









(Date)

MEMORANDUM FOR AU/FMAM (Lt Cory McBride) FAX 493-6899 VOICE 493-6990

FROM:  (Your organization)
SUBJECT:  Special Authorization for TDY (Date of tdy)
1.  I will be attending the (Name of course) course at Maxwell/Gunter AFB, Alabama.  Please authorize a rental car for my trip based on the following facts:


Constructive Travel Mode (Airfare) from (Your base),

        
  to Montgomery and Return





   $000.00


+ Taxi








       48.00


TOTAL CONSTRUCTIVE TRAVEL COST:


   $000.00

            Minus Air Fare:  (Starting location) to Atlanta and Return:

   $000.00


Minus Rental Car:  Atlanta to Montgomery and Return:

   $000.00


Minus Gasoline/Mileage:





     $40.00


Minus Additional Per Diem (if applicable)




  0


Savings (LOSS) to Government:




   $000.00

2.  A printout from (Your travel office) is attached showing (a) airfare from home station to Montgomery and return, and (b) airfare from home station to alternate location and return and rental car costs from alternate location to Gunter AFB and return to alternate location.

3.  Upon completion of travel I will provide your office (AU/FMAM, 55 LeMay Plaza South, Maxwell AFB, AL 36112 with a legible copy of my paid travel voucher and TDY orders for verification of savings.  I understand that failure to provide this data in a timely manner could result in me being held personally responsible for the rental costs incurred.

4.  Please FAX authorization for a rental car.  My FAX number is DSN (Your fax number).  If you have any questions, please call me at DSN (Your voice number).

(Your signature block)




Attachment

(Your address)






(Your travel office) Print-outs

(Your base and zip code)  

