INSTRUCTIONS FOR EMERGENCY/EARLY RETURN OF TRAVELERS FROM DEPLOYMENT

The unit coordinator at the deployment site, upon learning of a need to return traveler early to Fort Sill, should follow these procedures:

If the traveler already has a commercial airline ticket, but now needs to change the return date, the unit coordinator at the deployment site should contact your Transportation Representatives and ensure that the traveler has his / her ticket in hand with a copy of orders upon their early return.  

If traveler has no commercial airline ticket to return, and now needs to return earlier than the group, the unit coordinator at the deployment site should contact your Transportation Representative here at Fort Sill, OK:

Name:


Work phone:                                                    Home phone

Contact 1
          
DSN 639-2468/2403


580-549-6693

Contact 2

DSN 639-2506/3110


580-588-2731

Contact 3                            DSN 639-2506/3110                                      580-246-8137

Transportation representative responsibility:

1.    Gather all pertinent information from Unit Coordinator.

2.    Coordinate flight with Carlson Wagonlit Travel Agency.

3.    Authorize Carlson Wagonlit Travel Agency to electronically ticket.

4.    Advise unit coordinator of cost of ticket and flight schedule.

5.    Coordinate with III ACA budget to amend unit order to authorize commercial air travel for individual.

6.    Fax copy of orders the following business day to Carlson Wagonlit Travel Agency.

Unit coordinator responsibility:

1.    Provide all pertinent information to the Transportation Representative.    

 1.    DO NOT CONTACT ANY OUTSIDE CARRIERS OR AGENCIES DIRECTLY WITHOUT PRIOR AUTHORIZATION FROM A FORT SILL TRANSPORTATION REPRESENTATIVE!

2.    ALL CHANGES AND DELAYS NEED TO BE DIRECTED TO A FORT SILL TRANSPORTATION REPRESENTATIVE AS SOON AS POSSIBLE.

3.    WHILE DEPLOYED FROM FORT SILL YOU ARE NOT ONLY REPRESENTING FORT SILL, OKLAHOMA, BUT ALSO THE UNITED STATES ARMY.  ANY CONFLICTS WITH CIVILIAN AGENCIES SHOULD BE AVOIDED AT ALL COSTS AND SHOULD BE BROUGHT TO THE ATTENTION OF DOL IMMEDIATELY.    

