





GENERAL INSTRUCTIONS FOR SA RENTAL CAR JUSTIFICATION MEMO:

Omitting information will cause a delay in processing your request; please be thorough.  Please route required SA paperwork, NLT 10 days before TDY, to allow MPF order processing.  

AETC-Funded compact rental cars are authorized for up to five (05) AETC students’ FOUO transportation and reimbursed to/from airport, billeting, and technical training school location.

TYPE REQUESTED INFORMATION:  Date:  DD MON YEAR; Example, 6 Dec 2010.

The MPF Formal Training Office completes the FROM line; Example:  2 FSS/FSDE, Somewhere AFB, SrA Sarah Smith, DSN 591-7003/7004, FAX 597-1210, XXFSS.FSDE@US.AF.MIL.

(Para 1):  Fill-in requested student’s personal data.  TDY location, example: Keesler AFB MS.              The "Course Number and TLN" are on the RIP or on the TDY orders; Example, E3OBR33S1 0A1A ---  BBIC900294.  NOTE: (O) Ohs and (0) Zeros can look the same – be specific.

(Para 2):  Circle “is” if you are staying on a military installation, in their billeting.  Circle “is not” if you will be billeted OFF-BASE.  Fill-in the number of miles you will drive (one-way) from off-base billeting to the Technical Training School location and have the MPF attach a copy of the billeting Non-Availability (N/A) letter.  NOTE:  U.S. Army billeting does not issue a N/A letter, instead they provide a Confirmation Number; place it on the line provided.  Supply the hotel name, street address, ZIP so we can compute your FOUO mileage for FOUO ga$oline reimbur$ement.  

(Para 3):  Circle “are” or “are not.”  Fill-in the meals and miles data.

(Para 4):  Circle “is” or “is not.”  Review ETCA for course unique transportation notices:  https://rso.my.af.mil/etcacourses/etcahome.asp   NOTE:  ETCA may state government transportation IS provided and may eliminate the need for the rental car request.  Circle “Yes or No.” 

Check with the TDY location’s Transportation Officer for on- and off-base shuttle/taxi availability. 
 
(Para 5):  Once you have received your itinerary from CTO/SATO, insert the reserved (not an estimate) rental car company name.  Rental car reservations NOT from CTO/SATO will not be approved..

(Para 6):  Ask CTO/SATO to give you an estimate and fill-in the space provided.

(Para 7):  Per Public Law (see the TDY order’s fine print Block 16) the member must use a GTC to obligate government funds.  Be specific; explain why you need a car to drive from the airport to the school and to billeting.  Hint:  Passengers and off-base billeting miles are always primary reasons. 

(Para 8):  Ask the MPF Formal Training Office supervisor or NCOIC to fill-in the lines. Example:  SSgt John Adams, DSN 591-7003/7004, FOUO-FAX 597-1210, john.adams@US.af.mil. They physically sign as the “MPF Verifying Official.”  

The MPF Formal Training Office e-mails encrypted the Justification Special Authorization memo (Page 1) and all required attachments to 2AF.MRTP@US.AF.MIL, (not to a personal email) 
SUBJ:  FOUO:  SPECIAL AUTHORIZATIONS [LAST, First].                         

MRTP then reviews the required information for approval or disapproval. If you have not processed all required documentation, by 10 days prior to CSD, MRTP may not be able to fill your SA request. 

ADDITIONAL INSTRUCTIONS FOR JUSTIFICATION MEMO TRAVELLING TDY TO CHARLOTTESVILLE 

Omitting information will cause a delay in processing your request; please be thorough.   Please route this SA paperwork, NLT 10 days before TDY, to allow MPF order/amendment processing and coordination of compact rental cars for student-paring as one driver and four passengers.

AETC-Funded compact rental cars are authorized for up to five (05) AETC students’ FOUO transportation and reimbursed to/from airport, billeting, and the technical training school location.

TYPE REQUESTED INFORMATION Date:  DD MON YEAR; Example, 6 Dec 2010.

The MPF Formal Training Office completes the FROM line; Example, 2 FSS/FSDE, Somewhere AFB, SrA Sarah Smith, DSN: 591-7003/7004, FAX 597-1210, XXFSS.FSDE@US.af.mil.

(Para 1):  Fill-in requested information.  The TDY location is Charlottesville VA.  The "Course Number and TLN" are either on the RIP or the TDY orders;  Example, E5OZA51J3 00HA ---  BBIC900294.   NOTE: (O) Ohs and (0) Zeros can look the same, be specific.

(Para 2):  Circle “is not” if you will be billeted OFF-CAMPUS.  Fill-in the number of miles you will drive (one-way) from off-base billeting to the university, 600 Massie Rd., Charlottesville VA, 22903.  NOTE:  U.S. Army billeting does not issue a N/A letter, instead they provide a Confirmation Number; place it on the line provided.  Supply the hotel name, street address, and ZIP so FOUO mileage can be computed for FOUO gasoline reimbursement with your airport to billeting FOUO mileage.     

(Para 3):  Circle “are not” -- leave the rest of paragraph 2 blank.

(Para 4):  Circle “is not” -- this is why you are requesting an AETC-Funded rental car.
 
(Para 5): When attending a Charlottesville VA, course:  The member must provide a copy of the CTO/SATO flight itinerary showing the compact car reservation data.  The flight itinerary is used for pairing of classmates (sharing rides) from Dulles, Reagan, or Richmond on the travel day.  Rental cars are authorized when it is more advantageous to the government; one compact car for five AETC-funded students; yes, we know it will be tight and uncomfortable. All requests for rental car authorizations must be completed and sent to 2AF.MRTP@US.AF.MIL at least 10 days before travel for review.  Individuals going to Charlottesville VA, on AETC-Funded quotas must contact MRTP before reserving/using a rental vehicle -- otherwise government funds for reimbursement are in jeopardy and may be paid by the unit commander or the member.  GTC use is mandatory, if GTC is not used, the unit commander or the member may fund the compact car rental reimbursement.    

Local CTO/SATO offices are to calculate travel costs for flying direct to Charlottesville VA versus Dulles, Reagan, or Richmond VA, renting a compact car, and driving to Charlottesville VA.  

MRTP will determine which is more advantageous to the government and provide a letter of approval to the MPF Formal Training Office to issue/amend orders reflecting approved method/destination of travel. The cost-benefit analysis is maintained for periodic Federal auditing. The preferred airports, versus flying directly into Charlottesville VA are (1) Richmond International Airport [RIC] 85 miles, (2) Dulles International Airport [IAD] 101 miles, (3) Ronald Reagan Washington National Airport [DCA] 117 miles.  Review the MRTP CoP for Airport Terminals.
https://afkm.wpafb.af.mil/ASPs/docman/DOCMain.asp?Tab=0&FolderID=AE-ED-00-77-9&Filter=AE-ED-00-77


If the AETC-student chooses to fly into one of the preferred airports the compact rental car must be obtained on the airport property to assist fellow rental car passengers in getting to the authorized driver, and the selected choice must be the most cost-advantageous to the government. AETC-Funded orders/amendments are processed through 12 CPTS/FMFLT, DSN 487-2971, not the MRTP office.
 
Once the final inexpensive itinerary (COMPARING: Richmond, Dulles, Reagan) is received from CTO/SATO, print the confirmed rental car company name in the space provided.  Attach the FINAL itinerary for review for possible student-paring (car-sharing) with the completed cost comparison data. Compact rental car requests are reviewed and possibly approved (1:5) by MRTP.  

(Para 6):  Ask CTO/SATO to give you an estimate and fill-in the space provided (~$2.00 per mile).

(Para 7):  Per Public Law (see the TDY order’s fine print, Block 16) the member must use a GTC to obligate government funds to be eligible for reimbursement.  Be specific; explain why a car is needed to drive from the airport to the school and to billeting.  Hint:  Added AETC-student-passengers and off-base billeting miles are always primary reasons.  Explain the cost benefit analysis results and the reason you want to use a specific airport and list the least expensive.   (Example, United) airline ticket cost $444.00, the rental car (Example, Thrifty) cost $210.00, and the government cost savings; $2,145.00 by not flying direct into Charlottesville VA.  

(Para 8):  Ask the MPF Formal Training Office supervisor or NCOIC to fill-in the lines. Example:  SSgt John Adams, DSN 591-7003/7004, FOUO-FAX 597-1210, john.adams@US.af.mil. They physically sign as the “MPF Verifying Official.”  

The MPF Formal Training Office e-mails encrypted the Justification SA memo and all required attachments to 2AF.MRTP@US.AF.MIL, (not to our personal e-mail accounts) 
SUBJ:  FOUO:  SPECIAL AUTHORIZATIONS (CHARLOTTESVILLE) [LAST, First].    

MRTP then reviews the information for approval or disapproval.  If you have not processed all required documentation by 90 days after class graduation, MRTP will close your request. 

Authorized drivers are requested to optionally provide MRTP a cell-phone number for last-minute-in-the-terminal passenger adjustments for those not meeting the 10-day suspense for FOUO transportation needs.  MRTP will NOT release your number (to fellow passengers) without your permission – ever!

Worst Case Scenario:  Wednesday or Thursday last-minute requests (less than 10 days before travel) for a following week school date will cause the student-traveler anxiousness and potential travel plan adjustments for your fellow students to accommodate coordinating  locations and times to meet with you as their passenger. If official leave is taken in conjunction with the TDY, MRTP cannot authorize an AETC-Funded rental car for those dates – please don’t ask.  

We hope these instructions help; of the possible 24,000+ TDY Special Authorization requests we review, Charlottesville VA is the most paperwork intensive for you the student and the MPF Formal Training office.  We appreciate the effort you have to expend so we (together) can make the best choice to save government money and still provide you FOUO transportation to-and-from for your technical training.
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