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Thank you for your interest in the Computer/Electronic Accommodations Program (CAP). Please, complete this form and submit it with your completed CAP Accommodation Request Form. If we do not receive this Travel Reimbursement for Personal Assistant Form it may delay the processing of your request.
Travel Reimbursement for Personal Assistants are for DoD employees ONLY to attend job related training, two (2) or more days in length and not to exceed two (2) weeks. *This allows the employee to take advantage of training opportunities and to attend venues, which have a direct correlation to their job. In order to meet budgetary constraints at the end of the Fiscal Year, CAP will NOT process any Requests after JULY 1st of any year. Request must be submitted 30 days prior to the start of the training.
If you have any questions, please call 703-614-8416 (Voice), 703-697-8256 (TTY), or 571-384-5629 (VP). Please, e-mail this form to cap@mail.mil.
Part I (Participant Information):

Name:      

Agency:      

Telephone:      
 Fax:      

Email Address:      

Part II (Training Information):

Course/training title:      

Course/training description (please include a copy of this description as well): 

     

     

Start and end dates:      



Location of training/course:      

     

Part III (Budget Analyst Information):

Name:      

Title:      
Email Address:      

Address:      


City:      
State:      
Zip:      

Telephone:      
 Fax:      

Treasury Account Symbol (TAS):      
 Trading Partner Number (TPN):      

Department of Defense Activity Address Code (DoDAAC):      

Part IV (Detailed Cost Breakdown/Estimate for the Personal Assistant):
Example:
	Item
	Qty/Hrs
	
	Amount
	Total

	
	
	
	
	

	Per Diem: (Official Government rates only)
	3 days lodging

4 days meals
	x
x
	$75.00

$25.00
	$225.00

$100.00

	
	
	
	
	

	Air Fare

(or other mode of travel)
	1 roundtrip
	x
	$250.00
	$250.00

	
	 
	
	
	

	Miscellaneous

(Cab, tolls, etc.)
	0
	x
	$0.00
	$0.00

	
	
	
	
	

	Grand Total
	
	
	
	$575.00


Please provide detailed information on what function/job/task this person will perform. If you need more space please provide separate sheet.

     

     

     

     

     

     

Page 2 of 2 | Travel Reimbursement for Personal Assistant Form | 08.05.16
Page 1 of 2 | Travel Reimbursement for Personal Assistant Form | 08.05.16

