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Non-DoD Conference Cost Estimate 


Enclosure 1 


 


Conference Name:


Start Date End Date
Conference Dates (to include travel dates):


Registration Fee -$                 
Transportation -$                 


Home Station Transportation to/from 
airport -$               
Home Station Airport Parking -$               
Conf Location Local Transportation 
(Taxi, Shuttle, bus, etc.) -$               
Rental Car (to include gas) * -$               
POV Mileage (use GSA rate) -$               
Air Fare -$               
Baggage -$               
Travel Office Fee -$               


Lodging -$                 
Hotel room charge -$               
Hotel taxes -$               


Per Diem -$                 
Conf Location Per Diem Rate -$               
# Travel Days -                  
# Full Per Diem Days -                  


Other Fully Describe Here -$                 


TOTAL ESTIMATED COST: -$                 


* Rental Car Cost Analysis/Justification (requird if rental car is requested):


Data entry goes in yellow shaded cells only…


*** ERROR - Start/End Dates Do Not Match # of Per Diem Days ***








 
 
 
 


Enclosure 2 


GARRISON OFFICIAL LETTERHEAD 
 
(OFFICE SYMBOL) (DATE SIGNED) 
 
 
MEMORANDUM FOR Director, United States Army Installation Management Command, 
IMCOM-Training, Building 705, Suite 83, 705 Washington Blvd, Fort Eustis, VA 23604 
 
SUBJECT:  Request Approval for Army Attendance at (insert name of Non-DoD Conference / 
Event), (insert dates [include travel days]) 
 
 
1.  Reference:  Army Regulation 1-50, Army Conference Policy, 2 July 2018 
 
2.  (insert Garrison / Activity name) requests IMCOM Training Director’s approval for Army 
attendance at the following non-DOD conference: 
 
     a. Event:  (insert name of non-DoD conference / event, dates of conference), at (insert venue 
name, street address, city, State, Zip Code, and country if OCONUS). 
 
     b. Attendee(s):  Number attending is (insert number). Attendees are (insert name and 
directorate of all attendees). 
 
     c. Justification:  (provide a brief, clear and concise attendance justification [Attendance must 
be appropriately related to each attendee’s job duties and demonstrably benefit the Army – 
mission critical statement not required]). 
 
     d. Cost:  Total estimated cost for attendance is (insert $ amount or no cost), using (insert 
Garrison, HQ IMCOM or no cost) (insert OMA, centrally funded or other authorized source) 
funding. 
 
3. All applicable travel policies will be enforced, including entering required information in the 
Army Conference Reporting and Tracking Tool (ACRTT) before and after travel;  
ensuring costs are within the travel per diem rate; deducting meals provided; and authorizing a 
rental car only when use is justified to be more cost effective than other modes of transportation.  
Use of proffered funds, actual expense allowance, or spouse travel is not authorized.  
 
4. The point of contact for this request is (insert name, phone number, and email address of 
designated garrison conference management point of contact). 
 
 
 
Encls                                                       (GC or DGC Signature Block / Signature) 
1.  Conference Agenda 
2.  Cost Estimate Summary 
3.  Director, IMCOM-Training Draft  
     Approval Memo 












Enclosure 3 


 
 
 
 


 


 
 
 


TDY APPROVAL CHECKLIST 
 
 


   Does the mission require the physical presence of individuals at itinerary locations? 


 


  Have alternatives been considered (teleconference, correspondence, local training, etc.) 
before authorization of travel orders? 


 


  AUTHORIZATIONS tab by selecting PERSTEMPO CODED (Mission Support TOY) under OTHER 
AUTHORIZATIONS AVAILABLE? 


 Are the number of travelers consistent with related factors of technical complexity performance 
milestones, or prescribed attendance? 


 Does approximate number of days on TOY exceed elapsed time required to complete assignment and 
minimize unproductive TOY on weekends and holidays? 


  Is a city TOY location shown only when the duty will actually be performed in the commercial sector and it 
is known that government quarters is neither available nor appropriate for the traveler? 


 Is travel performed by the most expeditious and economical mode of transportation? 


  Is rental car authorization only IAW JTR restrictions and consistent with the need for local travel at the TOY 
location, realities of public transportation, cost of taxi/airport limousine service, and number of travelers? 


 If a rental car is required, is it authorized in the remarks section of the DD Form 1610 or in the DTS travel 
authorization? 


  When POV is authorized, is local mileage in and around TOY point authorized in the remarks section ONLY 
in the interest of the Government and IAW JTR 020212 restrictions? 


 
  Are requests for TOY travel prepared, submitted for review, and approved at the earliest practical date to 


allow for the following: 
Taking advantage of available discounts for early airline bookings? Allowing the traveler to 
take advantage of government quarters? 
Allowing time for traveler to obtain a travel advance, if necessary? 
Combining visits within the same geographical area instead of separate trips? 


 
  Are supporting documents (i.e. Course Selection Memo, Letter of Instruction, or Course Registration 


Material) attached to DTS authorization? 
 


   If leave is taken in conjunction with TOY is a leave form attached and are leave dates properly accounted for in 
the trip itinerary? 












 


Enclosure 4 


 


 
 


TDY VOUCHER CERTIFICATION CHECKLIST 
 


  Is the claim presented on an original travel voucher, typed, or handwritten with an original 
signature and date or digital signature, or personally submitted in DTS and digitally signed 
by the traveler? 


 
Are the basic orders with amendments, if any, attached to the claim? Does 


the lodging receipt reflect single occupancy? 


If meals were paid for or furnished by the Government at the TOY site, did the 
traveler indicate in the remarks section of the travel voucher which meals and the 
dates they were provided? 


 
   When a registration fee is authorized and claimed, does a statement on the claim indicate 


whether or not the registration fee included charges for luncheons or 
banquets? 


 
Are claims reasonable, and are claims supported by receipts? 


 
If rental car expenses are claimed, was authorization shown on the DD Form 1610 or 
the DTS Travel Authorization? 


 
  Was the rental car size selection based on the most economical and fuel-efficient type 


car available to meet the traveler's needs? 
 


   Is the claim for local in-and-around mileage at TOY point reasonable, based on the 
location of lodging when POV is authorized? 


 
Are original receipts for rental cars and lodging attached, regardless of amount? 


 
Has a copy of the ticket showing the carrier and cost of fare been attached to the claim? 


 
   Has the claim been submitted to the travel reviewing official within 5 calendar days 


after the completion of travel? 
 


   Is the claim reasonable and consistent with the mission and claims for 
reimbursement in harmony with those authorized on DD Form 1610 or the DTS 
Travel Authorization? 


 
Are flagged items on the travel documents adequately addressed by the traveler? 






































