DCM TAD INSTRUCTIONS:  Must be submitted in a folder with a routing sheet
CME/CE must associated with current clinical or specialty position and must be endorsed or accredited by a commonly recognized national body or group in that clinical area.

GENERAL (TAD will be reviewed on a case by case basis when TAD requests do not fall into the general guidelines)
· A signed copy of this instruction page will accompany CME/CE TAD requests.

· A copy of the complete program is required for the application.

· 1 (one)  CME/CE request  per person per fiscal year
· No more than 5 working days (inclusive of conference AND travel) per fiscal year
· No more than $3,000 inclusive (travel, per diem, fees, misc)/Provider (Licensed Independent Practitioners)/Specialists
· No more than $1,500 inclusive (travel, per diem, fees, misc)/ RN / HM / ADMIN
· No Rental Cars
· CONUS only
· Legally, DCoS for Commander’s Staff/ S A can only approve fully funded TAD’s (Travel, Per Diem, and Fees).

· Active Duty must have at least 6 months of obligated service AFTER travel date.

· Requests must be in the Deputy’s Office at least 30 days prior to proceed date, 60 days if traveling after 01 JUN
· Pre-payment of conference fees: 
· All conference fees must be prepaid by Fiscal Dept personnel via Government Purchase Card (319-8294)
· If circumstances require personal pre-payment of conference fees, the Traveler MUST have Director approval for pre-payment to be eligible for reimbursement
· Complete Registration Fee Pre-approval Form and route with package
· Individual issued Government Travel Card (GTC) must NOT be used for payment of fees
· If taking leave in conjunction with TAD include completed/signed leave chit in package
· Only the SF 182 is  required for local TAD (<50 miles) 

· Civilian Staff: 

·  TAD including travel must be during normal work day/work hours only – no overtime or comp time for travel or conference. 
·  AWS schedules convert to normal 8hr day/40 hr week during TAD.
· Must have been employed at NNMC at least 6 months prior to proceed date.
TAD WORKSHEET
· Complete all demographic information on the TAD worksheet:
· Destination:  Be specific; address required
· Transportation: POV allowance is .51 cents/mile (Note: government will only pay up to the maximum cost of air travel)
· Estimated air ticket cost utilize: http://apps.fas.gsa.gov/citypairs/search/
(Note: TAD office will schedule flight; notate specific time requests on TAD worksheet)
· Estimated per diem cost utilize: http://www.defensetravel.dod.mil/perdiem/perdiemrates.htmlEBSITE
· Include supporting documents for conference (i.e. conference name, date, location & fees).  
· First time travelers must submit the following to the TAD office: Citi application, statement of understanding, and travel charge card training certificate:   http://www.cards.citidirect.com
· Keep a complete copy of TAD package
SF-182 (REQUEST FOR TRAINING)

· If conference fees/registration required with TAD, complete form SF 182 in its entirety
· Notate Early registration on top of SF 182 (if applicable)
CONFIRMING TAD TRAVEL

· Approximately 1 week prior to execution of TAD contact Resources to confirm registration:
· Susi Greene 319-8294                          Ken Junious 295-0241
· You should receive travel orders via email 2 days prior to travel.   For airline ticket status contact:
· NNMC TAD office 319-4898

· Emergencies contact 1-800-359-9999
FULLY FUNDED TRAVEL

· Acceptance for Non-Federal Travel Expenses “NNMC Gift Fund” must be submitted 6 weeks in advance, with all the basic TAD requirements including the following:

· NNMC Gift Fund Travel Form (NATNAVMEDCENINST 4001.2B)

· Proffer letter
· Funded by other Command must be submitted with all the basic TAD requirements with the following information:

· (POC) from the other command.

· (LOA) Line of accounting must be attached with the package.
APPLICANT NAME (PRINTED): ________________________  SIGNATURE:  __________________________________
