Instructions For Preparing


DD Form 1610


(Reference AFI 65-103)





Item 1:  Self-explanatory.


Item 2:  Include name (uppercase letters) last, first, middle initial, and SSN.


Item 3:  Enter title and grade in uppercase letters.


Item 4:  Location, state and Zip Code of traveler’s permanent duty station (PDS).


Item 5:  Enter unit and division, branch, etc.


Item 6:  Use DSN if you have one.


Item 7:  Enter in uppercase letters “ROUTINE”, etc.


Item 8:  Include security clearance as shown on the traveler’s AF Form 2584.


Item 9:  Include course title and class number, school code, CSD, CGD and TLN.


Item 10a:  Enter the number of days of the TDY plus two (2) days travel time from PDS to TDY location and back.  DO NOT include delay enroute or leave.


Item 10b:  The on-or-about date is always one day before CSD.  Delay enroute and leave dates are itemized on the DAU Travel Order Back.


Item 11:  Do not check VARIATION AUTHORIZED block.  Indicate points of From, To and Return.


Item 12:  For CONUS travel, do not use this section to authorize or direct any mode of travel.  Instead, indicate the authorized or directed mode of travel in block 16 (see Standardized DAU Training Travel Order Back).  For transoceanic travel, unless the traveler has been authorized to personally procure transportation, check the block “as determined by appropriate transportation officer”.  Cross out “(Overseas travel only)” and type in “Transoceanic Travel”.  Before directing or authorizing travel by government aircraft for civilian employees, review restrictions in the JTR, paragraph C2001.


Item 13:  Check box that is authorized.


Item 14:  Complete all estimated costs.  Lodging costs should represent actual costs expected to be incurred.


Item 15:  Not required.


Item 16:  Used for instructions, special authorizations and other pertinent information including applicable items on the Standardized DAU Training Travel Order Back.


Item 17:  May leave blank or signature block for item 18.


Item 18:  Type name, grade and title of individual authorizing student to attend DAU class.  Signature is mandatory prior to faxing order to 12CPTS/FMFL.


Item 19:  Type in the left-hand corner of block; DEPARTMENT OF THE AIR FORCE, your organization and address, and TDN: FOR THE COMMANDER.  12CPTS/FMFL will provide the accounting classification.


Item 20: Leave blank.


Item 21 & 22: 12CPTS/FMFL will provide date & travel order number.


