
Figure 1.  Funded Environmental Morale Leave (FEML) Flowchart  
Step-by-Step Guide for FEML 

Agencies Hours of Operations: 

Military Personnel Flight: Monday – Friday, 0730 – 1630 
Finance Office:  Monday – Friday, 0800 – 1500  
TMO Passenger Travel Office:  Monday – Friday, 0830 – 1400  

1.  Member

2. Member to Commander 
Support Staff (CSS)

(Provide Worksheet and check 
eligibility)

3. Member to
Finance 

(Check if program 
was previously used)

4. Member to 
Traffic Mgmt Office (TMO) 

Passenger Travel
(Check availability 
Dates/Books flight)

5. Member to 
Commander

 (Commander Approves/
Signs Worksheet)

10. Member to 
TMO Passenger Travel

(Final booking)

6. Member to CSS
(Reviews for accuracy, 

projects duty status, and 
forwards to Military 

Personnel Flight (MPF)) 

7. CSS to MPF 

(MPF reviews/
generates orders 

and updates order 
log)

8. MPF to Finance
(Finance certifies orders and 

forwards orders to member, 
MPF, and transportation 

management office (TMO))

9. Finance Disperses Orders
(Orders forwarded to:

- Member: Orders for travel
- MPF: Orders File 
- TMO: Inputs CIC & order info 

within flight reservations)

12. File Voucher
(Member Files Travel 

Voucher within 5-
duty days upon 

returning)

11. 
Member 
travels




