






































LETTER OF LATENESS FOR TRAVEL 

NAME (LAST, FIRST, MI) RANK/GRADE DATE 
REQUESTED 

TRAVEL 
START DATE 

OFFICE PHONE UNIT/DIRECTORATE DATE DIRECTED TO MAKE 
TRAVEL ARRANGEMENTS 

WORK EMAIL ADDRESS DATE TRAVEL ARRANGEMENTS 
WERE MADE 

Was traveler aware authorizations and Actual Expense Allowance (AEA) requests need to be 
at USARJ G8 level 15 in DTS 10 business days before the travel start date?  Yes:      No: 

Why wasn’t the authorization or AEA request at USARJ G8 level 15 in DTS 10 business days 
before the travel start date? 

QUESTIONS BELOW ARE FOR AEA ONLY 

Was traveler aware of USARPAC policy memo 23-42?  Yes:  No: 

Did the traveler have the details that a travel cost might be over per diem before the travel 
start date?  Yes:         No: 

Why didn’t the AO catch the need for an AEA request? 

What is the corrective action plan going forward? 

The Unit/Directorate’s budget may be reduced if the traveler can’t submit the voucher or 
becomes delinquent with their Government Travel Charge Card (GTCC) account. 

TITLE Email SIGNATURE DATE 

TRAVELER 

SUPERVISOR 

O-5/O-6/Equivalent
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DEPARTMENT OF THE ARMY 
UNITED STATES ARMY JAPAN

UNIT 45005
APO AP  96343-5005

MEMORANDUM FOR RECORD 

SUBJECT: USING CENTRALLY BILLED ACCOUNT (CBA) VICE MANDATORY USE 

OF THE GOVERNMENT TRAVEL CHARGE CARD (GTCC) FOR TDY 

ATTENTION: REVIEWER AND APPROVER 

1. FOR DECISION.

2. REQUEST. Central Billed Account (CBA) for the following individual (Rank/Grade

and Name):

3. Traveler’s Current Unit:

4. All personnel are required to obtain a GTCC in accordance with GTCCR, March

2016 authorized by DODI5154.31, Vol 4. It is the Traveler’s responsibility to contact their

local unit travel charge card Agency Program Coordinator (APC) to register.

5. Please check status of Traveler. (Exemptions from Mandatory Use of GTCC in

accordance with GTCCR)

a. Traveler is NOT a cardholder and have an application pending for GTCC.

b. Traveler is a GTCC cardholder, but travel card has been canceled or suspended

by the travel card vendor or the cardholder’s agency/organization. 

c. Traveler is a GTCC cardholder, but travel card is lost, stolen, or damaged. The

cardholder must contact the travel card vendor immediately for a replacement card. The 

travel card vendor will expedite the delivery to a specified location at no additional cost. 

A temporary exemption applies while awaiting delivery of the new travel card. 

d. Traveler is NOT a GTCC cardholder who is new appointees/recruits.

6. Point of contact is

USARJ G-8 APC 

Approved Disapproved Date 
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REQUEST FOR TEMPORARY DUTY TRAVEL (TDY) ORDERS 
INDIVIDUAL TRAVEL REQUEST FORM 

DATE OF REQUEST 

a 

Traveler Information 

NAME (LAST, FIRST, MIDDLE INITIAL) DTS TRAINING COMPLETE
YES:               NO:

DTS AUTHORIZATION 

UNIT / DIVISION / OFFICE RANK / GRADE GOV’T. EMAIL ADDRESS GTCC/IBA ACCOUNT 
Yes:            No: 

EXPIRATION 

WORK PHONE UNSUBMITTED VOUCHERS 
Yes:                  No: 

DELIQUENT IN GTCC PAYMENTS 
Yes:                      No: 

GTCC PROFILE UPDATED 
Yes:                No: 

DTS PROFILE UPDATED 
Yes:                 No: 

Purpose of Travel Please Provide Adequate Justification 

Mandatory Travel Justification:  The objective of this travel cannot be satisfactorily accomplished less expensively by correspondence, 
teleconferencing, web-based communications, or other appropriate methods.  

Travel Schedule, Authorized Leave Information 

DEPARTURE DATE: RETURN DATE: NUMBER OF DAYS: 

CONF / MTG / TNG START DATE: CONF / MTG / TNG END DATE: 

LEAVE / NON-DUTY START DATE: LEAVE / NON-DUTY END DATE: 

Itinerary 

DEPARTURE 
DATE (YYYYMMDD) 

ARRIVAL 
DATE (YYYYMMDD) LOCATION (STREET ADDRESS, CITY, ZIP CODE) 

LEAVE 
STATUS MODE OF TRAVEL 

Authorized Entitlement 

Commercial Lodging (and Government Lodging, when available in DTS) must be arranged in DTS. 

TDY on Military Installation: Yes:     No:  If yes, name Installation: 

Gov’t Quarters Available: Yes:            No: Gov’t Quarters Reservation: 

Certificate of Non-Availability: Yes:     No: Lodging Confirmation #: 

Gov’t Mess Available: Yes:     No: Meal Rate Authorized: 

Rental car shall be arranged in DTS through CTO/SATO. 

Rental Car Authorized: Yes:     No: Transportation to/from Domestic 
Airport: (IAW Command Guidance) 

Yes:       No: 
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Please review and initial the list of most common USARJ travel mistakes: 

Traveler’s 
Initials 

- As a traveler, I will execute my orders in strict accordance with the Joint Travel Regulations (JTR), the
regulations pertaining to the Government Travel Charge Card (GTCC), and USARJ travel policy. I understand
that Failure to comply with these guidelines may lead to potential financial repercussions and the suspension
of my travel privileges.

- I must use DTS to purchase airline tickets. Failing to do so might lead to not receiving full reimbursement. I
will not purchase tickets at the airport counter or directly from airlines. I understand that by not using DTS, I
assume the risk of not receiving full reimbursement.

- I will book rental vehicles in DTS or request CTO assistance. Only if the CTO confirms non-availability, am I
authorized to book directly with a rental car agency.

- I will use the Integrated Lodging Program (ILP) facility if available.

- I will avoid using third-party websites like Booking.com or hotels.com to book hotels or rental vehicles. I will
make reservations using the DTS reservation module first then seek assistance from the CTO, or
FedRooms.com. If the CTO is unable to book, I will contact the hotel directly for reservation. I will ensure that
the lodging rate is within the maximum allowed lodging rate.

- I understand the reasons to avoid third-party booking websites are they may fail to provide itemized
receipts, require pre-pay, charge excess fees, and have different terms than the commercial lodging facility.

- If TDY location is a Military installation, I understand that Statement/certificate of non-availability (SNA/CNA)
number is required prior to staying at off-post hotels.

- I will ensure that the Actual Expense Allowance (AEA) memo (if required due to exceeding allowed per diem)
is approved and provided to USARJ G8 level 15 in DTS 10 business days before travel, NOT after. Additionally, I
will attach sufficient research to the AEA request.

- I understand that for schools, I need to upload a school letter or ATRRS course catalog stating lodging and
meal conditions and update the per diem entitlements accordingly.

- I acknowledge that lost tickets will be reported to the TMC. Regarding unused tickets, including portions of a
ticket, coupons, exchange orders, refund slips, airfare adjustment notices, and similar items, I understand that
I will turn them into the TMC.

- I understand that I will not include non-reimbursable travel expenses such as baggage check-in fees
(curbside), communication services such as phone calls, prepaid phone calls, and cell phones, ATM fees,
medical fees, traveler membership fees, and insurance (Government is self-insured).

- I will only use my GTCC for expenses that I personally incur and not for expenses of other personnel.

- I understand that it is mandatory to use the GTCC for official travel expenses, so it's important that I confirm
that my GTCC is usable before travel. It is my responsibility to ensure sufficient availability on my GTCC prior
to travel.

- I understand that I should always select payments in JPY and avoid selecting USD to receive a favorable rate.
Additionally, I acknowledge that reimbursement for foreign currency fees is authorized.

- I understand that if I take leave in conjunction with TDY, I will return to my original TDY location before
returning to my home station.   Personal Leave in conjunction tickets will not be booked in DTS and must be
self-procured.  (Military are required to upload an approved DA31/IPPS-A form in DTS). JTR 033301 Leave or
Personal Travel Combined with Official Travel.

- I understand that using a rental vehicle during leave in conjunction with travel is not authorized. The rental
vehicle will be returned prior to taking leave.

- I understand no per diem, mileage allowance, rental vehicle charges, or other official travel expenses will be
reimbursed while taking leave in conjunction with official travel.

- Commercial Meal Rate (CMR) is only authorized for Military in locations that (1) Do not have a DFAC (2)
Mission requirements conflict with messing hours – memo required from CDR (3) Off-base lodging is utilized
(CNA required).

- I understand authorizations need to be signed and all supporting documentation provided to USARJ G8 level
15 in DTS 10 business days before the travel start date.

Traveler’s Signature 
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Unsubmitted Vouchers/Delinquent GTCC Payments 

Military and Civilian travelers that have an unsubmitted voucher or delinquent in payments to the GTCC must have 
Chief of Staff/Deputy Commander approval to travel. 

CBA and AEA 

Centrally Billed Account (CBA) and Actual Expense Allowance (AEA) requests will require memos signed in advance 
before the authorization can be approved. AEA requests under 149% use the USARJ memo while AEA requests within 
150%-300% use the USARPAC memo. 

Are you requesting to use the CBA? Yes:   No: Are you requesting an AEA? Yes:    No: 

If yes, please fill out CBA memo. If yes, please fill out AEA memo. 

Cross Organization Traveler 

Please enter the contact information of the home unit if the traveler is a cross-org. Leave blank if not a cross-org. 

Home Unit Budget/FDTA Home Unit Authorizing Official (AO) Home Unit Agency Program 
Coordinator (APC) 

NAME (LAST, FIRST, MI) NAME (LAST, FIRST, MI) NAME (LAST, FIRST, MI) 

UNIT/DIRECTORATE UNIT/DIRECTORATE UNIT/DIRECTORATE 

RANK/GRADE RANK/GRADE RANK/GRADE 

OFFICE PHONE OFFICE PHONE OFFICE PHONE 

WORK EMAIL ADDRESS WORK EMAIL ADDRESS WORK EMAIL ADDRESS 

Letter of Lateness 

Authorizations and AEA requests received by USARJ G-8 level 15 in DTS within ten (10) business days of travel start 
date will require a Letter of Lateness.  

Are you submitting an authorization and/or AEA request within 10 business days of the travel start date? Yes:      No: 

If yes, please fill out a Letter of Lateness. 

Restricted Airfare 

Restricted airfare requires approval in DTS at the AO level within the allotted advanced purchase time limit. Restricted 
airfare that is selected, but not approved by the AO in DTS in time will require the traveler to start a new DTS 
authorization. Most restricted airfares have advanced purchase and ticketing requirements, which vary by airline. 

Are you selecting a restricted airfare in DTS? Yes:    No:  

Will the AO be able to approve the authorization that 
has restricted airfare in DTS within the allotted time 
frame?  

Yes:             No: 
Not selecting restricted airfare: 

Approval 
TITLE EMAIL SIGNATURE DATE 

First Line Supervisor 

Directors and Deputy Directors 
(or Equivalent) 

USARJ G8 APC* 

AO** 

Chief of Staff / Deputy 
Commander *** 

*: USARJ G8 APC Signature is only required if there is a CBA or AEA request with the authorization. APC signature on this form doesn’t satisfy the 

requirement to have the USARJ G8 Director’s signature on the AEA memo. 

**: AO Signature is only required if a restricted airfare is being selected. 

***: Chief of Staff or Deputy Commander Signature is only required for Direct Reporting Unit Commanders, Directors, and Special Staff Leadership. 
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APPROVAL TO TRAVEL WITH UNSUBMITTED VOUCHERS/DELINQUENT PAYMENTS 

NAME (LAST, FIRST, MI) DATE REQUESTED 

UNIT/DIRECTORATE RANK/GRADE 

OFFICE PHONE WORK EMAIL ADDRESS 

DTS AUTHORIZATION DAYS SINCE END OF TRIP 

REASON VOUCHER(S) CAN’T BE SUBMITTED OR FOR DELINQUENCY IN PAYMENTS TO GTCC 

The Unit/Directorate’s budget may be reduced if the traveler can’t submit the voucher or 
becomes delinquent with their Government Travel Charge Card (GTCC) account. 

EMAIL SIGNATURE DATE 

TRAVELER 

SUPERVISOR 

O-5/Equivalent or above

Encl 4



Entitlement Travel Process for Student Travel- DTS (Mil)

Service Member
➢ Prepare Integrated Personnel and Pay System - Army (IPPS-A )
➢ Gather PCS Order showing command-sponsored dependents
➢ Gather Letter of Acceptance/Statement of Understanding for school enrollment

MPD ➢ Review all documents and Create/Sign Memorandum for Authorization

➢ Create DTS for Student and attach all documents to authorization. Trip Details:

D
TS

▪ Type: Dependent Invitational Travel Transportation Expenses
Only.

▪ Purpose: Mission- Operational

Service Member

Orderly Room/S1 ➢ Review packet for completeness

Company CDR ➢ Review and sign IPPS-A

Approving Official

➢ Review DTS authorization, ensure all required documents are attached and
assign LOA

➢ Review DTS authorization and approve

IP
P

S-
A

Note: Contact G8 Budget Analyst for LOA/ Unaccompanied Baggage LOA once Authorization is generated

➢ Upon return, create and sign DTS voucher for Student travelerService Member

Reviewing Official

Approving Official

➢ Add Dependent: Create new or Select Existing

Authorizations: Transportation and Unaccompanied Baggage up to 350 lbs. Not Authorized: Per Diem

Service Member

➢ Approving Official reviews and approves voucher
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Entitlement Travel Process for Student Travel- DTS (CIV)

Employee

CPAC

➢ Create DTS for Student and attach all documents to authorization. Trip Details:

D
TS

▪ Type: Dependent Invitational Travel Transportation Expenses
Only.

▪ Purpose: Mission- Operational

DAC Civilian

Supervisor

Approving Official

➢ Review DTS authorization, ensure all required documents are attached and
assign LOA

➢ Review DTS authorization and approve

Note: Contact G8 Budget Analyst for LOA/ Unaccompanied Baggage LOA once Authorization is generated

➢ Upon return, create and sign DTS voucher for Student travelerDAC Civilian

Reviewing Official

Approving Official

➢ Add Dependent: Create new or Select Existing

Authorizations: Transportation and Unaccompanied Baggage up to 350 lbs. Not Authorized: Per Diem

Service Member

➢ Approving Official reviews and approves voucher

➢ Prepare CHRA-FER Form 1 (Request for Travel Orders, Certify RFO)
➢ Prepare SF1190 (Foreign Allowances Application, Grant and Report)
➢ Gather Letter of Acceptance/Statement of Understanding for school

enrollment

➢ Review CHRA-FER Form 1 and sign in Section O: Supervisor Approval
➢ Review SF1190 and sign as ApprovingOfficial

➢ Review all documents for completeness and provide eligibility statementC
H

R
A

-F
ER

 F
o

rm
 1

Submit SF1190 via Service Now to stop Post Allowance

Authorize Expense: Transportation ONLY and No per Diem is authorize IAW JTR
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Entitlement Travel Process – DTS 
Emergency Leave (Mil)

D
TS G-8 Budget ➢ Review DTS authorization, ensure all required documents are attached

and assign LOA

Approving Official ➢ Review DTS authorization andapprove

Service Member ➢ Upon return, create and sign DTS voucher and upload airline ticket
invoice

G-8 Budget ➢ Review DTS voucher and ensure Approving Official approval

➢ Provide Approved Leave Request
➢ Initiate DTS and indicate Red Cross Message number. Trip Details:

➢ Type: Government Funded Leave
➢ Purpose: Emergency - Personal

➢ Upload Red Cross notification and approved Leave

Service Member
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Entitlement Travel Process – DTS 
Emergency Visitation Travel (EVT) (Civ)

G-8 Team C

N
o

ti
fi

ca
ti

o
n

D
TS

➢ Review DTS authorization, ensure all required documents are attached
and assign LOA

➢ Review DTS authorization andapprove

Employee ➢ Upon return, create and sign DTS voucher and upload airline ticket
invoice

G-8 Team C ➢ Review DTS voucher and ensure Approving Official approval

➢ Receive notification from Red Cross with Red Cross Message Number

➢ Notify G-1 CPMD and coordinate with CPAC to determine eligibility of

entitlements via email

➢ Forward notification to Budget for advance notice, if possible

➢ Gather approved leave form(s)

➢ Initiate DTS and indicate Red Cross Message number. Trip Details:
➢ Type: Government Funded Leave
➢ Purpose: Emergency – Personal

➢ For emergencies on weekends/holidays Staff Directors must review

➢ Upload Red Cross notification and approved leave forms

Employee

Approving Official
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Entitlement Travel Process for RAT - DTS (Civ)

Employee

CPAC

➢ Prepare CHRA-FER Form 1 (Request for Travel Orders)
➢ Prepare SF1190 (Foreign Allowances Application, Grant and Report)
➢ Prepare leave request(s)
➢ Provide copy of OTEX, DD Form 1617 (DoD Transportation Agreement),

Memorandum of Understanding, eligibility
➢ Contact LRC Transportation to request total ticket amount allowed via email

➢ Verify eligibility and certify CHRA-FER Form 1
➢ Retain copy of SF1190 for further processing upon completion oftravel

C
H

R
A

-F
ER

 F
o

rm
 1

Supervisor
➢ Review CHRA-FER Form 1 and sign in Section O: Supervisor Approval
➢ Review SF1190 and sign as Approving Official

➢ Review DTS authorization

D
TS

Employee ➢ Upon return, create and sign DTS voucher for each
traveler

➢ Create dependent account in DTS, ifapplicable
➢ Initiate DTS for all travelers and attach all documents to each DTS authorization

➢ Type: Government Funded Leave (Dependent only, no per diem
➢ Purpose: Mission-Operational

➢ Review DTS authorization, ensure all required documents are attached and
assign LOA

Employee

➢ Review DTS voucher and approveApproving Official

Reviewing Official

Employee

Submit SF1190 via Service Now to stop Post Allowance

Submit SF1190 via Service Now to restart Post Allowance
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Entitlement Travel Process for Medical – DTS (Civ)
D

TS

Employee

IN PATIENT / OUT PATIENT
Employee, Family Member and Non Medical Attendant

➢ Initiate DTS and attach Request For Orders (RFO) issued by MEDDAC
➢ Notify Budget for awareness

Reviewing Official ➢ Review DTS authorization and RFO, ensure all required documents
are attached and assign LOA

Approving Official ➢ Review DTS authorization and
approve

Employee ➢ Upon return, create and sign DTS voucher and upload applicable receipts

Budget ➢ Review DTS voucher and ensure Approving Official approval

Submit SF1190 via Service Now to stop Post Allowance

Submit SF1190 via Service Now to restart Post Allowance

Use Medical Line of Accounting (LOA), MFR, Location review, Per diem is authorized, 

LOA: DAC Civilian will be paid by CBA.
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Entitlement Travel Process for Medical – DTS (Mil)

Reviewing Official

➢ Initiate DTS and attach RFO (issued by MEDDAC)
➢ Notify Budget for awareness

D
TS

Service Member

➢ Review DTS authorization and RFO, ensure all required documents
are attached and assign LOA

Out Patient and Non Medical Attendant

MEDDAC (Comply with MEDDAC procedure)
IN PATIENT – Service Member, Family Member and Non Medical Attendant

Approving Official ➢ Review DTS authorization and
approve

Service Member ➢ Upon return, create and sign DTS voucher and upload applicable receipts

Approving Official ➢ Review and approve DTS voucher
LOA: MIL Service Member will be paid by MEDDAC
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DEPARTMENT OF THE ARMY
UNITED STATES ARMY JAPAN

UNIT 45005
APO AP  96343-5005 

MEMORANDUM FOR USARJ G-8 

SUBJECT: Request for Actual Expense Allowance (AEA) 

1. FOR DECISION.

2. REQUEST. Actual Expense Allowance for lodging for the following individual:

3. RECOMMENDATION. USARJ G-8 approves the AEA request for lodging outlined

below, which is within the 149% delegated approval authority. Signature of USARJ G8

Director only.

APPROVED  DISAPPROVED DATE 

4. JUSTIFICATION.

5. BACKGROUND AND DISCUSSION.

TDY 
Location 

Date AEA 
Daily 

Lodging 
Rate 
(A) 

DTS 
Daily 

Lodging 
Rate 
(B) 

Daily 
Amount 

Exceeding 
Lodging 
C=(A-B) 

AEA 
Percentage 
Calculation 
(A/B)*100 

Number 
of Days 

(D) 

Total AEA 
Requested 

(C*D) 

Grand Total:
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SUBJECT: Request for Actual Expense Allowance (AEA) 

2 

6. Point of contact is

Encl(s) 

Encl 6



3 

SUBJECT: Request for Actual Expense Allowance (AEA) 

Instructions for AEA requests at or below 149%

Enter Office Symbol and date at the top of the memo. 

Part 1: No action needed. 

Part 2: Enter Rank Last Name, First Name. 

Part 3: Only the Director of G-8 may approve, disapprove, and date. 

Part 4: Describe mission. Provide a detailed justification on why an AEA is required. 

Document actions taken to find lodging within the allowable government per diem rate 

for the locality. It is the traveler's responsibility, before check-in, to ensure lodging is 

within the published lodging rate. CTO booked rates in excess of the published lodging 

rate does not justify exceeding the DTMO rates. If no lodging is available at the per 

diem rate and an AEA is required, approval must be obtained 10 days before the travel 

start date. A Letter of Lateness is required when AEA requests are submitted within 10 

business days of the travel start date and AEA requests submitted after the travel start 

date.  

Part 5: Fill in location, dates, rates, and days. AEA and DTS rates will be in the U.S. 

Dollar. List full address and phone number of hotel. If lodging rates fluctuate during the 

TDY period, create a separate line to document the exact cost and AEA percentage for 

each day. Do not include OCONUS room service charges as part of your lodging rate, it 

is reimbursable as a miscellaneous non mileage expense and is not subject to the 

lodging rate ceiling. OCONUS lodging taxes should be included as part of your lodging 

rate reimbursement expense, is subject to the lodging rate limitation and will be paid as 

part of your lodging rate, not separately reimbursable. Lodging taxes for domestic travel 

(CONUS) and non-foreign OCONUS areas (Alaska, Hawaii, Puerto Rico, and the 

Northern Mariana Islands) are a non-mileage expense that should not be included in 

your lodging rate reimbursement request. It should be listed separately as a 

reimbursable non mileage expense. 

Part 6: Enter Rank Last Name, First Name. Include email address and phone number. 

The traveler, traveler’s supervisor, and AO will need to digitally sign the AEA request. 

Enclosures: Provide lodging quotes and documentation of actions to find lodging within 

the allowable government per diem rate. 

Provide a copy of the full credit card statement showing the lodging charge if submitting 

an AEA request after the lodging facility has charged the credit card and the lodging 

receipt. 

Submit AEA requests and all supporting documentation to: 

usarmy.zama.usarpac.list.g8-system-acces-support@army.mil. 

Encl 6
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DEPARTMENT OF THE ARMY 

UNITED STATES ARMY JAPAN
UNIT 45005

APO AP  96338-5005

MEMORANDUM THRU USARJ G-8 

FOR USARPAC G-8 

SUBJECT: Request for Actual Expense Allowance (AEA) 

1. FOR DECISION.

2. REQUEST. Actual Expense Allowance for lodging for the following individual:

3. RECOMMENDATION. USARPAC G-8 approves the AEA request for lodging outlined

below, which is within the 300% delegated approval authority. USARPAC G-8 Signature

only.

APPROVED    DISAPPROVED DATE 

4. JUSTIFICATION.

5. BACKGROUND AND DISCUSSION.

TDY 
Location 

Date AEA 
Daily 

Lodging 
Rate 
(A) 

DTS 
Daily 

Lodging 
Rate 
(B) 

Daily 
Amount 

Exceeding 
Lodging 
C=(A-B) 

AEA 
Percentage 
Calculation 
(A/B)*100 

Number 
of Days 

(D) 

Total AEA 
Requested 

(C*D) 

Grand Total:
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SUBJECT: Request for Actual Expense Allowance (AEA) 

2 

6. Point of contact is

Encl(s) 

Encl 6



3 

SUBJECT: Request for Actual Expense Allowance (AEA) 

Instructions for AEA requests within 150%-300%

Enter Office Symbol and date at the top of the memo. 

Part 1: No action needed. 

Part 2: Enter Rank Last Name, First Name. 

Part 3: Only the Director of G-8 may approve, disapprove, and date. 

Part 4: Describe mission. Provide a detailed justification on why an AEA is required. 

Document actions taken to find lodging within the allowable government per diem rate 

for the locality. It is the traveler's responsibility, before check-in, to ensure lodging is 

within the published lodging rate. CTO booked rates in excess of the published lodging 

rate does not justify exceeding the DTMO rates. If no lodging is available at the per 

diem rate and an AEA is required, approval must be obtained 10 days before the travel 

start date. A Letter of Lateness is required when AEA requests are submitted within 10 

business days of the travel start date and AEA requests submitted after the travel start 

date.  

Part 5: Fill in location, dates, rates, and days. AEA and DTS rates will be in the U.S. 

Dollar. List full address and phone number of hotel. If lodging rates fluctuate during the 

TDY period, create a separate line to document the exact cost and AEA percentage for 

each day. Do not include OCONUS room service charges as part of your lodging rate, it 

is reimbursable as a miscellaneous non mileage expense and is not subject to the 

lodging rate ceiling. OCONUS lodging taxes should be included as part of your lodging 

rate reimbursement expense, is subject to the lodging rate limitation and will be paid as 

part of your lodging rate, not separately reimbursable. Lodging taxes for domestic travel 

(CONUS) and non-foreign OCONUS areas (Alaska, Hawaii, Puerto Rico, and the 

Northern Mariana Islands) are a non-mileage expense that should not be included in 

your lodging rate reimbursement request. It should be listed separately as a 

reimbursable non mileage expense. 

Part 6: Enter Rank Last Name, First Name. Include email address and phone number. 

The traveler, traveler’s supervisor, and AO will need to digitally sign the AEA request. 

Enclosures: Provide lodging quotes and documentation of actions to find lodging within 

the allowable government per diem rate. 

Provide a copy of the full credit card statement showing the lodging charge if submitting 

an AEA request after the lodging facility has charged the credit card and the lodging 

receipt. 

Submit AEA requests and all supporting documentation to: 

usarmy.zama.usarpac.list.g8-system-acces-support@army.mil. 

Encl 6
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Mainland Geographic Base Clusters

Same day travel inside Base clusters is limited to transportation reimbursement only and is considered local travel. In the map above, BC 1 and BC 6 are 
considered the same geographic area and are considered one cluster. Per diem will not be authorized.

Travel outside BC1 and BC6 areas is considered TDY and qualifies for per diem.

BC1
CAMP ZAMA* (SHA & Sagami Depot)
Yokota Air Base (Tama Hills Recreation Area)
Atsugi Naval Air Facility
Camp Fuji
Yokohama North Dock
Hardy Barracks
Kamiseya Naval Service Facility
Owada Communication Site
Fuchu Communication Site
Yuki Communication Site
Fukaya Totsuka Communication Site
Momote (Akasaka) Communication SiteBC6

Yokosuka Naval Base*
Hakozaki Fuel Storage
Tsurumi 1, 2, Fuel Storage
Azuma Storage Area
Urago Storage Area
New Sanno Hotel 
Ikego Housing Area
Negishi Housing Area Asterisk denotes HQ of Base Cluster

BC4

BC2
Sasebo Naval Base *
Akasaki Fuel Storage
Yokose Fuel Storage
Iorizaki Fuel Storage
Sasabo (Maebata) Ammo Storage
Harioshima Ammo Storage
Hario Housing Area
Sakibe Navy Annex
Tategami Basin Port Area
Sasebo Dry Dock Area

Kure Pier No. 6
Kawakami Ammo Storage
Akizuki Ammo Storage
Hiro Ammo Storage
Ondo Housing Area

BC3
Shariki Radar Site

BC4A
MCAS Iwakuni*

BC3
Misawa Air Base*
Hachibohe Fuel Storage
Hachinohe Fuel Pipeline

Encl 7



DEPARTMENT OF THE ARMY 
UNITED STATES ARMY JAPAN 

UNIT 45005 
APO AP  96343-5005 

Office Symbol Date 

MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT: INVITATIONAL TRAVEL ORDER (ITO) 

1. The following named individual is invited to proceed on (dd mmm yyyy) from (point of
origin) to (destination) for the purpose of (name of event or function) for (duration of
visit) and return to point of origin.

NAME  Directorate or Position Title 

2. Traveler (is/is not) authorized government transportation by military vehicle.

3. Per Diem for duration of (name of event or function) (is/is not) authorized.

4. Travel is authorized and in the best interest of the DoD and is chargeable to:
(cite funds from the requesting Directorate or Command).

5. Address any inquiries regarding this travel order to the Commander (APAJ-CG),
U.S. Army Japan, Unit 45005, APO AP 96343-5005.

6. The point of contact is (name) at DSN 262-xxxx or (email).

STAFF DIRECTOR/DEPUTY/COMMANDER 
RANK   
TITLE/ACTIVITY 

DISTRIBUTION: 
Individual Concerned 

Encl 8 



APPROVAL TO TRAVEL WITH INCOMPLETE AUTHORIZATION 

NAME (LAST, FIRST, MI) DATE REQUESTED TRAVEL START DATE 

UNIT/DIRECTORATE RANK/GRADE OFFICE PHONE 

DTS AUTHORIZATION WORK EMAIL ADDRESS 

WHY DOESN’T THE TRAVELER HAVE A FLIGHT TO THE DESTINATION? 

WHY DOESN’T THE TRAVELER HAVE A FLIGHT BACK TO THE PERMANENT DUTY STATION? 

WHY DOESN’T THE TRAVELER HAVE LODGING? 

WHY ISN’T A RENTAL VEHICLE LISTED IF THE TRAVELER INTENDS TO USE A RENTAL VEHICLE? 

WHY DOES THE TRAVELER HAVE MISSING DOCUMENTATION REQUIRED FOR TRAVEL? 

WHY CAN’T THE TRAVELER LOCATE THEIR GOVERNMENT TRAVEL CHARGE CARD? 

EXPLAIN ANY CIRCUMSTANCES NOT MENTIONED IN THE ABOVE QUESTIONS WHY THE AUTHORIZATION CAN’T 
BE COMPLETED. 

The Unit/Directorate’s budget may be reduced if the traveler can’t submit the voucher or becomes 
delinquent with their Government Travel Charge Card (GTCC) account. 

Email SIGNATURE DATE 

TRAVELER 

SUPERVISOR 

O-5/Equivalent or above
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