DEPARTMENT OF THE ARMY
UNITED STATES ARMY EUROPE
UNIT 29351
APO AE 09014-9351

12 January 2016

MEMORANDUM FOR

HQ USAREUR Staff Principals
Commanders, USAREUR Major Subordinate Commands

SUBJECT: Approval of TDY Travel and FY 16 Funding Ceilings
1. Supersession. This memorandum supersedes memorandum, USAREUR, AEGS,
22 October 2014, subject: Approval of FY 15 TDY Travel.
2. References.
a. National Defense Authorization Act for Fiscal Year 2015, section 914.
b. Joint Travel Regulations, chapter 1, paragraph 1265.

c. Office of Management and Budget (OMB) memorandum, M-12-12, 11 May 2012,
subject: Promoting Efficient Spending to Support Agency Operations.

d. Information Paper, AETS-FCZ, 16 September 2015, subject: Mandatory Use of
DTS Lodging Module.

3. Purpose. The purpose of this memorandum is to update policy and procedures for
approving out-of-country and in-country TDY travel for USAREUR personnel and
publish FY 16 funding ceilings for USAREUR units.
4. Overview. The goal of this policy is to ensure leaders retain mission command of
their organizations while reducing TDY travel costs by ensuring and maintaining
appropriate TDY control measures. USAREUR'’s goal is to reduce TDY costs by—

a. Eliminating unnecessary travel and combining travel when possible.

b. Maximizing the use of electronic conferencing (for example, Defense Connect
Online, video-teleconference).

c. Right-sizing the number of travelers on a given mission.

d. Using existing transportation means and contracts when possible.
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e. Using Government lodging and meals when possible.

f. Booking flight and train tickets as far in advance of the travel as possible to lower
costs.

5. Applicability. This policy applies to all official travel of all military and civilian
personnel using a USAREUR (OA89) line of accounting (LOA), regardless of the
traveler’s unit of assignment.

6. Regulatory Guidance.

a. Per OMB memorandum (ref 2c), each agency must spend at least 30 percent
less on travel expenses than in FY 10. Agencies must maintain this reduced level of
spending each year through FY 16 and develop strategies for how they will make these
travel reductions sustainable, including specific process changes and technological
investments necessary to reduce reliance on travel. Agencies may exclude certain
travel expenses from reduction only if the agency head determines that inclusion of
such expenses as part of the 30-percent reduction target would undermine critical
Government functions such as national security, international diplomacy, health and
safety inspections, law enforcement, or site visits required for oversight or investigative
purposes. Excluded travel expenses will not be part of the baseline that agencies will
use in calculating their 30-percent reduction targets. These targets will be based on
FY 10 execution per OMB guidance and exclude the following entitlements: military
training support allotments, temporary and permanent change of station, renewal
agreement travel, student and medical travel, environmental and morale leave, and
emergency visitation travel. Also excluded are critical directed missions (European
Rotational Force/NATO Response Force, Atlantic Resolve/European Reassurance
Initiative, Mihail Kogalniceanu Air Base, Site G, G3 exercises, Project Foundry).

b. USAREUR FY 16 TDY ceilings are listed in the table below.

Revised FY 16 Ceiling

Unit/Fund Center in Whole $
USAREUR Staff 10,500,000
Tactical Units 7,600,000
21st TSC 8,500,000
JMTC 8,000,000
NATO 4,000,000
NSHQ 700,000
650th Ml 1,300,000
TOTAL 40,600,000
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c. For HQ USAREUR staff offices, all staff TDY must be approved by the first
colonel (O6) or higher or civilian in the grade of GS-15 or higher in the chain of
command. No further delegation is authorized. All TDY must remain within the TDY
ceilings listed in the table above.

d. For USAREUR major subordinate commands, all TDY must be approved by the
first O6 or GS-15 or higher commander, director, or staff lead. This authority may be
delegated in writing to subordinate battalion commanders, deputy directors, or staff
officers in the grade of lieutenant colonel (O5) or GS-14 as appointed under AR 600-20
or to any field grade officer on their respective staffs, but no further delegation on their
staff is authorized. For example, an O5-level commander may subdelegate to the
battalion XO or S3, but no further delegation is authorized.

e. A verbal order of the commanding officer (VOCO) may be used when an urgent
or unusual situation requires official travel to begin before issuance of a Defense Travel
System (DTS) authorization or written order. If a travel authorization has not been
stamped “Approved” in DTS before departure, the traveler must obtain a VOCO. The
traveler's approving official or supervisor may give an oral order directing travel without
an approved DTS authorization or order, but must confirm the oral order in a written,
signed document that states when he or she gave the order. The signed document
must be uploaded as part of the substantiating documents in DTS. An e-mail message
granting approval to travel may also serve as a confirmation.

f. If an agency or unit TDY exceeds the ceilings in the table above, the TDY request
will require DCG, USAREUR, approval.

7. Procedures.

a. TDY directed by OPORDs and TASKORDs is still subject to the approval process
and will be documented through a memorandum for record. A by-name list or manifest
must be provided to the reviewer and approver along with the authorization request.
This ensures proper accounting for DTS orders by assigning travelers against an LOA.

b. Currently, individuals are not prohibited from traveling to any country. Approval
authorities will, however, ensure proper country-clearance procedures and the
provisions of AE Regulation 525-13 are enforced when approving TDY.

c. Units will continue to use the DTS as the system of record for TDY travel.
Commanders and directors should design their DTS routing and travel authorization
procedures to be as efficient as possible, balancing audit compliance with the need for
simplicity. The DTS was designed to be a paperless system. Personnel should
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therefore upload documents with authorizations only if the documents are essential to
ensuring that the approval authority has enough information to make a decision.

8. Exceptions and Changes to Policy. Requests for exceptions or changes to this
policy may be sent to the SGS, HQ USAREUR, for consideration.

9. POC. The Office of the Deputy Chief of Staff, G8, HQ USAREUR (mil: 314-537-8091).

%/ Wi

MARKUS T. LAUBENTHAL
Brigadier General, GS
Chief of Staff

FOR THE COMMANDER:
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