DEPARTMENT OF THE NAVY
PERSONNEL SUPPORT ACTIVITY WEST

937 NORTH HARBOR DRIVE

SAN DIEGO, CALIFORNIA 921320076 IN REPLY REFER TO:
PERSUPPACTWESTINST 1050.2E
Code N8

MAR 15 2004

PERSUPPACT WEST INSTRUCTION 1050.2E

Subj: FUNDED EMERGENCY LEAVE TRAVEL ORDERS (OUTUS)

Ref: (a) MILPERSMAN 1050-140

Encl: (1) Sample Order with Appropriation Data

1. Purpose. To issue revised procedures for preparing and
issuing Funded Emergency Leave Travel Orders for personnel

assigned to Personnel Support Activity West.

2. Cancellation. PERSUPPACTSANDIEGOINST 1050.2D.

3. Action. Funded Emergency Leave Travel Orders shall be
approved only by the Commanding Officer or Executive Officer in
strict compliance with reference (a) and this instruction.
Officers In Charge may sign the orders after obtaining verbal
approval. To obtain Tango Numbers, adhere to the following
procedures:

a. Requesting Travel Authority.

(1) Officer in Charge/Department Heads will request
approval of travel by using enclosure (1), which can be
downloaded from the PSA West website. The Travel Coordinator
(TC) will complete all blocks except Standard Document Number
(Block 2), Tango Number (Block 4) and those pertaining to
accounting data in Blocks 17 and 19. Estimated costs for travel
should be obtained from respective detachment/staff expert. This
request should be sent via e-mail to PERSUPPACT (N8) as soon as
requirements are known along with confirmation documentation of
the emergency.

(2) N8 will forward it via-email to the Executive Officer
for approval/disapproval.

(3) If disapproved, PERSUPPACT (N8) will notify the
detachment. If approved, PERSUPPACT (N8) will complete the
accounting blocks of enclosure (1) and return it via e-mail.

b. Order Preparation.

(1) Upon receipt of the approved travel orders, the TC
will print them, obtain the OIC signature and forward a signed
copy to PERSUPPACT (N802).



PERSUPPACTWESTINST 1050.2E

MAR 15 7004

(2) Forward member's passenger's ticket receipt to
PERSUPPACT West Comptroller within two working days of member's
return from leave.

4. policy. Only mission essential travel shall be authorized.
Mission essential travel is defined as travel necessary to carry

out a basic mission objective that cannot be accomplished by
correspondence or teleconferencing.

N. . SANDERS
Distribution:

PERSUPPACTWESTINST 5216.1L, List II

Copy to:
PSA/PSD Duty Section Folders



TEMPORARY ADDITIONAL DUTY (TEMADD) TRAVEL ORDERS

1. FROM: Issuing Offier / PERSUPPDET 2. STANDARD DOCUMENT NO.
3. TO: . . . 4. TANGO
Name of Individual(s) Being Ordered on Funded Emergency Leave (OUTUS), O
Branch of Service and
no 5. SSN/
others Mbr's SSN
(Include Dependent Names and Ages of Children) c DATE
Prepared date
7. REF: (A) CO’S AUTHORITY 8. INDIVIDUAL - GROUP
As Appropriate g TRAVEL TRAVEL
9. PROCEED ON 10 . AUTHORIZED 11. APPROXIMATE 12. ESTIMATED DATE
ABOUT ABOUT
Date Time/Date 60 Days Date
13.ITINERARY 14.
(Activity/activities and place/places indicated [X] TeMaoD [] revroocon [ evpop1Ns

As Appropriate

15. REASONS FOR TRAVEL:
ICW Funded Emergency Leave

D AUTHORIZED VISIT SUCH ADDITIONAL PLACES
AS MAY BE NECESSARY

FISCAL DATA ACCOUNTING CLASSIFICATION

APPROPRIATION OBJECT BU CONT SUB -ALLOT AUTHORIZED TYPE PROPERTY COST CODE
SYMBOL AND SUB -HEAD CLASS NUMBER NUMBE R ACCTG ACTY ACTG ACTY

(1) (2) (3) (4) (5) (6) (7 (8) (3)

(7 sYM) (4 SYM) {3 SYM) (5 SYM) (1 syM) {6 SYM) (2 sYM) (6 SYM) {12 SYM)
AA1741804.52FA 210 68553 0 068688 2D
18. ESTIMATED COST 19. CUSTOMER IDENTIFICATION CODE
TRANSPORTATION PER DIEM MISC.EXP. TOTAL
$

$ Price of ticket $ 0.00 $ 0.00 Price of ticket

20. ITEM (Use applicable item numbers as shown onreverse side of this form)

As Apropriate

“Report to a Disbursing Officer within 10 days of caompletion of travel to settle your travel expenses.”

21. ADDITIONAL COMMENTS AND INSTRUCTIONS: 22. SECURITY CLEARANCE:

MBR Domiciled in (Show Country).
Residence or Place of Acceptance
Endorsement

23. AUTHENTICATING SIGNATURE

24. TRANSPORTATION REQUEST/MAC TRANSPORTATION AUTHORIZATION FURNISHED:

25. COPY TO: {ITnclude Operating Budget/fund manager in all cases)
FILE

NAVPERS 1320/16 (rev 2/99)PSA SAN DIEGO COMPUTER GENERATED FORM

Enclosure (1)



