PROCESSING TDY ORDERS FOR INSTRUCTORS/SPEAKERS TO HRC

Individuals coming TDY to the Civilian Personnel Division will process orders according to the guidelines below.  

1. Complete blocks 1 through 17

2. Complete the following blocks as indicated:

Block 18:  ROBERT E. SUTTLE, GS14

                  Chief, Civilian Personnel Division

      Block 19:  DEPARTMENT OF THE AIR FORCE

                       42d  AIR BASE WING (AETC)

                       MAXWELL AFB AL 36112-6429

              (We will type in fund cite number)

NOTE:  If your unit is authorizing a rental car for your use, please put that fund cite number on the order in block 19.

      Block 20:  JEFFREY E. BROWN, CAPT, USAF

                       CHIEF, FINANCIAL SERVICES DIVISION

      Block 21:  Leave Blank  (We will fill this in)

      Block 22:  Leave Blank  (We will fill this in)

3.  After completion of the order the unit will fax the order to DSN 596-1004 (Civilian Personnel School Division) and we complete the order and get certification.  We will then fax them back to the individual.  

4.  Upon receipt of payment, the individual will fax a copy of the paid voucher to 596-1004, ATTN:  Armie Gibson.

