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CHAPTER 2

ORDERS
2-1.  ORDER ISSUING AUTHORITY:

a.  The State Adjutant General is responsible for issuing orders citing federal funds.  Before a travel order can be authenticated, there must be sufficient funds to cover the liability against the U.S. Government. Coordination with the USPFO must be made as he has direct responsibility for fund control and is personally accountable for its use.  Each Program Manager who approves travel must determine that adequate funds are available prior to completion of travel orders by the Order Authorizing Official.  

b.  The State Adjutant General may designate officials of his staff in writing, by title, to act for him for the purpose of  authenticating travel orders for technicians and military personnel.  No further delegation for issuing orders citing federal funds is authorized.

2-2.  TYPE OF ORDERS:

a.  All orders, regardless of type, must be written orders issued or authenticated by the State Adjutant General or his designee for official travel or reimbursement of expenses thereto.  A verbal order approved in advance of travel and subsequently confirmed in writing, giving date of verbal order, will meet the requirement for written orders.  

(1)  TDY/TAD - Temporary Duty or Temporary Additional Duty for less than 20 weeks away from Permanent Duty Station (PDS) or from the place which called/ordered to active duty.

(2)  Group - Three or more individuals traveling by government transportation from the same point of origin to the same destination.  (No per diem or travel allowances are payable under a group travel order).

(3)  Blanket - Orders issued to members who regularly and frequently make trips away from their PDS’s within certain geographical limits to perform regular duties.

(4)  Permissive - An order permitting a member to travel, as distinguished from directing, which does not involve public business and does not entitle the member to expenses of travel.  Used for non-official recreational programs or attendance at public ceremonies or demonstrations whose expenses are borne by the sponsoring agency.

(5)  Invitational - Orders for individuals, not employed by the Federal government or members of the Uniformed Services, who are acting in a capacity that is directly related to, or in connection with, official activities of the Department of Defense.

b.  Order issuing authorities will use order format outlined in paragraph 2-4 for action pertaining to Army National Guard personnel in military status.

(1)  A DD Form 1610 (Request and Authorization for TDY Travel of DoD Personnel) will be used only for civilian travel citing funds other than the IL ARNG.  All military travel will be authorized by a Format 400 travel order.

(2)  Invitational Travel of non-government employees or non-uniformed service members will be prepared in accordance with AR 600-8-105.  

c.  Army National Guard personnel are authorized to perform temporary duty travel at government expense when an order is properly authenticated by the official designated by the Adjutant General.

2-3.  NECESSITY FOR ORDERS:

a.  No reimbursement for travel is authorized unless orders have been issued by competent authority.

b.  Reimbursement for travel is not authorized when the travel is performed in anticipation of or prior to receipt of orders or verbal confirmation by approving authority.

c.  A competent travel order is a written instrument issued or approved by the State Adjutant General or such persons designated by him, directing a member or group of members to travel between designated points.

2-4.  CONTENTS OF ORDER:

a.  All orders must comply with the provisions of AR 600-8-105 and contain constant information as pertains to organization and type of order being issued.


b.  Instruction for preparation of DMAIL 128 - request for Format 400 orders (Figure 1).



  (1)  PGM MGR code:  The code used to identify the Program Manager whose funds are being cited on the order.  These codes are found in Appendix D.



  (2)  TDC:  Identifies the type of duty to be performed.  These codes are found in the Type Duty Code listing (Appendix D).



 (3)  SSN:  The Social Security Number of the traveler.



 (4)  Name:  The name of the traveler.



 (5)  Duty Dates:  The Temporary Duty (TDY) dates; to include dates of travel to and from the temporary duty station.



 (6)  UIC:  The Unit Identification Code of the traveler.



 (7)  Position:  The duty position of the traveler.



 (8)  Unit:  The unit or section the traveler is assigned to.



 (9)  Security:  Type of security clearance of the traveler.



(10)  Grade:  Technician Grade or Military Rank.



(11)  Addl. Instruction:  Codes used to identify statements required to publish an order.  These codes are found on the back of the DMAIL Form 128, dtd 11 Jan 1996, however, contact PFOIL-CB (785-3549) for a listing of all additional instruction codes.  As a minimum the following additional instructions will be on the Format 400 orders:




(a)  Mode of transportation.




(b)  Availability or Non-Availability of Quarters and Rations.




(c)  Individual is/is not an American Express Card holder.




(d)  Type of travel (i.e. for travel for training, operational/managerial travel).




(e)  DD Form 1351-2 must be submitted within 5 days after completion of travel.




(When traveling to PEC the appropriate code from the Professional   
 


          Education Center category must be used.  For travelers in a TDY status to 




the National Capital Region, they are to contact the lodging center before




making lodging arrangements (1-800-821-6559).  At the time of the 




telephone call, the traveler will be given a control number that will be




placed in the additional one-liner of the Format 400 order).



(12)  Temporary Duty At:  The location or locations that Temporary Duty will




       be performed.



(13)  Will Proceed Time/Date:  The time and date that travel will begin.



(14)  Purpose:  The purpose or reason for the Temporary Duty (Appendix E).



(15)  Addl. 1 Liner and Addl. 2 liner:  This space is for additional remarks that do 




     not have a corresponding code, but are required for the duty being performed.



(16)  Disapproval Notes:  This space is used to show why the request was 




       disapproved.  The PM would indicate in the space provided that, i.e.“Funding




       is currently not available to support this training”, and transmit.  The 




       disapproval would be received at the input level the next day.



(17)  Event XREF:  Not used at this time.



(18) Daily PD Rate:  Add the Lodging and Meals rates and multiply by the total 




      number of nights lodging required.  Divide the total dollar amount by the total




      number of days and type this amount in the space provided on AFCOS.



(19)  Other Tvl Cost:  This cost would include Registration Fees, Rental Vehicle 




      and Mileage for POV travel.



(20)  GTS Fare:  The cost of an airline ticket obtained through SATO.  The dollar




       amount for this space should be obtained from SATO.



(21)  Distribution Code:  The code assigned by the USPFO Data Processing




       Installation that indicated the distribution of orders.


     (22)  Requesting Official:  Appointed by a Program Director, this individual is




      normally the first line supervisor or a person having knowledge of the purpose




      and requirement of travel.  This official must ensure that the travel is required




      and that all entitlements and special authorizations are essential to the mission.



(23)  Approving Official:  Appointed by a Program Director, this individual is




      normally the person in the next higher level in the chain of command to the




      requesting official and shares the same responsibilities as the requesting 



      official.



(24)  Authorizing Official:  Appointed by the Adjutant General, this official ensures




      that costing is reasonable, entitlements are authorized under governing 




      regulations, the correct PMC and TDC are used and orders are distributed




      accordingly.



(25)  Fund Control Officer:  Appointed by the USPFO for Illinois to certify funds, 

this individual must sign the DMAIL Form 128 if the authorizing official is not a Program Manager (or representative) of the specific funds being cited.

(DD Form 1610  (Figure 2) will only be used for civilian travel citing funds other than those of  IL ARNG.)

2-5.  ORDERS AUTHORIZING PRIVATE AUTOMOBILE OR MILITARY VEHICLE:


a.  If private conveyance is authorized as more advantageous to the government or as a matter of convenience to the member, per diem will be payable for travel performed by privately owned conveyance not to exceed that payable for constructive travel over a usually traveled route by air or surface common carrier, whichever more nearly meets the requirements of the order and is more economical to the government.  In determining constructive travel, the travel allowance will be based on the carrier’s required check in time plus travel time from home, office or place the travel actually commenced; and the carrier’s scheduled arrival time at the terminal plus travel to home, office or place the travel actually terminated.  The remark is:


“Travel by government/commercial transportation is authorized.  Reimbursement for travel performed at personal expense will be in accordance with Joint Federal Travel Regulations.  Travel by privately owned conveyance will be governed by constructive travel limitations of the JFTR.” (AFCOS Code 01)

b.  Other considerations are:

(1)  An individual can never be “DIRECTED” to utilize a private conveyance.  A private conveyance can only be “AUTHORIZED.”

(2)  If two (2) or more individuals travel under an “AUTHORIZATION” for private conveyance, only the owner/operator of the private conveyance will be reimbursed for mileage allowances.

****SAMPLE****

REQUEST FOR ORDERS

AFCOS WORKSHEET 
(1)  DATE: __________

(2)
FROM:  _____________________

(3)
THRU:  _____________________

(4)
THRU:  _____________________
(4a)  ________________________



      (Signature & Date MSC)

(5)
____________________________________

      (Signature & Date Program Manager)

(6)
TO:  OKPOT-T
PGM CODE:     BLANK


(7)
TDC:    222

(8)  Purpose:    MAT LAC TRAINING

(9)
REPORT DATE/TIME:    24 Oct 95
/  0800

(10)
PERIOD OF DUTY:    24 Oct 95




THRU     28 Oct 95_________

(11)
REPORT TO:    COL MEAD





AT:    Indianapolis, IN____
(12)
MODE OF TVL: 
Government Provided -    Vehicle, Aircraft or Comm/GTS:  325.00___


POC  -
   Driver   OR Passenger

  Mileage:  90 mi____ RT



Rental Car Request (Yes/No) Approved (Yes/No) OTHER TVL: __________

(13)
TYPE OF TVL:  [ A ]  OPERATIONAL/MANAGERIAL             TRAINING [ C ]



[ E ]  MEETINGS, CONFERENCES & SPEECHES

(14)
GOVT Q & R AVAILABLE:  QUARTERS (Yes/No)  RATIONS  (Yes/No)  DAILY PD: _101.00____

(15)
AUTHORITY:    BLANK




           DIST CODE:  BLANK_____

(16)
REIMBURSABLE REGISTRATION/CONFERENCE FEE:  (Yes/No)            AMOUNT:  25.00_____

(17)
REQUEST TRAVEL/PER DIEM ADVANCE  (Yes/No)           APPROVED (Yes/No)  ___________

(18)
REMARKS:    RENTAL CARE AUTH REQUESTED TO TRANSPORT OTHER S/M and TRAINING________

MATERIAL_______________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

================================= INDIVIDUAL  DATE ====================================

(19)
SSN:  111 - 11 - 1111   NAME:   JOHN B. DOE___________          RANK:    MAJ_____

(20)
ASSIGNED PRN:   001
   ATTACHED TO:    N/A
      PRN:     N/A_____

(21)
Individual  IS  /  IS NOT  a Technician.

(22)
Signature of technician supervisor: ______________________________________________

OKARNG Form 102-10 dtd 08 JAN 94

****SAMPLE****

REQUEST AND AUTHORIZATION 
(1)  DATE: ____________

TDY TRAVEL ORDERS  [NGB/AOS Format 400]

(2)
FROM: 



(3)
THRU: 


(4)
THRU: 


(5)


     
(5a)



     [Signature & Date (Program Manager)]

[Signature & Date (MSC)]

(6)
TO:  OKPOT-T

(7)
WILL PROCEED O/A DATE:  ________________
(7a)
NUMBER OF DAYS: _____

(8)
PERIOD OF TDY:  ________________________
TO  ____________________________

(9)
TEMPORARY DUTY AT: 









(City & State)
(10)
MODE OF TRANSPORTATION: 





(11)
TYPE OF TRAVEL:  [ A ]  OPERATIONAL/MANAGERIAL

      [ C ]  TRAINING


                 [ E ]  MEETING, CONFERENCES & SPEECHES

(12)
DAILY PER DIEM AMOUNT: _______________        OTHER TRAVEL AMOUNT: _______________

(13)
TDC:  ________________
           PROGRAM MANAGER CODE:  _____________

(14)
PURPOSE:  





(15)
DUTY STATUS:  [  ]  AGR

[  ]  AT / ADT / ADSW


              [  ]  IDT     MUTA_____      RMA ____      DATES ____________________

(16)
REQUEST TRAVEL/PER DIEM ADVANCE  [YES] [NO]  [APPROVED  (YES) (NO) ________________]

(17)
AUTHORITY: 





(19)
REMARKS:  





================================== INDIVIDUAL DATA =====================================

(19)
SSN:  ___________________     NAME:  ______________________________________________

(20)
RANK: ___________________      (21)  ASSIGNED UNIT PRN: ___________________________

OKARNG Form 102-16   (01 Mar 91) 
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