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DEPARTMENT OF THE ARMY

Headquarters, 1st Engineer Brigade

U.S.  ARMY ENGINEER SCHOOL

FORT LEONARD WOOD, MISSOURI 65473-8941

ATZT-TD




                   7 JUNE 2004

MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT:  Policy Memo 25-04, Official Travel

1.  REFERENCES.  USAES Memorandum dtd 21 May 2004, Official Travel.

2.  PURPOSE. To establish official travel policy and procedures within 1st Engineer Brigade.

3.  POLICY/PROCEDURES. 

     a.  Effective immediately, with the exception of outpatient medical travel (documented with

GLWACH), exclusive approval authority for all USAES funded travel resides with the Chief of Staff, USAES. Commander or Executive Officer, 1st Engineer Brigade retain approval authority for outpatient medical travel.

     b.  Subordinate Commanders will continually review their unit’s travel requirements to ensure that only mission essential travel is authorized. Although stewardship of government resources is always important, such command oversight is even more important in today’s resource constrained       environment. 

     c.  Effective immediately, all 1st Engineer Brigade units will submit a listing of anticipated        official travel (format below), not later than the last workday of a given month addressing travel for        the following month. This data will be emailed to the Brigade Executive Officer (copy furnish        Brigade CSM). Due to the nature of our mission, some travel requests cannot be projected. Commanders will submit these requests as soon as possible. 
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     d.  Upon submission of travel data and analysis of that data by Brigade, requests will be           forwarded to the USAES Chief of Staff for approval, who will email approval/disapproval or           requests for further information to the Brigade Executive Officer. The Brigade Executive Officer will forward the email to the applicable unit.  
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No 1610’s will be submitted nor travel arrangements made until after formal travel 

approval is provided by Brigade. There will be absolutely no amendments to travel arrangements           which result in additional fund expenditure (extension of travel, change in travel mode,etc) without 

prior coordination and approval from Brigade. 

4. PROPONENCY. The proponent for this policy is the 1st Engineer Brigade Executive Officer, 

596-0395. 

                                                                                 \\ Original Signed \\

   PAUL W. KELLY

   COL, EN

   Commanding
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