Summer Workshop Itinerary Worksheet

Use the following form to identify your summer workshop travel plans.  This form will assist the travel clerk in preparing your travel orders. Use only for Leave and RAT travel in conjunction with TDY travel.  Sample page is provide on back page.

	Use this only for identifying your RAT or Leave while you are TDY.



	Name:
	

	School:
	

	RAT: (Yes / No)
	
	RAT Travel Order No.
	

	Home of Record:
	

	Class Code
	Description
	Start Class
	End of Class

	
	
	
	

	
	
	
	

	
	
	
	

	
	Date
	Location
	Purpose

	Depart
	
	
	N/A

	Arrive
	
	
	

	Depart
	
	
	

	Arrive
	
	
	

	Depart
	
	
	

	Arrive
	
	
	

	Depart
	
	
	

	Arrive
	
	
	

	Depart
	
	
	

	Arrive
	
	
	

	Depart
	
	
	

	Arrive
	
	
	

	Remarks:
	

	

	

	

	

	


Form version 04-20-05

Instructions for Summer Workshop Itineraries

Use the following form to identify your summer workshop travel plans.  This form will assist the travel clerk in preparing your travel orders. Use only for Leave and RAT travel in conjunction with TDY travel.

	Use this only for identifying your RAT, Leave, and TDY travel plans.



	Name:
	Ivan Smith

	School:
	Some School

	RAT: (Yes / No)
	Yes
	RAT Travel Order No.
	RK27890

	Home of Record:
	Houston, TX

	Class Code
	Description
	Start Class
	End of Class

	EDU0000
	DoDEA Course 
	9 Aug 99
	13 Aug 99

	
	
	
	

	
	
	
	

	
	Date
	Location
	Purpose

	Depart
	26 Jun 99
	Residence, Italy
	N/A

	Arrive
	26 Jun 99
	Houston, Tx
	Summer Break

	Depart
	8 Aug 99
	
	

	Arrive
	8 Aug 99
	Richmond, VA
	DoDEA Course

	Depart
	13 Aug 99
	
	

	Arrive
	13 Aug 99
	Houston, Tx
	Summer Break

	Depart
	20 Aug 99
	
	

	Arrive
	21 Aug 99
	Residence, Italy
	Return to Duty

	Depart
	
	
	

	Arrive
	
	
	

	Depart
	
	
	

	Arrive
	
	
	

	Remarks:
	

	

	

	

	

	

	

















TAB P - TRAVEL SOP


