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cause a delay processing your request; please be thorough
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Please type information and ENCRYPT email
 (AFI33-119, P 6.1.2.)
MRTP will close your request 90 days after class graduation.
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DEPARTMENT OF THE AIR FORCE
AIR EDUCATION AND TRAINING COMMAND
)[image: ]				 Page 2: General TDY Instructions
 Page 3: Charlottesville VA, Instructions		
MEMORANDUM FOR AETC TTS/MRTP C/o 2 AF/MRTP                   Date of request:__TYPE_(DD/MON/YEAR______
(Current:  Dec 09)       721 Hangar Road, Suite 102                                         SUSPENSE: NLT 10 days PRIOR CSD
[image: AETC88]                                        Keesler AFB MS 39534-2804
                                        Central Standard / Daylight Time 	
                                        E-mail:  2AF.MRTP@US.AF.MIL
                                        DSN:  591-7003/7004/7005, FOUO-Fax DSN:  597-1210, Commercial:  (228) 376-7003/7004/7005

FROM:  7 Items MPF: TYPE:  (1) XX FSS   (2) DP??   (3) Somewhere AFB   (4) SSgt First Last (5) 123-4567     (6) 123-9876 (7) First.Last@US.AF.MIL                                                                                                                    .                   
               (1) MPF Unit FSS/MSS (2) Formal Training Office Symbol (3) Base (4) POC Name (5) DSN (6) FAX (7) E-mail)  
	
SUBJECT:   FOUO:  COMPACT Rental Car request for HQ AETC “T” Quota Training Course 

1. Request Special Authorization (SA) for a compact rental car while TDY to School.  Student’s information:

_(SSgt LAST, First MI.)________    _123-45-6789_  __Somewhere TDY __ _(312) 123-4567     _(999)-555-1212
   (Rank, Name, Last, First, MI)                       (SSN)                            (TDY Location)                       (Member’s DSN Voice &Optional Cell)                 
__TYPE INFORMATION_____________     __TYPE_INFORMATION  _(DD/MON/YR)_      _(DD/MON/YR)_	
                 (Course Number)	                                     (TLN)                                             (Class Start Date)              (Class Grad Date)

2. On-base billeting (is)/(is not) available.  Statement of Non-Availability, if appropriate, from the Installation
        Billeting Officer (is)/(is not) attached.  TDY member will be billeted/lodged__?__miles from primary place of duty.  
	NOTE:   If on an Army Post, member may be given a Non-Availability Confirmation Number instead of a letter; Army Conf Nbr: Place here         .  Hotel name, street address, ZIP___TYPE_INFORMATION______________.

3. Government messing facilities (are)/(are not) available at TDY location/station.  If available, how many meals furnished per day _?__ weekend? _?__   Distance from billeting to government messing facility is _?_ miles.

4.  Government transportation (is)/(is not) available.  ETCA https://rso.my.af.mil/etcacourses/etcahome.asp was reviewed for transportation needs (Yes)/(No); highly recommended does not mean automatic authorization. 

5.  Compact Car Rental Reservation, (with GTC) from CTO/SATO is the _?????       _Rental Car Company.

6.  Public transportation:  Taxi/Shuttle/Limo Service to/from airport to TDY installation/post/base $ COST          .     
     
7.  GTC last four numbers: _????_  Is traveler over 21 years-of-age (Yes/No).    Extenuating circumstances: _____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
	     
8.  MPF/POC:  (SSgt First Last)  _________________(1) 124-4567 (2) 123-9876 (3) First.Last@US.AF.MIL___
                             (PRINT: GRADE, NAME)                     (1) DSN VOICE, (2) FAX Number, and (3) E-mail

                                                                             ________PHYSICAL SIGNATURE________________________
                                                                                       (SIGNATURE OF MPF VERIFYING OFFICIAL)
Attachments-REQUIRED: 
1.  Billeting Non-Availability Statement or Army Confirmation Number
2.  DD Form 1610-TDY Order (front & back) or Supervisor or Commander Signed RIP  
3.  Compact Car Rental (and airline itinerary) Reservation documentation from CTO/SATO
For Official Use Only (FOUO) When Completed       Memo Ver. December 09
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