Responsibility Checklist 


for 


Civilian and Military Training Offices





The following checklist is provided as “general guide” for managing DAU funded TDY quotas.  Use this checklist to ensure you have properly addressed all the items below and to ensure DD Form 1610 is satisfactorily completed prior to faxing TDY orders to 12CPTS/FMFL (Randolph AFB).





a.  Confirm the student is authorized to use DAU funds for TDY expenses by ensuring the student’s RIP sheet clearly states the student is authorized to use DAU funds.


b.  Ensure information on the traveler is accurate.  This information should match 


the information provided in the student ‘RIP Sheet” and the Air Force Training Management System (AFTMS).   If necessary, access the PC3 data base to obtain the student’s training line number for processing TDY orders. 


c.  Prepare all administrative orders: DD Form 1610, Request and authorization for TDY Travel of DoD Personnel, and AF Form 973,  Request and Authorization for Change of Administrative Orders.  Review the ATRRS class roster to determine which students were “no shows” and if applicable, complete AF Form 973 to rescind the students TDY orders and fax the form to 12CPTS/FMFL for processing.


d.  Use  Standardized DAU Training Travel Order Back to add remarks in block 16 with a description of the item(s) number(s).


e.  Obtain from the travelers the following:  mode of transportation, advance leave before and after TDY; and any other information that will affect the TDY orders.  Travel costs by POV cannot exceed the cost of common carrier. 


f.  Ensure that DAU funds are not used for rental car and vicinity travel.


g.  Obtain in block 18 the signature of the authorized approving official. 


h.  Review for accuracy and completion blocks 1-19 of TDY orders prior to faxing order to the 12CPTS/FMFL. 


i.  Submit only ONE traveler per TDY order. 


j.   Provide the front side of the travel order along with a cover sheet (AF Fm 3535 or equivalent) that contains the following information: point of contact, name of base, voice DSN number (include access country code if applicable), and fax DSN number (include access country code if applicable).


k.  Special Authorizations unit funded rental car or other authorized items are properly cited in block 16 and the unit fund cite and dollar amount is included in block 19. 


l.  Coordinate with your fund manager to add your unit fund citation in block 19  additional costs, i.e., TDYs not funded by AFATO.


m.  Consult with your FSO for guidance on travel matters as needed. 


n.  Consult with your point of contact at your base location or HQ AFPC/DPAPS3 for information concerning the AFTMS.


o.  Do not request a fund cite and travel order number if proceed date is more then 30 days of current date. 


p.  Ensure TDY orders are faxed to 12 CPTS/FMFL (DSN 487-1843, COMM 210-652-1843) NLT 14 days prior to class start date (CSD).  Fund cite , travel order number, and date will be provided by 12CPTS/FMFL and returned to submitting organization.


q.  Develop in-house procedures for ensuring  TDY orders for students approved to attend DAU classes  are submitted to 12CPTS/FMFL NLT 14 day prior to the class start date.





