














Travel Advance Request

Only complete the blocks mentioned below:

Step 1: Blocks 1 4 (Full SSN required)

Step 2: Blocks 13 and 14 the transfer date and date of travel will be the date you depart Newport

Step 3: Blocks 15 17 please put in your phone #, email and mailing address





Travel Advance Request

Only complete the blocks mentioned below:

Step 1: In Block 24, select that you will or will not use your GTCC (Government Travel Card)

Step 2: Block 25, select the appropriate category for your situation. If you would like advanced mileage
you will select both the “Mileage block and the Flat Per Diem” block.

Step 3: Block 26, If you do not want any advances for DLA please check the “I do not want any advances
for Single or Dependent DLA” box

Step 4: Block 27 for meals and lodging select “TAD/TDY Per diem”. The start date is the date you
checked into lodging and the end date is the date you are check out. If you wish to claim advance for
rental car select “Auto Rental”.

Step 5: Blocks 28 and 29 – do not apply to your time at CMOW

Step 6: Blocks 30 please check either you would like the advance to go direct deposit or a different
account (provide new account information: Name of Bank, Routing Number, Account Number, Account
Type Savings/Checking).

Step 7: Block 31 33 please print and sign your name and date






