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17 JUNE 2004

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  FY 05 Annual Travel Authorization

1.  Effective 1 July 2004, a new Annual State Travel Authorization memorandum must be prepared for FY 05.

2.  The following guidance is provided for FY 05 authorizations.


a. A sample Annual State Travel Authorization memorandum is provided as enclosure 1.  This sample memorandum is also available at www.la.ngb.army.mil/smd/mildept.htm.


b.  Paragraph 5b page 7 of the “Louisiana Travel Guide 2003-2004” states that annual authorization shall not cover travel between an employee’s home and work place, out-of-state travel, or travel to non-routine meetings such as conferences or conventions.

c. The employee name, work location and title/position must be entered in paragraph 1 of the FY 05 Annual State Travel Authorization memorandum.

d. A statement similar to the statement indicated on the enclosed sample must be entered in paragraph 2 of the memorandum.

e. Enter “FY 05 (1 JUL 04 – 30 JUN 05) ANNUAL TRAVEL AUTHORIZATION” as the travel period in paragraph 4.  It is not necessary to enter information for other items in paragraph 4.


f. The Annual State Travel Authorization memorandum must be signed at the Organization manager level.


g. The Annual State Travel Authorization memorandum must be submitted to LANG-SMD-F.

h. Requests for travel advances will require a separate State Travel Authorization memorandum for each travel period requiring a travel advance.

3.  This memorandum supersedes LANG-SMD memorandum dated 19 June 2003, FY 04 Annual Travel Authorization.

4.  LANG-SMD-F points of contact on travel matters are COL John P. Catalanotte at (504) 278-8226 and Ms. Eddy Lehmann at (504) 278-8788.
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