MEMORANDUM FOR HQ AU/FMFC

FROM: 
_________________________________


( Individual’s Office Requesting AEA)

SUBJECT: Request for Reimbursement of Actual TDY Expense

1. Request for actual expense authorization up to the maximum of 150% for TDY associated with __________________ for the period of ______________________.

2. Reason for travel ___________________. ( example a conference)

3. Statement whether meetings were with technical, professional, or scientific organizations.

4. Statement whether international conferences or meetings were involved.

5. Names and titles of foreign governmental contacts if any.

6. Identify the senior member of the party, whether civilian or military, grade, full name, Social Security Number, and the branch of service.

7. Roster of the other members who will also be performing the travel including grade, full name, Social Security Number, and branch of service.

8. Proposed itinerary showing places in or outside CONUS to be visited, the length of duty at each place, and the inclusive dates of travel.

9. Information regarding special arrangements made such as provisions for use of special government quarters, messes, open messes, motels, restaurants, etc. 

10. Information pertaining to expenses which may be incurred, amount of allowances necessary, or reasons why normal per diem is not sufficient.

11. Reasons normal accommodations within prescribed per diem allowances are not sufficient.

12. Name and phone number of individual who may be contacted concerning request.

Approved/ Disapproved

                                                                        AEA Approval Authority Signature Element






(Must be Wing CC equivalent or Group CC if delegated)

Please note – When items 1 – 10 aren’t available, the request should so state. Each request for approval of AEA after travel has been performed will be accompanied by copy of DD Form 1351-3 (Statement of Actual Expense) or a detailed statement showing dates, items, and amounts paid. Vouchers or receipts aren’t to be submitted with the request for AEA. Such documents are to be submitted to the disbursing/finance/travel office. ( JFTR VOLUME 1 U4215-F)

