
TAD TRAVEL REQUEST

RTC-GL-1320/2  (Rev. 11-02)

PRIVACY ACT NOTICE: The authority for requesting the following information is contained in 5 U.S.C. § 301, 552a, 5501, 10 U.S.C.
§ 2631-2635, and Chapter 7, 37 U.S.C. § 404, and Executive Order 9397. This information will be used administratively to document
applications for individual travel at Government expense and subsequent travel claims. Disclosure of this information is mandatory.

1 - APPLICANT

Date of Request Name (Last, First, MI) Rank/Grade SSN

Department Division Job Title

Purpose of Travel DESTINATION

NO                      YES

Departure Date Return Date Advance Travel Funds Requested

  Commercial Air                                              Personal Vehicle

  Government Air                                              Other: __________________________

  Rental Car required at destination
Mode of Travel

NO             YES NO              YES NO              YES NO              YES
Traveled before from RTC Travel Card Holder Frequent Traveler (> 2 trips in FY) Bank EFT information on file

Remarks/Attachments (attach relevant messages, invitation, quota confirmation, etc)

Signature of Applicant

2 - CHAIN OF COMMAND APPROVAL

Approved           Disapproved
Division Officer Signature of Division Officer Date

Approved            Disapproved
Department Head Signature of Department Head Date

3 - TRAVEL COORDINATOR REVIEW

Estimated Total Cost Transportation Per Diem Rental Car Miscellaneous

Approval             Disapproval
Supply Officer Recommendation Signature of Supply Officer Date

4 - FINAL APPROVAL

Approved            Disapproved
Executive Officer Signature of Executive Officer Date

Approved            Disapproved
Commanding Officer Signature of Commanding Officer Date

Time stamp -- Delivered to Supply Dept.
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   2 - CHAIN OF COMMAND APPROVAL   
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  Division Officer   
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Approved            Disapproved  
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AUTHORITY TO VISIT PLACES    

OTHER MODE   

MOT   

TRAVEL CARD YES   
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