From Account Manager, TECOM Formal Schools Training Support (FSTS)
To: STUDENT TRAVELER
Subject: TEMPORARY DUTY TRAVEL FUNDING FOR FORMAL SCHOOLS TRAINING
Reference:  (a) Joint Travel Regulations (JTR)

(b) MARADMIN 575/15
(c) MARADMIN 348/14

1. Approval Information

This letter contains policy concerning the use of FSTS funding for student travel. FSTS fu

AUTHORIZATION, in accordance with (IAW) refe
related to scheduled course dates only.

COURSE: DETACHMENT COMMANDER
CID: I
cuass# [N

AUTHORIZED TRAVEL DATE: [N
GRADUATION DATE:

Personnel cited below are approved

1SSUE DATE: [

nding authorization will expire if the DTS travel authorization has
ST on the funds expiration date. The travel authorization will be

must be routed using the unit's "WWT" routing list and must contain at least one

icials (RO's). Documents that do not contain at least one level of RO's will be

C. DTS Line of Accounting (LOA)

I-1

TIM3 CMO 10




(1) Traveler's who are attached to a DTS organization begining with "DM" should route the travel
authorization without an LOA UNLESS, the traveler's command is funding a portion of the TDY, i.e. rental
car, addtional TDY, etc. The FSTS LOA will be applied by an FSTS AO upon approval.

@) Traveler s who are NOT attached to a DTS organization begining with "DM" must request a 'cross-org"
LOA. The request must be sent to the FSTS organizational mailbox (worldwidetravel@usmec.
the student's EDIPI (DOD ID #) and a POC phone number. Once the request has been proce
respond with follow on guidance.

3. Itineraries

authorization encompassing the entire training period. Dates for travel for
sponsord TDY and leave should be included in the travel authorization.

required to travel for over 14 hours are authorized to depa 3 odate a period of
rest at the TDY location.

c. Variations to itineraries are not authorized. Any c i y and/or locations should be requested in
an amendment to the trip authorization. Any extentio 1d be reflected in the detaching

endorsement provided by the schoolhouse. If required,
the graduation date.

4. FSTS Travel Policy

FSTS AO is the final approval authority for all
aveler requests any out-of-the-ordinary expenses
ification statement must be uploaded to the

a. All travel expenses will be
travel expenses regardless of

1 official travel. When available, GSA CityPair fares must be utilized.

re available, whether at the traveler's PDS or TDY location, the traveler must check
airports and select the least expensive unrestricted fare. Contracted fares may only be
between official duty locations. Contracted fares are NOT authorized when

e location including an extended delay enroute. FSTS does not fund excess baggage.

wned conveyance (POC) transportation, when authorized, is at the travelers convenience and
requirements is NOT to the government's advantage. For POC use that exceeds 400 miles one-

reimbursement will be limited to the constructed cost. FSTS does NOT fund POC mileage expense for
in/around the TDY location. Ifthe travel authorization/voucher contains an "in/around" mlleage expense, a unit
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LOA must be provided. A mileage log documenting in/around mileage must be uploaded in the substantiating
records.

(3) FSTS does NOT fund rental cars for transportation in/around the TDY location. If the travel
authorization/voucher contains a rental car expense, a unit LOA must be provided. All rental cars must be
booked via the CTO. The standard size rental car authorized for TDY is a compact car. When the ESTS AO
determines that justification is sufficient, an appropriately sized vehicle, other than compact car,
authorized. '

c. Per Diem

prior approval from FSTS. For long term TDY, flat rate per diem applies.
lodging at the reduced rate, the member must provide a statement from the C
include the dates of travel, TDY location, and confirmation of the loy

c. Ensure all required receipts
provide receipts for ALL incurre

ess unsettled traveler vouchers for travelers who fail to file their travel claim within
in order to re-coup outstanding obligations and/or paid advances and scheduled
his action could potentially put a traveler into a debt status (DUE US) with the
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