
"FOR OFFICIAL USE ONLY" 
 

TAD Request Worksheet 
(Upload into DTS) 

 
 
 
 

LAST NAME, FIRST, MI RANK COMMAND NAME 
 
 

EMAIL ADDRESS:     
 

PHONE NUMBER:     
 

PURPOSE OF TRAVEL:    
 

DATES OF TRAVEL:    
 

ESTIMATED COSTS: 
 

PER DIEM $  TRANS $   FEES $  MISC $  TOTAL COST $    
 
 
 

 
REQUESTOR SIGNATURE DATE 

 
 

COMMAND ADDRESS:    
 
 

TAD CONTACT:    
 
 
 
 

APPROVAL SIGNATURES 
 
 
 

DEPARTMENT HEAD: YES/NO  
NAME AND RANK (PRINT & SIGN) DATE 

 
 
 

 
APPROVER ABOVE DEPT HEAD LEVEL: YES/NO  

NAME AND RANK (PRINT & SIGN) DATE 
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