TRAVEL AUTHORIZATION REQUEST
INSTRUCTIONS

1. For official travel related to your participation in the distance learning program, the student must first submit a request for travel authorization via a “Help Request” on the Navy College Program, Live Help Now (http://supportsystem.livehelpnow.net/new_ticket.aspx?cid=30432).  
2. Fill out page two completely detailing ALL anticipated expenses. 
3. The program office will forward the approved document to accounting for classification.  
4. Document will be returned to student for orders preparation by student’s command.
5. Reimbursement will be processed through DTS.
6. Travel Authorization Request should be uploaded into DTS.

---------------------------------------------------------------------------------------------------------------------------------

1. Travel authorized under the program will be for travel associated with required residency periods for Distance Learning students.  

2. The following costs will be covered by the program:
a. Any travel reimbursement shall be a part of the $20,000.00 annually or $40,000.00 total spending ceilings under the Program.
b. Transportation to and from the TDY site – (air, car, bus, etc) 
c. Lodging
d. Per Diem – based on location of school, using the JFTR as guidance.

3. The following costs will not be covered by the program:
a. Rental cars – unless used to and from the TDY site, are at the student's expense.
b. Parking fees, unless already covered for traditional resident students.
c. No government travel advance is allowed.
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