NPS Travel Office
Phone #: 831-656-2041/3637
Fax #: 831-656-7632 
Email: Travel @nps.navy.mil

MOVES Institute Travel
Phone #: 831-656-3734/3818
Fax #: 831-656-7599
Email: NRGAdmin@nps.navy.mil

Travel Request Form

Privacy Act Statemeent: The authority to request this information is contained in 5 USC 522 Department regulations.  This information will be used to assist officials and employees of the Department of the Navy in arranging passenger transportation.  Completion of the form is mandatory except for SSN (SSN is mandatory for overseas travel).  Failure to provide required information may result in delay of a response or disapproval of the request.

	Name of Traveler: Last, First, MI
	Rank/Rate
	SSN
	Office Phone
	Office Fax
	Home Phone (Requested by Airline)

	     
	     
	     
	     
	     
	     


Invitational Traveler Only

	Business Address
	Business Phone
	Home Address
	Home Phone

	     
	     
	     
	     

	     
	     
	     
	     


Per Public Law 104-134 all federal government payments must be paid via Electronic Funds Transfer (EFT).   Travelers must complete the PSDMTRY 7200/6 (Rev 11/98) in order to receive payment.

Activity Location Visiting:      
Itinerary: 
    Traveling alone      
Traveling With   FORMCHECKBOX 
              
	Departure Date
	Departure Time
	Departure City
	Arrival Time
	Arrival City

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Note about Air Reservations:  Navy contract requires use of GSA Contract Carriers per the Federal Travel Directory.  Under the Terms of the contract the government has guaranteed the airline name in the contract all Federal Travel between your origin and destination.  You are advised that having the ticket reissued on another carrier for personal preferences or convenience is prohibited.  If necessary to change airlines as a result of a flight cancellation or changes to travel requirements, a statement to the reason should be included on the travel voucher (claim).

Lodging Request

	Check-in Date
	Check-out Date
	Name of Hotel or BOQ/BEQ
	City/Location

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


BOQ Requires Activity Name/Contact Name and Rank:       


Rental Car

	Pick up Date/Time
	Return Date
	City or Airport of Pick-Up

	     
	     
	     

	     
	     
	     

	     
	     
	     


Note about Rental Car Reservation:  Companies with which MTMC has negotiated special DoD/Govt car rental rates will be used to the exclusion of all others.  Navy contract requires use of the lowest available rate.

Requires Justification and Size for vehicles larger than Compact:      
	SIGNATURES:
	
	
	
	
	
	

	
	
	
	
	
	
	

	TRAVELER
	
	(Date)
	
	DEPT. HEAD/CURRIC. OFFICER
	
	(Date)

	
	
	
	
	
	
	

	LINE MANAGER
	
	(Date)
	
	P.I. (if Research Funds)
	
	(Date)


	
	
	Travel Request Form Page 2


	
	

	
	
	
	Travel Job Order Number/Account 
	     

	
	
	
	ITO & Fund Cite Require Tango Number
	     

	
	
	
	Labor Job Order Number/Label
	     

	
	

	Purpose:
	     

	

	Requirements:
	

	Annual leave from/to:      

	Miscellaneous Expenses:      

	

	Registration Fee :$     
	Meals (if included in fees)

	
	Meals (B, L, D)
	Meal dates

	
	
	
	     
	     

	If Registration Includes Meals Identify
	     
	     

	Meals: B-Breakfast   L-Lunch   D-Dinner
	     
	     

	
	     
	     


Comments/Additional Information:      

PSDMTRY 4650/1 Rev (10/01)


