TRAVEL ORDER REQUEST WORKSHEET

1.  EMPLOYEE’S NAME/SSN:  Click HERE and type NAME     Click HERE and type SSN
2.  NEW POSITION/SERIES & GRADE:  Click HERE and enter your Title, Series and Grade
3.  PRESENT DUTY STATION/ADDRESS LOCATION:  Click HERE and enter your address
4.  NEW DUTY STATION/ADDRESS LOCATION:  Click HERE and enter your NEW DUTY STATION
5.  EMPLOYEE’S PRESENT HOME ADDRESS:  Click HERE and type your present address
6.  HOME/WORK NUMBERS & FAX (COMM & DSN) E-MAIL:  Click Here and list all applicable numbers and e-mail addresses
7.   RETIREMENT COVERAGE:  CSRS/CSRS-OFFSET: YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 
 or

 FERS:  YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

8.   REQUESTING TEMPORARY QUARTERS SUBSISTENCE ALLOWANCE (TQSE)? YES   FORMCHECKBOX 
 NO  FORMCHECKBOX 
.  IF YES WILL YOUR SPOUSE AND CHILDREN ALSO BE REQUESTING IT?  YES   FORMCHECKBOX 
 NO  FORMCHECKBOX 

9.  DEPENDENT DATA:
    NAMES/GENDER OF DEPENDENTS & DATES OF BIRTH (children only):

    Click HERE and enter Dependent #1
    Click HERE and enter Dependent #2
    Click HERE and enter Dependent #3
(NOT APPLICABLE TO FIRST DUTY STATION EMPLOYEE)

10.  WILL EMPLOYEE SELL A HOME (need estimate)?  YES  FORMCHECKBOX 
   NO  FORMCHECKBOX 
   

 Click HERE and enter $$$
11.  WILL EMPLOYEE PURCHASE A HOME (need estimate)? YES  FORMCHECKBOX 
  NO  FORMCHECKBOX 
 

  Click HERE and enter $$$
12.  HOUSE HUNTING TRIP?  YES   FORMCHECKBOX 
  NO   FORMCHECKBOX 

MODE OF TRANSPORTATION?  Click HERE and enter Mode of transportation
WILL SPOUSE ACCOMPANY EMPLOYEE?  YES  FORMCHECKBOX 
  NO   FORMCHECKBOX 

HOW MANY DAYS (NTE 10 DAYS)?  Click HERE and enter # of days
11.  OFFICIAL RELEASE DATE:  Click HERE and enter DATE
12.  DATE TRANSPORTATION AGREEMENT SIGNED:  Click HERE and enter DATE
