Figure B-1 



SAMPLE ITO

DEPARMENT OF THE ARMY

_________ REGION ROTC

BRIGADE, SCHOOL NAME

SCHOOL  STREET ADDRESS

CITY, STATE, ZIP CODE + 4

INVITATIONAL TRAVEL ORDER NO:  (CADET COMMAND BUDGET TEAM WILL ASSIGN ORDER NUMBER)

DATE:  (FILL IN DAY MONTH YEAR ITO IS PREPARED)

NAME:  
LAST, FIRST, MIDDLE INITIAL (ENTER STATUS OF TRAVELER, FOR EXAMPLE:   UNIVERSITY EMPLOYEE, OR CADET

SSN

STREET ADDRESS

CITY, STATE   ZIP CODE+4

TELEPHONE NUMBER/FAX NUMBER

 1.  You are invited to proceed from _______________(fill in city, state) in sufficient time to arrive at _________________(fill in city, state) by ________________(fill in day, month, and year) for the purpose of _______________________(fill in purpose) for approximately _____________(fill in number of days including travel) days.

2.   You are authorized to travel by __________________(fill in mode of transportation - rail, commercial air, bus, government vehicle, or privately owned vehicle and then appropriate remarks listed on next page).  You should arrange your transportation with a travel agency under contract to the US Government. Transportation purchased from a travel agency not under contract to the Government is not reimbursable. If traveling by POV mileage reimbursement is limited to constructive cost of round trip GTR per Carlson WagonLit.  

3.   While traveling and performing the mission you shall be authorized a per diem equal to the daily amount you pay for lodging, and incidental expenses, not to exceed the maximum amount prescribed in the JTR. 

4.  The travel authorized herein has been determined to be in the public interest and is chargeable to:  (Leave six lines to accommodate fund cite)

5.  Traveler must complete a DD Form 1351-2 (Travel Voucher or Sub-voucher) within five days of completing travel. The PMS or designated cadre member will review and sign the Travel Voucher in block 20c  prior to submission. Submit completed original travel voucher and one copy of orders and supporting receipts (lodging, rental cars and misc. expenses over $75.00) to DFAS-RO/FPT, 325 Brooks Road, Rome, NY 13441-4527 (Inquiries: 1-800-447-1150).  If you prefer to fax the 1351-2 to DFAS, the pms or designated cadre member will review and sign the travel voucher in block 20c and 21a.  block 20c and block 21a may be signed by the same person.

6.  If travel has been performed, but reimbursement will not be requested, one copy of this order is to be returned to Headquarters, US Army Cadet Command, ATTN:   ATCC-RB, 55 Patch Road, Bldg 243, Fort Monroe, VA  23651-5238 with the following annotation:   “Travel performed, reimbursement will not be requested.”  

7.  If travel has not been performed,  one copy of this order is to be returned to Headquarters, US Army Cadet Command, ATTN:   ATCC-RB, 55 Patch Road, Bldg 243, Fort Monroe, VA  23651-5238 with the following annotation:   “Travel not performed,”   Traveler must initial returned order.  

8.  Address any inquiries regarding this travel order to your respective HQCC Budget Team, Commander, US Army Cadet Command, ATTN:  ATCC-RB, 55 Patch Road, Bldg 243, Fort Monroe, VA   23651-5238.

(SIGNATURE)




(SIGNATURE)

BUDGET OFFICER



APPLICABLE BRIGADE

SIGNATURE BLOCK



SIGNATURE BLOCK
