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Dear (Ombudsman Name):

This is to request you proceed on (insert date here) from (home) to (Training Command) for the purpose of attending Coast Guard Ombudsman Training.  You will depart (Training Command) on (final date of training).  You are considered on official duty for the United States Coast Guard for this period.  This duty will provide a direct benefit or service which will directly accomplish or contribute to an authorized mission or function of the unit.  Upon completion of this temporary duty, the duration of which will be approximately three (3) days, your return to (home) is authorized.  

You are authorized to travel by coach or equivalent class on commercial plane or by government vessel. In the event a privately owned automobile is used for all or part or your travel, e.g., to or from airport, train stations, etc., you will be reimbursed for its official use at the rate of $0.50 cents per mile provided the total cost to the Government, including per diem, does not exceed the cost of travel by common carrier.  Local travel is authorized.  A rental car is authorized.  Per diem is authorized.  
While in a travel status, you will be allowed traveling expenses in accordance with Federal Travel Regulations (FTR) which currently allows reimbursement for lodging expenses up to $50.00 per day   and an allowance for meals and incidental expenses of $34.00 per day chargeable to accounting data 2/D/101/158/30/0/JR/34272/2110.   

Upon completion of this travel, it is requested that this letter, your travel claim DD Form 1351-2 with receipts for airfare, rental car, lodging and any reimbursable expenses (if $75.00 or more) be mailed to: Commanding Officer (TVL), Coast Guard Pay & Personnel Center, 444 SW Quincy Street, Topeka, KS 66683-3591 in the enclosed, self addressed envelope within three (3) working days. 

In the event that your travel is cancelled or altered, all unused tickets for transportation must be returned to the travel claims office along with your original travel orders and your completed travel voucher.  All such tickets are the property of the United States Government and are not to be used for any travel that is not authorized.  If you have any questions, please call your Ombudsman Coordinator (Insert name of OC here) at (xxx) xxx-xxx.
Sincerely,


(Commander Name),
Rank, U. S. Coast Guard

Enclosures:  (1) DD Form 1351-2, Travel Voucher
                     (2) Self-addressed envelope
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