Request for Special Conveyance
1.
a.  Requestor’s name:  

b. Pay Status/Grade:  


c.  Duty assignment: 


d. Purpose for TDY travel:  


e.  Dates of travel:  


f.  TDY city:  


g. Number/Name of passengers:  

2.
a.  Cost of car rental in DTS:  

b. Estimated fuel expenses:  


c.  Estimated parking expenses:  
3.
a.  Estimated mileage for POC:  

b. Estimated parking expenses:  


c.  Attached statement of non-availability (e-mail acceptable) of GSA (in-state travel only):  

4.   Information on requestor’s TDY activity (e.g., conference, school, seminar, site visit, etc.)


a.  Name of hotel/lodging:  


b.  Location of activity:  


c.  Distance between hotel/lodging and activity:  


d.  Distance between airport and hotel/lodging:  


e.  Is shuttle, bus service, etc. available:   Yes
 No

5.   Detailed narrative providing justification for approving the additional expense of special conveyance (car rental or POC) in DTS authorization:

   





Requestor’s Supervisor:  







Supervisor’s extension: 





 
     Supervisor/Commander's Signature







 






     Program Manager's Approval/Denial
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