	REQUEST FOR TRAVEL ORDERS TO KOREA (INCOMING)

	(EANC Form 257, 15 May 99)

PRIVACY ACT STATEMENT

Collection of the requested information is authorized by Title 5, U. S. Code, Part 3, Chapter 57.  This form serves as a request and authorization for Permanent Duty Travel of DOD Civilian Personnel; and, is used to prepare travel orders.  The Social Security Number and other personal information is requested for proper identification of the requester.  Completion of this form is voluntary; however, failure to provide all of the requested information may result in disapproval of the request or inability to process the request.  



	Name of Selectee:
	Requisition #:

	Position Selected For:
	Desired Reporting Date:    

	Duty Station:
	Tour of Duty:   FORMCHECKBOX 
  3 Year (Accompanied)      FORMCHECKBOX 
  1 Year (Unaccompanied)

	Your gaining activity in Korea needs the following so that the cost of your move can be estimated and a fund cite issued for your travel orders.  This information will also allow us to contact your current Human Resource Office to confirm your official selection and acceptance of the above position.  Please review and complete each item below, and fax the completed form to 206-764-6705.  This document must be returned within 24 hours.  If you have been selected for a 1-year unaccompanied tour area your family members are not authorized.  However, if you wish to have your family members accompany you, you must obtain the installation commander’s approval in advance.  YOUR REPORTING DATE SHOULD NOT BE LATER THAN 45 DAYS AFTER ACCEPTANCE OF POSITION UNLESS DELAY IS AUTHORIZED.



	SSN:
	E-mail Address:

	Actual Place of Residence (Address) at the time of this selection:

	

	Organization and Office Telephone Number:
	Employee’s Passport Number and Expiration Date:

	
	

	Dependent Travel Requested:           FORMCHECKBOX 
  Concurrent        FORMCHECKBOX 
Delayed           FORMCHECKBOX 
  Not Authorized

	Name
	Date of Birth
	Relationship
	Passport Number
	Date of Travel

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Note:  Please contact the appropriate CPAC in Korea regarding required documentation in order to verify dependency of family members listed above.  A bona fide dependent child, son, or daughter, must be under age 21.  Parents and Parents-in-Law generally do not qualify as dependents.  Adopted children, children acquired by a previous marriage, or legal guardianship must have the required court documents to verify custody of child.  The court order must specifically state the child is authorized to leave the State in which the court order applies.    

   

	Purpose of  Travel:             FORMCHECKBOX 
   First Duty Station Travel             FORMCHECKBOX 
  PCS         

You must sign DD Form 1617, Transportation Agreement – Overseas Employee, before orders can be issued.  You must return this Request for Orders form, DD Form 1617, along with documents needed to verify dependency of family members to EUSACRO.                             

	Shipment of Household Goods desired:        FORMCHECKBOX 
  Yes        FORMCHECKBOX 
  No        Approximate Weight:

	Non-Temporary Storage requested:      FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No      Approximate Weight:

	Shipment of POV desired:     

                        FORMCHECKBOX 
  Yes      FORMCHECKBOX 
  No 
	If, yes:  Make/Year of POV:                                    

Vin #:

	Shipment from which port?

	Note:   Shipment of POV is not authorized to an unaccompanied tour area.  Authorized to ship one POV if being assigned to an accompanied tour area.  Otherwise, advance command approval is required.  Port should be the one nearest your current residence.  If a port is selected which is distant from your current residence, traveler may be responsible for the additional travel time and costs associated for the distant port.  Traveler entitled to POV mileage to port and reimbursement for reasonable costs for return to their residence of record.  


	REQUEST FOR TRAVEL ORDERS (CONT’D)

	Do you wish to take annual leave en-route to Korea?      FORMCHECKBOX 
  Yes       FORMCHECKBOX 
  No      Number of Days Requested:  



	NOTE:  THE DATE SELECTEE BEGINS TRAVEL TO KOREA IS NORMALLY THE EFFETCIVE DATE ON THE GAINING ACTIVITY’S ROLES.  NORMAL TRAVEL TIME PERMITTEDTO KOREA IS ONE DAY.  ANY DELAYS EN-ROUTE OVER THIS ONE DAY WILL BE CHARGED TO ANNUAL LEAVE.



	Will you request advanced pay on your salary?      FORMCHECKBOX 
  Yes       FORMCHECKBOX 
  No      NOTE: Apply after arrive in KOREA.


	Do you and your family members (if applicable) possess the following?

a.  Valid Tourist Passport:       FORMCHECKBOX 
  Yes       FORMCHECKBOX 
  No          With a Korean Visa?     FORMCHECKBOX 
  Yes        FORMCHECKBOX 
  No

b.  Valid Official Passport:      FORMCHECKBOX 
  Yes       FORMCHECKBOX 
  No         With a Korean Visa?      FORMCHECKBOX 
   Yes       FORMCHECKBOX 
  No



	Note:  If you and your family members have a valid tourist passport, you may request your Visa using your tourist passport.  Do not wait to get your Official Passport in order to secure the Visa.



	Your Servicing Human Resource Office:

	Personnel Representative: ____________________________

Commercial Telephone: _____________________________

Commercial Fax Telephone: __________________________ 
	E-mail Address: ________________________________________

DSN Telephone: ________________________________________

DSN Fax Telephone: ____________________________________

	Your Servicing Civilian Payroll Office:

	Name of POC: _____________________________________

Address: __________________________________________

Commercial Telephone: ______________________________

Commercial Fax Telephone: ___________________________


	E-mail Address: _______________________________________

DSN Telephone: ______________________________________

DSN Fax Telephone: ___________________________________



	Remarks:

	

	Employee Signature:


	Date:
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