	2ND BDE, 91ST DIV COMMAND INSPECTION PROGRAM CHECKLIST

Travel Orders (Version 1)





	 FORMDROPDOWN 

5 
	1) Does the BN have the Delegation of Authority memo designating the BN CDR as the approving/directing official for DD Form 1610 signed by BDE CDR on hand?


	     


	 FORMDROPDOWN 

5 
	2) Does the BN have a memo designating individuals as travel requesting/travel approving officials by the BN CDR on hand?


	     


	 FORMDROPDOWN 

5 


	3) Are the DD Forms 1610 reflecting the RM training codes, stating the purpose, and reflecting a special fund cite must be used 

       (ex: 1st Army, 5th Army, MTSA)?
	     


	 FORMDROPDOWN 

5
	4) Are mission numbers provided on the DD Form 1610 assigned and checked against the BN Mission Worksheet?


	     


	 FORMDROPDOWN 

5
	5) Are reasonable data provided on the DD Form 1610 consistent with length of TDY, mode of transportation, availability of Government lodging and meals, and cost experience of similar TDY missions?


	     


	 FORMDROPDOWN 

25 


	6) Are Travel Settlement Vouchers reviewed within 5 days of completion of travel?  Must have current year RFOs, DD Forms 1610, DD Forms 1351-2 , and two prior years on file.


	     


	 FORMDROPDOWN 

20 
	7) Are cancelled missions reflected on the appropriate travel order and provided to the RM (cancelled TDY orders)?  Unit must have less then 5% of DD Forms 1351-2 not turned in to RM.


	     


	 FORMDROPDOWN 

5 


	8) Does the BN maintain a copy of the BDE Travel SOP?
	     


	 FORMDROPDOWN 

20 
	9)  Is the BN reconciling all TDY against monthly dCAS report?


	     


	 FORMDROPDOWN 

4 
	10) Does the BN have the current month Budget Status on hand?

       
	     


	 FORMDROPDOWN 

1 
	11) Outlying BNs only - Are copies of processed vouchers furnished to DFAS travel section on transmittal letters?  
	     


	 FORMDROPDOWN 

FAILED
	12)  Any glaring disregard of travel regulations 

        or intentional fraud, waste, or abuse is  

        automatic “UNSAT”
	     


	
	
	

	GENERAL INSPECTION SUMMARY

Travel Orders (Version 1)



	Inspecting Activity: RMO                             DATE: 

	Inspector(s):BRUCE REAMS
	Phone:719-524-2792

	Unit Inspected:

	Supervisor of Inspected Area: 


	Phone:

	Key Personnel Contacted:     

	Key Areas / Subjects Inspected: Travel Orders



	SCORE:     

	Critical Findings:     


	Additional Assistance Required:     

	Other Comments:     



2

