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REFERENCES

a) USU Instruction 4502, “USU Travel Regulations,” dated July 17, 2009, (cancelled).

b) USU Business Rules Guide for Defense Travel System (DTS), April 2, 2012,

b) Joint Travel Regulation, http://www.defensetravel.dod.mil/site/travelreg.cfm.

c¢) DoDD 4500.54E, “Department of Defense Foreign Clearance Guide,” dated December 28,
2009.

d) DoD Manual 5200.01 V1, “Information Security Program: Overview, Classification, and
Declassification,” dated February 24, 2012.

e) DoD Directive 5230.11, “Disclosure of Classified Military Information to Foreign
Governments and International Organizations,” dated June 16, 1992.
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Tab A

Regular Travel Check List

DD Form 1610 Regular Travel, “Request and Authorization for TDY Travel of DoD
Personnel,” used by DoD civilian and military for government and permissive (performed at the
traveler’s expense) travel.

This form is completed for all government travel. Types of travel include: annual leave in

conjunction with official travel, permissive TDY, or regular TDY. In some cases, this form is
accompanied by a signed memorandum from USU Ethics Official/Office of General Counsel.
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Tab A

TRAVEL CHECK LIST FOR DD FORM 1610

REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DoD PERSONNEL

BLOCK#
L.

2.

8

10a.

10b.

11.

12.

L3

14.

REGULAR TRAVEL
INFORMATION NEEDED
DATE OF REQUEST
NAME (LAST AND FIRST) AND SSN

POSITION, GRADE, RANK, BRANCH OF SERVICE (IF
MILITARY)

WHERE TRAVELER IS STATIONED (USU)
NAME OF DEPARTMENT WHERE TRAVELER IS ASSIGNED
TRAVELER’S WORK PHONE NUMBER (INCLUDE AREA CODE)
TYPE OF ORDERS — TDY, PERMISSIVE, BLANKET, ETC.

WHAT LEVEL OF CLEARANCE IS REQUIRED FOR THIS TRIP
PURPOSE OF TRAVEL AND CATEGORY TRAVEL (SEE PAGE A-7)
HOW MANY DAYS TRAVELER WILL BE AWAY FROM OFFICIAL
DUTY STATION. (DO NOT INCLUDE LEAVE DAYS IN THE
BLOCK.)

WHAT DATE TRAVELER WILL BE LEAVING LOCAL AREA
LEAVING FROM OFFICIAL DUTY STATION TO ACTUAL CITY
OR MILITARY INSTALLATION WHERE TDY IS TAKING PLACE,
AND RETURN TO OFFICIAL STATION. LEAVE AND DATES ARE
USUALLY PUT IN THIS BLOCK AS INFORMATION. THERE CAN
BE MORE THAN ONE DESTINATION.

HOW TRAVELER IS GETTING TO DESTINATION.

PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR

ASD COMPLETES TRAVEL COSTS; AND FMG COMPLETES
OTHER COSTS; PER DIEM, TOTAL COST.
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