	Name:      
	EMPLID:      


	
If TDY is being funded from outside MSO Toledo please forward the authority, TONO/ACCT string etc.

	Departure date:      
	Return Date:      

	Reporting to:      

	City and State:      



MSO Toledo TDY Information worksheet

	Purpose of TDY:

     

	Are you taking leave in conjunction with this TDY? If YES please provide leave address and phone number as well as dates to be counted as leave:

     

	What mode of travel do you intend to use to get to the TDY location?:

	
 FORMCHECKBOX 
  I’m taking a government vehicle

 FORMCHECKBOX 
  I’m flying a commercial airline (SATO: 1-800-354-6447)   Cost of commercial travel:      
 FORMCHECKBOX 
  I do not have a travel charge card and need a GTR

 FORMCHECKBOX 
  Rental Car         FORMCHECKBOX 
 Compact         FORMCHECKBOX 
  Other           Daily rate of Rental:      
 FORMCHECKBOX 
  Driving my own vehicle(if advantagous to the government only)  @ $0.365 per mile

	What mode of travel will you use at the TDY location?

	
 FORMCHECKBOX 
  Rental Car                                        FORMCHECKBOX 
  Local taxi/bus                    FORMCHECKBOX 
  Other (explain in comments)

     FORMCHECKBOX 
 Compact     FORMCHECKBOX 
  Other
        Daily Rate:      

	Are quarters available?   FORMCHECKBOX 
  Yes         FORMCHECKBOX 
  No              FORMCHECKBOX 
  Yes-But at a cost        Daily Rate:      
Is messing available?      FORMCHECKBOX 
  Yes        FORMCHECKBOX 
  No               FORMCHECKBOX 
  Reduced rate            FORMCHECKBOX 
  Proportional Meals Rate

If you do not have a travel card or if your TDY is greater than 21 days would you like advances?   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
  No

    (HRSIC requires 10 working days for direct deposit advances)



	Got some other items that are important to know for the orders?  Here’s your block….

	     


MSO Toledo TDY form.  Modified 28OCT02

