Preparation of Student TDY Orders for AETC (AU/AFIT) Funded Safety Courses

Updated 25 August 2003

· TDY funds for AETC (AU/AFIT) funded quotas will be centrally managed at HQ AETC.

· 12CPTS/FMFLT is the sole designated office responsible for controlling, issuing, and certifying the appropriate fund cite on all AETC-funded TDY-to-school orders.

· The following procedures have been established for obtaining AETC fund cite.  Failure to comply may result in loss of training quota and/or non-reimbursement of incurred TDY expenditures.

WARNING

TDY orders should be initiated 30 days but NOT LESS THAN 14 days 
prior to class start date to allow sufficient processing time.

1. Students must have a confirmed course allocation from their MAJCOM/DRU/FOA.

2. The MAJCOM/DRU/FOA POC must ensure that the quota is sub-allocated to the student in the Oracle Training Administration (OTA) automated personnel system.

3. Student’s base MPF Formal Training Office receives notification of TRAINING LINE NUMBER confirming class seat.

4. Student accepts training with supervisor’s approval.

5. Students must then provide the information as indicated below to the orders preparer.

· For a TDY only (out and return).  The student must provide the information listed below on a completed DD Form 1610, Request for Authorization for TDY Travel of DOD Personnel, referencing the current TTS standardized Travel Order back.

· For a PCS with TDY en-route.  The student must provide the information listed below on a completed AF Form 899, Request and Authorization for Permanent Change of Station - Military, its back, and an AF Form 973, Request and Authorization for Change of Administrative Orders, if appropriate.

· Information required for DD Form 1610 or AF Form 899:
Member's Name, SSAN, and Grade

Security Clearance

Training Line Number (TLN)

Course Number

Class Number

Class Dates

Number of Days TDY

Proceed Date

Itinerary (From, To, Return To)

Travel Cost

*Applicable Government Meals Statement For TDY Location

Approving Official's Name and Title

POC's DSN Fax number and Voice number on cover sheet

**Other Estimated Costs: Registration Fees, Special Authorizations (Include Approval Authority Letter)
*The Government Meal Rate applies to military and civilian personnel TDY to Kirtland AFB when billeted on base.

NOTE:  The course manager has reserved on-base lodging for all students.  Exceptions are posted on the HQ AFSC web site at  http://safety.kirtland.af.mil/  under “Safety Education”
** Rental cars for AETC (AU/AFIT) courses will not be funded with AETC TDY-to-School funds.  Other special authorizations requests must be submitted to Mr. Richard Gainor, DSN 785-5371, Ext 2019, for approval.
6. The orders preparer must fax orders to 12CPTS/FMFLT at:

· FAX DSN 487-2592/2597 or commercial (210) 652-2592/2597

· VOICE DSN 487-2971 ext 6, E-mail:  TDY.SCHOOL@RANDOLPH.AF.MIL .  

7. In turn, 12CPTS/FMFLT will provide a Travel Order number (if DD Form 1610), fund cite, and certification of funds.

8. For more detailed information about completing orders and governing regulations, select "TDY-to-School" at web site http://www.randolph.af.mil/12ftw/wing/12cpts/ 

· Questions concerning these orders preparation procedures can be referred to Ms. Tyner, AU/FMAM, DSN 493-6990.

