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DEPARTMENT OF THE ARMY

WALTER REED ARMY MEDICAL CENTER

WALTER REED HEALTH CARE SYSTEM

WASHINGTON, DC 20307-5001

MCHL-PAD-AE 
                                                                   Date:

INVITATIONAL TRAVEL ORDER 

TRAVEL ORDER #: 000-00

Name:                                 SSN                                          Status:                          Address: 

You are invited to proceed from:  
In sufficient time to arrive at:                                       for approx:         days , 

Effective on                                     .

You are authorized to travel by: ____Rail       Commercial Air       Military Air      Bus
Military Aircraft will depart on:    

___ Transportation has been arranged by the order-issuing agent.


_____Transportation tickets are included with this order.


_____ Transportation tickets shall be provided at a later date.

_____ To arrange your transportation call: _________________________

_____ You may arrange your transportation. The following rules apply:

You must arrange your transportation with a travel office under contract to the U.S. Government (Commercial Travel Office “CTO”) when the contract with the CTO permits the CTO to arrange transportation for travelers who aren’t Government employees.  If you’re in a foreign country, except for Canada and Mexico, you may use a travel office not under contract to the Government if ticketing can’t be secured from a branch office of general agent of an American-flag carrier.

If you purchase transportation from a travel office (travel agency) not under contract to the Government, reimbursement is limited to the cost to the Government on a constructive basis for transportation that would have been arranged by a CTO if available.  If the contract between the Government and the CEO doesn’t permit the CTO to arranged transportation for contractors/contractor employees or other who aren’t Government employees, reimbursement for transportation may not exceed coach class air accommodations unless otherwise permitted in JFTR, par. 2204-A.

    It is DOD policy that in using regularly scheduled air transportation:

(a) Accommodations selected shall be the least costly service that permits satisfactory accomplishment of the mission of the traveler.

(b)   United States carriers must be used for all commercial foreign air transportation if  

        service provided by those carriers is available; otherwise reimbursement for the  

        cost of transportation isn’t allowed.

_       You are authorized transportation only.

__     You shall be paid an actual subsistence expense allowance (AEA) for lodging 

and per diem for meals and incidental expenses (M&IE).  You are required to itemize your lodging expenses only. 

  _____You shall be paid an actual subsistence expense allowance (AEA) for lodging

            and meals.  You must itemize all your subsistence expenses.  Subsistence 

expenses include lodgings, meals and transportation (including usual tips) 

between hospital and lodging only. Rental car is not authorized.  You shall be 

reimbursed for the actual expenses incurred, but not to exceed the maximum 

amount authorized for the locality concerned.  (See JFTR, Chapter 4, Part M for 

applicable rules)

Applicable Per Diem Rates:

	Locality
	Maximum Lodging Rate 
	Meal/Incidental Expense Rate
	Total Per Diem

	NA
	
	
	


Applicable Transportation Cost:

	Destination
	One Way
	Taxi
	Total Transport Cost

	
	
	
	

	
	
	
	


Receipts: Ticket stubs are required to substantiate your transportation cost. Receipts are required for lodging. Receipts are required for all items of expense in an amount of $75 or more plus any applicable tax.  
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