[image: image1.wmf]
DEPARTMENT OF THE AIR FORCE

 497TH COMBAT TRAINING SQUADRON

PSA SEMBAWANG TERMINAL

BLDG 7-4, STORES ROAD

SINGAPORE 759658


13 Nov 03
MEMORANDUM FOR 497th CTS PERSONNEL
FROM:  497 CTS/CC

SUBJECT:  Funded Environmental Leave Policy 


1. This memorandum outlines the 497 CTS policy for personnel and command-sponsored family members utilizing their Funded Environment Leave (FEML) travel entitlement.  
2. The FEML entitlement amount is based on unrestricted travel fares, in accordance with the Joint Federal Travel Regulation (JFTR).  However, the JFTR does not require the use of unrestricted fares.  The use of fares with various restrictions, generally at a discount compared to the unrestricted fare price, allows FEML travelers to maximize their FEML benefit.  Use of these fares, however, involves some degree of risk to the traveler.  In the event that a planned FEML leave is canceled due to mission requirements or other unforeseen reasons, any fees required to change travel dates are solely the responsibility of the traveler.  In the worst case where tickets are non-changeable and non-refundable, the traveler will simply lose the funds paid for the ticket, as the Government is unable to reimburse them in such an event.
3. When tickets are purchased significantly in advance using the Government Travel Card (GTC), the purchaser is responsible for making timely card payments using their own personal funds.  Reimbursement will not occur until after the travel is complete and the travel voucher is settled.  Tickets will not be purchased using the GTC until FEML orders have been published, and not more than 60 days prior to departure.
4. Before FEML travel orders will be issued to you or your family members, you must read and initial each statement and sign the attached document.   Please address any questions or concerns you may have regarding these statements to 497 CTS/FM or the Commander before signing this form.


a. 
b. 
c. 
d. 
e. 
f. 

g. 
5. 






  //SIGNED//






JOHN P. ROGERS, JR. Colonel, USAF







Commander










	
	

	
	
	

	
	
	
	
	

	

	
	
	

	


	
	
	

	

	


	
	
	

	
	


	
	


	

	
	







































































Date ______
MEMORANDUM FOR 497th CTS/FM

FROM:  ___________________________ (Member’s name and rank)
SUBJECT:  Funded Environmental Leave Policy 
1. _____ I have read and understand the 497 CTS policy on advance ticket purchase and the use of restricted fares.

2. _____ I understand that FEML orders will be available for pickup no earlier than 60 days prior to travel, unless otherwise approved by the 497 CTS Commander or his designated representative.
3. _____ I understand that I am not authorized to purchase airline tickets utilizing my Government Travel Card (GTC) until I have been issued official travel orders.  
4. _____  I understand that I will incur an immediate obligation to Bank of America when I purchase tickets. I am individually responsible for making prompt payment to Bank of America.  As in any other situation, notice of delinquency will be forwarded to the Commander for appropriate action.
5. _____ I understand that, per the Joint Federal Travel Regulation, I will not be reimbursed until after I complete FEML travel.  
6. _____  I understand that if I elect to purchase restricted or non-refundable fare tickets and my leave is cancelled for any reason prior to departure, I will not be reimbursed for non-refundable tickets or restricted tickets and any costs associated with travel cancellations. In the event that my leave is cancelled, I cannot forfeit my FEML entitlement to cover my financial obligation or expense.  The Government is prohibited from processing and paying a travel voucher. (Note: If you elect to purchase non-refundable tickets or restricted airline tickets, you should consider purchasing travel insurance. However, the cost of such insurance is a personal expense and is not claimable for reimbursement on your travel voucher.)

7. ______ I may not use my FEML entitlement for cruises or packaged tours.

I certify that on (date)_______________that I, (rank/name)___________________________, read and understand each of the statements above. My initials are an acknowledgement that I take full responsibility for any non-reimbursable financial obligation that my dependents or I incur associated with our FEML travel entitlement, as provided.







_______________________________








Member’s Signature
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