tdy-with-in-a tdy) state this in the order of the TDYs and the dates for each place)

DATE OF DEPARTURE: ______________________________ 

DATE OF RETURN: __________________________________

 AMOUNT OF REGISTRATION: ________________________(please let me know if it includes any meals)

MODE OF TRANSPORTATION (commercial plane, POV, private plane, train, walking, hitchhiking, etc): ___________________________________________

WHERE ARE YOU STAYING (hotel, base billeting, friend/relative, tent, under a bridge, etc)?: ________________________________________________________________________________________________________________________________________________

(if staying with friends/relatives - I need the address and phone number. If staying in a tent or under a bridge......, please be careful.)

RENTAL CARE REQUIRED: YES/NO (if rental car is required, please attach a detailed explaination of why the car is needed. Rentals must be approved by the Squadron Commander or the Vice Commander.)

If you have any special instructions, please write them on the reverse or on a separate sheet of paper) 

