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Multi-service Travel memo and Reimbursement Form
Send the below memo to Service Members and family members regarding travel pay.[footnoteRef:1] [1:  Adapted from 807th MSC USAR and the Air Force Instruction; Last Updated March 2013] 

DEPARTMENTS OF [Department Name]
[Date]
Dear Service Members & Family,
[bookmark: _GoBack]We would like to thank you for taking part in the upcoming Yellow Ribbon Reintegration Program Event on [MONTH] [DAY], [YEAR]. We are sending you this memo to clarify our policies for family member travel pay. Since many of you have to take either a day off of work or a significant amount of time out of your day to attend this event, it is our policy to reimburse family members for travel pay. In order to be eligible for travel pay, the following protocol must be adhered to.
Please complete and return the attached Travel Form. Be sure to read through the entire document before you begin to fill it out, as we have encountered mistakes in the past that ultimately slow down the repayment process. We would like for everyone to get paid as quickly as possible—so, please take the time to complete this form correctly. The following guidelines will assist you in completing the form:
First and Last Name
Full Social Security Number (this information will be secure, we have security clearances for this reason)
Address: Street Address, Town, State, and Zip Code.
Bank Routing Number – must contain 9 numbers
Circle Correct Account Type – either savings or checking
Full Bank Account Number
Email Address
We look forward to seeing you in a couple of weeks!
Sincerely,
[SIGNATURE]
[NAME, TITLE]
[CONTACT INFORMATION]
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Multi-service travel Reservations
Family Member Travel Reimbursement Form
Send the following form as an attachment to the above memo. It is for family members to complete in order to obtain travel pay for attending YRRP events.
	SERVICE MEMBER data

	SSN
	

	First Name
	

	Middle Initial
	

	Last Name
	

	Email
	

	FAMILY MEMBER – GENERAL TRAVELER DATA

	Name must match ID!

	Relationship to Service Member
	
	Are you an immediate family member? (Spouse or Child)

	Title/Rank
	

	First Name
	

	Middle Initial
	

	Last Name
	

	SSN
	

	Date of Birth
	

	Mailing Address Line 1
	

	Mailing Address Line 2
	

	City
	

	State/Country
	

	Zip/Postal Code
	

	Email
	

	Phone Number
	

	Gender
	

	UNIT DATA INFORMATION

	Unit Name
	
	

	UIC
	
	

	Time Zone
	
	

	TRAVEL INFORMATION

	Circle one of each:  
	Commercial Plane or Personal Auto
	Driver or Passenger

	# of Driving Miles each way:

	Closest airport
	

	# Miles to Closest Airport
	

	Date of Departure from Home 
	
	What’s the earliest you can leave?
	

	Date of Departure from Hotel
	
	What’s the earliest you can leave?
	




	ELECTRONIC FUNDS TRANSFER DATA

	☐ CHECK BOX IF ELECTRONIC FUNDS TRANSFER IS SAME AS SERVICE MEMBER.

	Enter only one account with a Routing Number.

	Checking Routing Number
	
	
	
	
	
	
	
	
	

	Checking Account Number
	

	OR
	

	Checking Routing Number
	
	
	
	
	
	
	
	
	

	Savings Account Number
	
	

	Privacy Act Statement
AUTHORITY: 5 U.S.C. Section 5701, 37 U.S.C. Section 404 – 427, 5 U.S.C. Section 301, and E.O. 9397
PRINCIPLE PURPOSE(S): This record is used for input and creation of profiles for Department of Defense (DoD) travelers for official Government travel. The Social Security number (SSN) is used to maintain a numerical identification system for filing and retrieving individual travel requests.
ROUTINE USE(S): Disclosures are permitted under 5 U.S.C 552a(b), Privacy Act of 1974, ads amended. In addition, information may be disclosed to the Reviewing or Approving Official(s) and for any DoD “Blanket Routine Use” as published in the Federal Register.
DISCLOSURE: Voluntary; however, failure to furnish the information requested may result in total or partial denial of any official travel request.
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