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1.  Changes to the Joint Federal Travel Regulation (military) and Joint Travel Regulation (DoD civilians) make clear that a traveler is disqualified from using business-class accommodations at Government expense if:
(a) A 'stopover' en route is an overnight stay, 
(b) A rest stop en route is authorized, or 
(c) An overnight rest period occurs at the TDY location before beginning work.  
It also revises the regulations to indicate that when scheduling flights of 14 or more hours, the first choice is always to fly the member in economy class and have the member arrive the day before the TDY is to begin to allow for appropriate rest.  Second choice always is to fly the member in economy class and arrange an en route rest stop (preferably at a no-cost point allowed by the airline) with arrival on the day TDY starts.  The last option, and clearly the most expensive option, which should be avoided whenever possible, is to permit the traveler to travel in Government-funded business accommodations with arrival on the day the TDY starts.

2.  These revisions are scheduled to appear in printed change number 196 of the JFTR, and 450 of the JTR, effective 1 April 2003.

Pet Shipment via AMC Aircraft

1. Current Policy for Passengers Shipping a Pet(s): Pet shipment is limited to passengers in PCS status only.  Members must understand pet movement is at their (member's/owner's) expense.   Requests for pet reservations will be handled on a first-come-first-serve basis. NAVPTO’s are responsible for providing travelers current information regarding pet

shipments.   Due to limited pet space, a 14-day travel window is recommended.  Passengers are authorized two pets per family. 

2. Frequently Asked Questions on Pet Shipment Questions:  (Ref DOD 4500.9R, Chapter 103, Section J, Paragraph 1 (9).) 
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Q: Who do I contact for information concerning 

the shipment of my pet?
A: Your local PSD/NAVPTO and Veterinarian. 

Q: When can pets be shipped via AMC?
A: Pet shipment is limited to passengers in PCS status only.  

Q: What types of animals are authorized for shipment? 

A: Pet type is defined as "dogs and 

cats only". 

Q: How many pets am I authorized to ship?
A: Limited two for each family. 

Q: How are pet charges assessed?
A: A pet is charged as excess baggage. Each pet is charged an excess baggage fee, if the pet weighs over 70 pounds additional excess charges will be levied, if over 140 pounds another excess fee will be applied. Example if a pet owner ships two pets and the excess baggage cost is $90.00 for a pet weighing up to 70 pounds, and pet one weighs 150 pounds the total cost for pet one equals $270.00 (3x90=270.) If pet two weighs 78 pounds, the total excess baggage fee will be $180.00 (2x90=180.) The total pet charge for the traveler is $450.00. Questions regarding pet charges, or the Rabies vaccination and Health certificate, contact your Air Mobility Command (AMC) passenger terminal prior to your arrival or departure.

Q: Are pets authorized to travel in the aircraft cabin?
A: Yes. However, PSD or your travel office must submit a request to NAVPTO.  The NAVPTO will forward the request to TACC/XOG, Scott AFB, IL. The kennel must not exceed the dimensions of 8" high x 20" long x 16" wide. Additionally, the kennel must be a hard shell kennel approved by the International Air Transportation Association (IATA). Special Note: When complying with kennel dimensions be sure to allow sufficient space for the animal to stand up, turn around, and lie down with normal posture and body movements.

3.  A waiver is required to transport more than two pets. Pets moved under the "grand fathered" program will be allowed to move under this program. The member needs to have documentation showing initial movement upon returning to the conus. Pets moved under the Space A program can only be booked 15 days prior to departure date, provided space is available.  

4.  All requests for pet waivers must be requested through PSD or your travel office.  All waivers to move pets via Patriot Express will be submitted by NAVPTO to HQ Scott AFB TACC/XOG.

COMPETENT TRAVEL ORDERS

Commands/activities are reminded that “Travel Funding Authorizations” are not competent travel orders and will not be accepted by NAVPTO for issuance of airline tickets.  The transportation information reflected on the authorizations must be transferred to the DD Form 1610 for civilian personnel, and NAVPERS 1320/16 for military personnel.

If funding authorizations are received at NAVPTO instead of competent travel orders, the Transportation Assistants will contact the command/activity and advise them that travel orders are required before airline tickets are issued.

HELPFUL HINTS IN ARRANGING TDY TRAVEL

For official reservations: 

1.  Fill out a Passenger Reservation Request (PRR) as soon as travel plans are confirmed.  A PRR is a fill-in form that must be filled-in online by going to www.satotravel.com and clicking on military, then Navy, then travel request and access Sato RESBYWEB or RESBYEMAIL form.
2.   It  is  important  that  the  PRR  be  prepared  

accurately.  Please use the same name on the PRR as on the orders.  Ensure that the destination, date of travel, departure time, and arrival time blocks are completed. For rental car reservations, include the size rental car that will be authorized on the orders and type desired (manual or automatic). If not indicated, CTO will routinely book a compact size car with a manual transmission in Europe and automatic in CONUS.

3.  For BQ reservations, the PRR must include the name of base and command being visited, traveler grade/rank or rate, social security number and phone number.  If not booking BQ rooms, provide a desired hotel in area, if known.  Include a not earlier than (NET) time for the return date and any other specific about the trip that the CTO may need to know.  A government travel credit card number will be required for commercial lodging to guarantee late arrival. 

4.  If leave is being taken in conjunction with TDY, include the following information in the remark section of the PRR: a leave destination, and alternate routing for the desired itinerary. Travelers should contact the CTO to discuss additional cost, if any, which must be paid in advance before the tickets are issued.

5.  After completing the PRR, submit it directly to the Commercial Travel Office (CTO). This should be sent electronically via the Internet or email. 

6. The SATO travel office is located at NSA Capodichino, Admin Bldg. #1 first floor. Customer service hours: Mon & Tue 09:00-15:00 Wed 09:00-12:00 Thurs & Fri 09:00-15:00 Phone: Comm: 081-599-2613/14/16, DSN 626-4253 Fax: DSN 626-3388 comm. 081-599-1163. 

Emergency leaves after duty hours contact the duty NAVPTO at 335472975. 

7. NAVPTO cannot issue tickets without properly completed travel orders.  It is important that travelers and/or travel coordinators submit orders as soon as travel plans are firm. The travel orders should clearly indicate: 

a.  Purpose or reasons for travel, which should then be designated as “mission essential” or “administrative”

b.  Itinerary (include name of government installation) and date of travel to all TDY sites

c.  Estimated cost of travel for all TDY locations

d.  Rental car authorization and car size

e.  Order authorizing official signature or authentication

A signed copy of the travel orders is required for issuance of airline tickets.  However, the original orders are required for ticket pickup.  Tickets are normally issued 3 working days prior to date of travel.
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