
EDUCATIONAL TRAVEL  
 
 
 Full-time college students, under age 23 and in undergraduate school, may be eligible for one round trip 
each twelve-month period from the overseas area of your assignment to their college location.  
 

1. The student must report to the employee’s duty location for at least 14 consecutive days prior to 
authorized return travel to CONUS at Government expense.   

2. To start this process, you must complete a Request for Educational Travel Orders form.   
3. After you complete the form, have your supervisor sign it.   
4. Next, your Resource Management Office needs to add the fund cite.   
5. After all is completed, take the form to your servicing CPAC.   
6. The CPAC will use this information to prepare your Travel Orders.   
7. You must make your travel arrangements through the local military Transportation Office. 
8. Plane reservations should be made via “Official Travel” 
9. New law that will reimburse employee’s for storage of the student’s unaccompanied baggage 

instead of having it shipped to post from the student’s school was effective as of March 23, 2003.   
 
NOTES:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 




