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DEPARTMENT OF THE AIR FORCE

 497TH COMBAT TRAINING SQUADRON

PSA SEMBAWANG TERMINAL

BLDG 7-4, STORES ROAD

SINGAPORE 759658


8 October 2003
MEMORANDUM FOR 497th CTS PERSONNEL
FROM:  497 CTS/CC

SUBJECT:  Temporary Duty Travel Policy


1. This memorandum establishes policies and provides guidance for Temporary Duty (TDY) travel for all 497th CTS personnel.  Effective immediately the following policies are implemented:


a. All travel and entitlements will be approved by 497th CTS/CC or designated representative using the TDY/FEML request worksheet (see attached).

b. TDY/FEML worksheets will be completed and submitted to Finance no earlier than 30 days and no later than 5 duty days prior to travel.  

c. 
d. All personnel are required to surrender their Government Travel Cards (GTCs) to Finance for safekeeping.
e. All GTCs will be secured at Finance and available for pickup with TDY/FEML orders.

f. Travel settlement vouchers will be filed with Finance no later than 5 duty days after completion of travel and GTC returned to Finance for safekeeping.
g. FEML travel by members or dependents should not be performed within 6 months of the beginning or the end of your tour.
h. 
 2.  Should you have any questions about these policies, please contact MSgt Faler at 6750-2313.








	
	

	
	
	

	
	
	
	
	

	

	
	
	

	


	
	
	

	

	


	
	
	

	
	


	
	


	

	
	



























                 JOHN P. ROGERS, JR., Colonel, USAF







         
     Commander
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