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CHAPTER 10

TRAVEL AND TRANSPORTATION ALLOWANCES


[bookmark: _Toc454782109]1001	GENERAL

	This chapter provides instructions and administrative procedures for processing payments under the Joint Travel Regulations (JTR) while conforming to the Defense Finance and Accounting Service (DFAS) disbursing and accounting procedures.  The chapter applies to transactions processed in the Integrated Automated Travel System (IATS).  Most TDY vouchers are paid using the Defense Travel System (DTS) at locations where DTS has been fielded.

[bookmark: _Toc454782110]1002	POLICY AND PRINCIPLES

[bookmark: _Toc454782111]	100201.	Purpose and Applicability.  
	
		A.	This chapter provides guidance to finance and personnel offices for the administration of travel allowances payable to Active duty, United States Army Reserve (USAR) and United States Army National Guard (ARNG) uniformed service members and civilian employees of the Department of the Army (DA).  (Note that the USAR and the ARNG are collectively referred to as “Reserve Component” for travel purposes.)  It applies to disbursing officers of the U.S. Army Corps of Engineers (USACE) when travel allowances are payable from U.S. Army funds.  It applies to travelers of any Service or Agency for whom DFAS processes, computes, and pays their travel.

		B.  	Authorized travel and transportation allowances are based on the JTR.  This chapter interprets applicability of the JTR to personnel cited in paragraph 100201-A above, and identifies provisions applicable to travelers where the JTR grants discretionary authority to the individual military departments.  The JTR is a single regulation that became effective October 1, 2014, and combines the former Joint Federal Travel Regulations (JFTR), issued pursuant to Title 37, United States Code (U.S.C.) for uniformed service members and the JTR, issued pursuant to Title 5, U.S.C. for Department of Defense (DoD) civilian employees.  

		C.  	The primary regulations providing information for travel entitlements are
the JTR, the Department of Defense Financial Management Regulation (DoD FMR) Volume 9 and this regulation.  The provisions of the JTR that apply to uniformed service members and the FTR are statutory regulations; they have the force and effect of law, and there are no exceptions to those regulatory provisions unless the regulation itself provides the exception.  The regulations contain what entitlements are payable, they do not specify all of the items that are not payable.  Unless the regulations state that an item is payable, it is not.

		D.  	The General Accounting Office Civilian Board of Contract Appeals (CBCA) and the Defense Office of Hearings and Appeals (DOHA) adjudicate appeals on travel cases.  Their determinations are considered case law and are used to determine if an entitlement is payable where there is a question that is not clear in the law or regulations.  For additional information on this topic and the role of these two offices, see paragraph 100302. 
		
		E.  	Unless otherwise specifically stated in this chapter, the U.S. Property and Fiscal Office (USPFO) in each state, including U.S. territories and the District of Columbia, performs all functions for the finance office/DFAS site except those related to the disbursement of funds.  DFAS disburses for USPFOs based on pre-certified documents furnished for payment.

[bookmark: _Toc454782112]	100202.	Acronyms and Explanation of Terms.  

See the Glossary in this regulation.

[bookmark: _Toc454782113]	100203.	Internal Controls.

		A.	Internal controls are a critical part of the DFAS/DA/DoD implementation of the Federal Managers’ Financial Integrity Act of 1982, which requires ongoing evaluations and reports of the adequacy of the systems of internal accounting and administrative control of each executive agency.  The Army’s internal control program is described in Army Regulation (AR) 11-2, Army Programs – Managers’ Internal Control Program, and satisfies the Office of Management and Budget (OMB) Circular No.  A-123 requirements.  DFAS internal control efforts are centered in the iControl program and the Federal Information System Controls Audit Manual (FISCAM) program.  Refer to Chapter 9 of this regulation for details about the role of iControl in DFAS internal control activities. 
 
		B.	In accordance with the major command management control plan, Army organizations must review their controls periodically and certify on Department of the Army (DA) Form 11-2-R (Management Control Evaluation Certification Statement) that the evaluation has been conducted.  Directions for completing DA Form 11-2-R are provided in AR 11-2.  Annex A, section A001, provides a list of questions that help facilitate the evaluation of key management controls.

		C.  	The operating manager for travel pay activities is the Director, Travel Pay Operations at each DFAS site computing travel, and where appropriate, each Army Finance Office that computes travel.  This individual must be thoroughly familiar with the responsibilities and reporting requirements directed by the iControl and FISCAM programs and AR 11-2, where appropriate.
		
		D.  	The paying travel office is required to audit all vouchers with total entitlements of $2,500 and over before disbursement.  Total entitlements are defined as the entitlements before reductions for prior payments/advance payments.  Travel offices are required to audit vouchers less than $2,500 using statistical sampling.  

[bookmark: _Toc454782114]	100204.	Policy on Official Travel.

A person traveling on official business is to have sufficient funds for expenses before beginning travel, and is expected to exercise the same care in incurring expenses that a prudent person exercises if traveling on personal business.
[bookmark: _Toc454782115]  	100205.	Basic Concepts Regarding Travel Allowances.

  		A.   	Provisions of Competent Orders.
  			
1. An order may be written or verbal.  As a general rule, a written order is required to substantiate payment of travel and transportation allowances.

 			2.	 Orders are the purview of the service/agency concerned, and order writing is a personnel function.  Orders form the basis for travel entitlement reimbursement.  Army military orders must comply with AR 600-8-105, Military Orders and the JTR for civilian employees.

  			3. 	DFAS agency orders must comply with the JTR for civilian employees and the appropriate service’s order regulations for uniformed service members assigned to DFAS.  At a minimum the JTR is followed.

 			4. 	Travel orders issued by other Services, or DoD agencies authorized to issue travel orders to Army uniformed members, must contain sufficient information to substantiate travel claims.

  			5.	Travel orders issued and followed entitle the traveler to allowances authorized by statute.
 				a.	Travel offices should take no action to administratively increase or decrease the legal liability of the United States after performance of all or any part of the directed travel.  An exception may occur only when an error is obvious on the face of the order and all facts and circumstances clearly demonstrate that some provision previously determined and definitely intended was omitted through error in preparing the orders (54 Comptroller General Decision 638).  When an administrative error makes such an exception necessary, the amended order must state that the change is due to an administrative error.  Consider each case individually with the actual circumstances determining the entitlements allowed.

  				b.	Items in travel orders that are not specifically provided for in the JTR are not payable.  The orders cannot authorize an entitlement that is not otherwise available under the regulations.  Any item in an order that is not allowed under the regulations is not payable, even if the traveler incurred the expense in reliance on the order. 

 			6.	All classified orders used to substantiate a travel claim must contain the same information as unclassified orders.  Follow special procedures issued by authorized sites for processing claims with classified orders to safeguard the classified information.

		B.	Travel Status on Competent Orders.

Individuals are in a travel status on competent orders in these circumstances:

1. While performing travel away from the permanent duty station 
(PDS) on official business.
	
2. For periods of necessary delays incident to the proper mode of 
transportation. 		

3. For periods of temporary duty (TDY). 

4. During a Permanent Change of Station (PCS).

		C.	TDY Orders in Effect.

  TDY orders remain in effect if:

			1. 	A person traveling under blanket or repeated TDY orders returns from a mission to the PDS,

  			2. 	A person is required to return to the PDS for TDY requirements or transportation reasons and orders contemplate continued TDY, and

  			3. 	A person returns to the PDS, including home, for personal reasons during a period of TDY.

		D.	Official Distances.

  			1. 	Except as prescribed in the next paragraph (100205-D.2), compute payment for mileage and monetary allowance in lieu of transportation (MALT) using the Defense Table of Official Distances (DTOD). 

  			2. 	When determining mileage in the local area, use odometer readings for distances. 
 
[bookmark: _Toc454782116]	100206.	Government Transportation Requests and Meal Tickets.

  		A.	See JTR Appendix A, Part 1, for a definition of government transportation.

  		B. 	Actual Government Transportation Requests (GTRs) are seldom issued.  However, in the rare situations where an actual GTR is issued, procedures on issuance, including action when requests or procured tickets are unused, lost, or stolen, are located in the U.S. Transportation Command (USTRANSCOM) regulation, Defense Transportation Regulation (DTR) 4500.9-R, Part 1, Appendix L.

  		C. 	 Procedures for issuing meal tickets, including when meal tickets are unused, lost, or mutilated, are located in DTR 4500.9-R, Part 1, Appendix M.

[bookmark: _Toc454782117]	100207.	Permissive Travel.  

Travel in connection with permissive TDY is performed at no expense to the U.S. Government.  Travel is considered permissive if it is for a purpose other than official business and the expenses incurred are not payable by the U.S. Government.  See JTR Chapter 1, Part A.  Procedures for authorizing permissive TDY for uniformed service members are located in AR 600-8-10, Leaves and Passes; and for civilian employees in Department of Defense Instruction (DoDI) 1400.25, Volume 630.

[bookmark: _Toc454782118]	100208.	Paying for Another Individual’s Travel Expenses.

The JTR and DoDI 5154.31 prohibit government traveler reimbursement for expenses incurred by or on behalf of other government personnel.  Each individual on official travel must have their own travel order (with certain exceptions provided by the JTR, such as non-medical attendants for uniformed service members incapable of traveling alone) and be reimbursed for their own travel expenses.  If it is necessary for a group to travel and one individual to be responsible for the expenses of the group, a Unit Card should be used or a paying agent should be appointed to pay for the expenses. 
					
[bookmark: _Toc454782119]1003	LEGAL CONSIDERATIONS

[bookmark: _Toc454782120]	100301.	False Claims.

		A.	Any person who knowingly presents a false, fictitious, or fraudulent claim is subject to a fine of not more than $10,000 or imprisonment for not more than five years, or both (18 U.S.C. § 287).  The false claim statute relates to claims before the Court of Claims of the United States and has no direct application in the audit of disbursing officers’ accounts. 

  		B.	 Each separate item on a voucher is viewed as a separate claim.  The fact that several items are included on a single voucher for the purpose of payment is not a sufficient basis for concluding that they lose their character as separate claims.  A travel office/disbursing officer may collect a payment erroneously made on an item later determined to be fraudulent.  A travel office/disbursing officer may also collect amounts paid pursuant to erroneous supporting documentation.  Collection is also required if a payment is erroneous based on regulatory provisions.  Criminal fraud (intent) does not have to be proven for collection to occur.  If an expense is determined to be erroneous, and the traveler wants to claim what would have been the correct expenses, the latter is considered a reclaim on the voucher (not a supplemental, since the reason for the reclaim is a finding that an erroneous claim has been filed).  The DOD FMR, Volume 5 provides guidance on the disposition of such reclaims.

  		C.	A claim is not payable when a review identifies a questionable or fraudulent voucher.  Refer the claim to the traveler’s commander/supervisor/travel office director (as applicable) to review and determine if an investigation is necessary.  Protect a suspected claim as possible evidence; do not, under any circumstances, return the voucher to the claimant until after resolution of the item in question. 
 
[bookmark: _Ref448311773][bookmark: _Toc454782121]	100302.	Reviews/Appeals.  

When a traveler requests review of a travel settlement voucher by a higher headquarters or requests administrative review by the Defense Office of Hearings and Appeals (DOHA) (for uniformed service member travel claims) or the Civilian Board of Contract Appeals (CBCA) (for civilian employee travel claims), the travel settlement is considered a doubtful claim.  The travel office/approving official may also request such a review if the claim appears to cover items which are clearly not allowable under any provisions of law, or involve elements of doubt concerning a traveler’s rights and may not be answered otherwise.  Send such claims through the DFAS Indianapolis Center, ATTN:  DFAS-IN/JJFKB, 8899 East 56th Street, Indianapolis, IN 46249, for submission to the appropriate entity for adjudication.  See DoD FMR Volume 9, Chapter 8 for more details on such a submission. 

[bookmark: _Toc454782122]	100303.	Settlement Write-Off.  

Amounts due the United States of $10 or less on the final computation of travel settlement vouchers may be written off in travel.  Charge the amount “due U.S.” to the per diem fund cite stated on the travel order and process the voucher as a no pay due. 
	
[bookmark: _Toc454782123]	100304.	Power of Attorney.  

A travel settlement may be paid when the travel claim is signed by an individual with a valid power of attorney signed by the traveler.  The power of attorney must contain language that allows the designated individual to sign travel claims, government financial documents, travel documents, or some such other language indicating the holder may sign financial documents on behalf of the traveler.  All claims signed by power of attorney must show the signature line as (for example) John Smith, by power of attorney for Tim Traveler.  A copy of the power of attorney must accompany any such claim.

[bookmark: _Toc454782124]	100305.	Time Limits to Execute Entitlements and to File Claims.  

		A.	There is a difference between the amount of time a traveler has to execute a travel order (that is, to perform the travel) and the amount of time a traveler has in which to file a claim for travel already performed.

		B.	Executing the Travel Entitlements.

			1.	TDY Travel.  TDY orders contain a departure date, a duration of duty (usually a number of days), and sometimes an ending date, depending on the orders format.  The orders regulations provide guidance on how long a traveler has to begin travel after the departure date on the orders.  The time limit to execute the TDY order is determined by the order and the mission requirements.

			2.	Military PCS.  Military PCS orders may, generally, be executed at any time after the order is issued and before another PCS order is issued.  Some PCS entitlements contain specific requirements for entitlement, such as a certain amount of time remaining at their duty station, or establishing a permanent residence.  For those entitlements, the JTR must be consulted to determine if the entitlement is still available based on the traveler’s particular situation.

			3.	Civilian Employee PCS.  Civilian employees have one year from the date they report for duty at their new permanent duty stations to execute their PCS entitlements.  Under certain conditions, this period may be extended for an additional year (see JTR, Chapter 5 for those conditions).

		C.	Time Limit to File Claims.  The Barring Act (31 U.S.C. § 3702) provides that a military member has six years to file a claim against the government from the date of separation or retirement from active duty.  The Service Members Civil Relief Act (formerly known as the Soldiers’ and Sailors’ Civil Relief Act, codified in 50 U.S.C. §§ 501-597b) suspends the six-year limit on filing in some cases for uniformed service members, most particularly in time of war, as long as the military member is on federalized active duty.  A civilian employee has six years from the date the employee incurs the expense.  A member on federalized active duty has until six years after they leave active duty to file a claim.  

[bookmark: _Toc454782125]1004	SUBMISSION OF TRAVEL VOUCHERS

[bookmark: _Toc454782126]	100401.	General.

		A.	The DD Form 1351-2 (Travel Voucher or Subvoucher) May 2011 version is used for travel and transportation reimbursement.  For local travel, the Standard Form (SF) 1164 (Claim for Reimbursement for Expenditures on Official Business) may also be used.  Travelers should use the most recent version of these forms, located at DFAS.mil.  

  		B.	Each transaction by an officer, employee, or agent of the U.S. Government which requires the expenditure of public monies must be evidenced by a written (or printed), signed document or series of documents which includes a complete record of the transaction.  The travel voucher and its substantiating attachments are such a record for travel and transportation allowance payments.  To substantiate multiple travel payments, see paragraph 100404 below.  For individual claims, the traveler must document and substantiate the claim on the U. S. Government.

		C.	Travel vouchers are to be completed and submitted to the travel office that normally services the traveler’s unit/station/command regardless of the funding appropriation cited on the travel order.  Travel claims citing other than Army (department code 21) or Treasury Index (TI) 97 appropriations will be processed in accordance with Chapter 19 of this regulation and the DoD Cross Disbursement Policy.

		D.	DFAS, DA, and the Defense Agencies use primarily two travel systems to process travel documents.  The Defense Travel System (DTS) is the DoD’s official travel system.  DTS can prepare both the order (called an authorization within DTS) and the travel voucher settlement.  Authorizations prepared in DTS must be settled in DTS.  The Integrated Automated Travel System (IATS) is the system used by DFAS to compute travel.  Orders supporting IATS vouchers are prepared in Agency/Service systems, not in the IATS.  Vouchers processed through IATS are called manual travel vouchers because of the involvement of examiners in the settlement process.  DTS and IATS are the official entitlement systems of record for claims processed within those systems.

		E.	Travel Systems Used.  The DTS is the DoD preferred system for processing TDY travel claims.  The IATS is used for TDY claims not able to be processed in DTS.  IATS is also used for PCS claims.
[bookmark: _Toc445122209][bookmark: _Toc445288508]	
[bookmark: _Toc454782127]	100402.	Manual Travel Vouchers (IATS).

		A.	General Instructions.

			1.	Travelers should use the guidelines in this section to prepare DD Form 1351-2 (Travel Voucher or Subvoucher).  Travel offices will ensure the DD Form 1351-2 is prepared according to these guidelines before processing the travel claim.  Travel offices will not process an incomplete DD Form 1351-2; these claims are considered not pay-ready.  Block-by-block instructions for completing DD Form 1351-2 are provided in Annex A, section A002.

			2.  	Prepare all vouchers on the most recent version of the DD Form 1351-2.  Digital signatures are preferred, and can only be affixed to the current form dated May 2011 or later.  Digital signatures will not be accepted on any version of the form issued before May 2011.  If the traveler cannot digitally sign their DD Form 1351-2, then the traveler must print out the form and sign it using blue or black ink.  

			3.	Complete all administrative information in blocks 1 through 9.  For the Personally Identifiable Information (PII), specifically the social security number (SSN), the last four digits of the SSN may be put on the DD Form 1351-2 and accepted provided that all nine digits of the SSN are on the accompanying travel order or other official travel document included with the claim (such as a statement of non-availability).  If all nine digits of the SSN are not on the order or other official accompanying document, then all nine digits of the SSN must be on the DD Form 1351-2.  (NOTE:  For Army uniformed members, the travel order must contain all nine digits of the SSN as required by AR 600-8-105, regardless of whether the DD Form 1351-2 contains all nine digits).

			4.	Electronic Funds Transfer (EFT) is the mandatory means by which a travel claim is settled with the DoD (31 U.S.C. § 3332 and DoD FMR Volumes 5 and 9).  Alternate methods of payment may be authorized in limited situations.  Ensure the correct bank routing number and account number is included in either the traveler’s system profile or accompanies the claim on an SF 1199 (Direct Deposit Sign-Up Form).  Military members may update travel-specific EFT information via myPay.  

			5.	Split disbursement is the DoD required method for ensuring that the Government Travel Charge Card (GTCC) is paid promptly.  Ensure that a dollar amount is placed in the proper blank in block 1 if split disbursement is selected.  There is no legal authority for a reviewer or travel approving official to change the dollar amount that the traveler designates in the split disbursement portion of the DD Form 1351-2.  The reviewer or approving official may question the amount or may return the claim to the traveler to adjust the amount, but may not change the amount designated for split disbursement.  Refer to the latest DoD Government Travel Charge Card Regulations for detailed policy surrounding travel and the GTCC.

			6.	Insert all previous payment/advance information, or the word “NONE” if no payments/advances were received, in the block 9 titled “PREVIOUS GOVERNMENT PAYMENTS/ADVANCES.”  

			7.	The itinerary section of the DD Form 1351-2 should reflect the actual travel time and mode of transportation used to perform the travel—what the traveler actually did.  Ensure departure/arrival dates and locations, delay points en route incident to the transportation mode, and TDY points are shown in the itinerary.  Show each date and location where transportation modes change, and use the symbols shown on the back of the DD Form 1351-2 for transportation modes and reasons for stops.  Annotate in block 19 any government meals provided, and ensure all lodging costs listed on the DD Form 1351-2 are complete and correct.  Ensure any leave taken is correctly annotated in the itinerary portion of the DD Form 1351-2.

			8.	Reimbursable expenses must reflect the daily costs/charges and reflect actual costs incurred.  If there are more reimbursable expenses than there are lines on the DD Form 1351-2, the additional items may be claimed on a DD Form 1351-2C continuation sheet, on a separate piece of paper, or annotated in the “REMARKS” block on the back of the DD Form 1351-2.

			9.	Attach supporting documents to the travel voucher (travel orders, lodging receipts, rental vehicle receipts, and receipts for expenses $75 or more).  All expenses of $75 or more require receipts.  Receipts are required for lodging and rental vehicles, regardless of the amount.  (NOTE:  At the discretion of the Approving Official (AO), receipts for expenses of less than $75 may be required).  Receipts must show that the bill has been paid by showing a zero balance, having paid in full across the face of the receipt, or some other specific language showing that the amount due was actually paid.  Attach any applicable statements of non-availability of quarters/mess.  Ensure that all orders, amendments, and revocations are attached as supporting documents.

			10.	The travel office may request any additional factual information, documents, or explanation to justify payment when the facts presented do not contain sufficient authority for, or a complete record of, the travel and duty performed.  The travel office may use any pertinent data or records to verify information submitted by the claimant to prevent a duplicate or incorrect payment.  The travel office accepts information and statements of fact appearing on a voucher or orders, or attached thereto, that were furnished and signed by a claimant or a proper reviewing or approval official as true unless there is reason to question the information furnished.
			
			
			11.	Signatures.

				a.	The traveler must sign and date the claim.  The signature date must be on or after the last day for which expense/reimbursement is claimed on the DD Form 1351-2.

				b.	All claims must have a supervisory review signature and date.  This must be on or after the last travel date on the claim, and must be on the same date as or after the traveler’s signature and date.

  				c.	If any entitlement is claimed on the DD Form 1351-2 that is not authorized on the orders, an after-the-fact approval is required.  Ensure that the proper approving official signs and dates the claim in blocks 21a and 21b of the DD Form 1351-2.  See the JTR for the entitlements that may be approved after the fact.

				d.	If the traveler is incapable of signing their claim, for example is wounded, ill, or deceased, the claim may be signed by an individual having a valid power of attorney or by a court appointed guardian specifying that they may sign military financial documents or travel documents.  In the event a traveler is deceased, the executor of the estate or the appropriate beneficiary as prescribed in DoD FMR, Volumes 7 and 8 may also sign the claim. 
			12.	Travel claims may be submitted by mail, fax, or email.  Where applicable, claims may be hand carried (mostly to the Defense Military Pay Offices for PCS claims).  Travelers are encouraged to retain copies for their own records of all documents submitted.

		B.	Transportation.

			1.	Air travel generally is the most advantageous to the government for   TDY travel.  Airline tickets may be purchased using a Centrally Billed Account (CBA), an Individually Billed Account (IBA), or personally procured by the traveler with cash or their personal credit card.  Travelers with an IBA are required to use the IBA for ticketed transportation.  The airline ticket purchase method (CBA, IBA, or personally procured) must be listed on the travel order.  For the traveler to be reimbursed on the travel claim (DD Form 1351-2), the travel order must state that the ticket purchase is authorized by IBA or personally procured.  Refer to the DoD Government Travel Charge Card Regulations for detailed policy regarding the GTCC. 

			2.	When a transportation mode other than air is used, and the alternate mode is not listed as more advantageous to the government, a cost comparison as described in the JTR must be completed to determine the correct transportation reimbursement.

			3.	Certain transportation modes, such as special conveyances (for example, a rental car or taxi), must be specifically authorized in the orders or approved after the fact on either the DD Form 1351-2 or by an amended order.  Special conveyance use is limited to official travel.  If a rental car is used as the transportation mode between the official duty points but there is no authorization or approval in the orders or on the voucher, the rental car is treated as a privately owned conveyance.  Mileage only is reimbursed, not the rental car expenses.

			4.	A special conveyance is used by the traveler renting the conveyance, and may be used by other authorized drivers as long as the traveler renting the vehicle is at that TDY location.  If the traveler renting the special conveyance departs the TDY location, the special conveyance must be surrendered.  It cannot be used by others at the TDY location.  If other travelers at the site require transportation, they must obtain another special conveyance.

			5.	For rules on insurance and damage to rental vehicles, see JTR, Chapter 2 and DoD FMR, Volume 9, Chapter 4.  Claims for reimbursement of personal funds spent for rental vehicle damages must be supported with receipts and an itemized statement of repairs.  Reimbursement for damages is authorized only when incurred while the vehicle was used on official business.  Claims must be adjudicated by either the Office of General Council (OGC) or Judge Advocate General (JAG) before reimbursement can be made.

			6.	Travel by a privately owned conveyance (POC) or rental vehicle cannot be directed.  

		C.	Administrative Review.

1. After travel completion, the traveler prepares a travel voucher, DD 
Form 1351-2 (Travel Voucher or Subvoucher).  The traveler’s commander/supervisor reviews the completed voucher before sending it to the appropriate travel office for payment.  Organizations designate individuals to perform this review on temporary duty and PCS vouchers.  For separatees and retirees filing a claim for their move to their home of record or home of selection, the in-processing/receipt/control area (depending on the travel office’s configuration) performs the review.  For military PCS claims where the traveler is serviced by a Defense Military Pay Office (DMPO), the DMPO performs the review.  The designated reviewer cannot be the traveler. 

			2.	The commander’s/supervisor’s review is not intended as a payment computation nor is it for approval of items claimed after the fact on the travel voucher.  It is an administrative review to ensure that the claim is complete and proper, complies with the intent of the orders, and is pay ready when received in the travel office.

			3.	The designated reviewer ensures:

  				a.	The claim is presented on an original travel voucher with an original signature and date.

				b.	Administrative data on the travel voucher agrees with the orders.
	
				c.	Copies of the original orders and all amendments or revocations are attached to the travel voucher (DD Form 1351-2).

				d.	Statements of non-availability/confirmation numbers of 
non-availability are attached, when applicable.

				e.	Advance and partial payments are indicated in the appropriate block on the DD Form 1351-2.

				f.	All individual claim items that are $75 or more are supported by a receipt.

				g.	Original receipts for lodging and rental vehicles are attached, regardless of amount.

				h.	The claim is reasonable and consistent with the mission, and items claimed for reimbursement are authorized on the travel order.

				i.	Determine if a traveler’s duty location and subsequent entitlements align with their written local commuting distance policy.

				j.	The traveler did not request reimbursement for expenses incurred solely for personal convenience or pleasure.
		
				k.	The rental car authorized and used was appropriate to the mission and the number of travelers, and its cost was the lowest available to the U.S. Government.

				l.	When foreign currency was used while traveling on official business, the traveler claims reimbursable expenses both in foreign currency and U.S. dollars, showing the rate or rates of exchange and commission charges for procurement of that currency on the voucher.

				m.	The traveler did not use more days than necessary to perform the mission. 

				n.	Leave is appropriately annotated on the DD Form 1351-2.

[bookmark: _Toc454782128]	100403.	Records Retention.  

The National Archives and Records Administration (NARA) regulations require records of paid travel claims and all supporting documents be retained and available for review for six years and three months from the date they are paid.  When an individual retires or separates, the paying travel office will retain copies of the payments in their files (either electronic or manual) for 12 months before sending the documentation to NARA.  

[bookmark: _Ref448310207][bookmark: _Toc454782129]	100404.	Multiple Traveler Payments.

		A.	Use DD Form 1351-6 (Multiple Payments List)  to pay a group of travelers entitled to travel allowances for PCS and TDY performed under like conditions and circumstances.  For example, to pay per diem to students attending courses of instruction and thereby eliminate processing individual vouchers or when several travelers are paid like amounts based on the same circumstances.

		B. 	Do not use DD Form 1351-6 alone.  When circumstances vary (for example, accounting classifications differ or itineraries vary), prepare a separate summary DD Form 1351-2 for each set of circumstances.  
				
		C.	Attach copies of the authorizing travel orders to the original and retained copies of the voucher.

[bookmark: _Toc454782130]	100405.	Accrued Per Diem Payments or Supplemental Payments.

		A.	When the travel office makes two or more payments for travel under the same authority, file copies of the travel order with all vouchers.  Refer to all vouchers on subsequent payments under the same authority.

		B.	If the claimant cannot furnish a copy of the previous voucher(s), subsequent payments are authorized if the traveler certifies in writing the following:

			1.	Date through which last paid and period covered,
			
			2.	Amount paid,

			3.	Name of travel office that made payment; and

			4.	If possible, Disbursing Station Symbol Number (DSSN) and Fiscal 
Station Number (FSN).

[bookmark: _Toc454782131]	100406.	Administrative Corrections.

		A.	If a voucher must be created to correct an error or omission that resulted in a short payment on a travel voucher, adjust that payment on a supplemental voucher for the amount due, using the same form as the original.  For example: use DD Form 1351 for advances and DD Form 1351-2 for settlements.  On the supplemental voucher, show a complete reference to the short payment voucher.  If the amount being paid was claimed on the original voucher, insert “Administrative Correction” in the claimant’s signature block.  Note on the retained copy of the original payment voucher a complete reference to the supplemental voucher. 

		B.	If a voucher must be created to correct a travel office error or omission (for example, to compute and collect taxes) the travel office prepares the DD form 1351-2, and provides a complete reference to the original claim and the reason for the adjustment.  Insert “Administrative Correction” in the claimants signature block.

		C.	The travel supervisor or higher authority must approve “Administrative Correction” vouchers, and sign and insert their title immediately below the claimant’s signature block.

[bookmark: _Toc454782132]1005	APPROPRIATIONS AVAILABLE FOR TRAVEL AND TRANSPORTATION ALLOWANCES

[bookmark: _Toc454782133]	100501.	General.  

Make every effort to charge the correct accounting classification.  Resources to determine the correct accounting classification include DoD FMR Volume 4; Chapter 8 of this regulation; DFAS-IN Manual 37-100-Fiscal Year (FY); or the order issuing official.  The accounting classification normally appears on the travel order.  If there is a change to the accounting line, unless otherwise directed by the fund holder, the travel office may accept the correct accounting line via email, memorandum, or fax.  If the fund holder requires an amended order to correct the accounting line, they will provide the amended order with the correct accounting data.  

[bookmark: _Toc454782134]	100502.	Military PCS Appropriation.

		A.	Fiscal Year Appropriation.  See Chapter 8 of this regulation for obligation rules.  A synopsis is provided below:

			1.	PCS.  Except as provided in paragraph 100503-B below, charge the cost of a PCS to the fiscal year appropriation current as of the effective date of orders.

			2.	Non-temporary Storage (NTS) of Household Goods (HHG) for Periods Involving Multiple Fiscal Years.  When commercial storage of HHG is continuous for a period involving more than one fiscal year, the costs are charged to the current fiscal year appropriation in which the service is rendered.

			3.	Unit Move.  When an entire unit moves, funds are charged based on the date of the unit’s departure from its station.

		B.	Military Personnel Army (MPA) Appropriation.  Charge military PCS costs to the MPA appropriation.  A list of allowable costs, plus allotment serial numbers, is in the DFAS-IN Manual 37-100-FY.

		C.	Movement Designator Code (MDC).  MDCs act as a substitute for a long line of accounting on MPA funded PCS orders.  The MDC crosswalks to a long line accounting classification.  The conversion tables of MDCs are in DFAS-IN Manual 37-100-FY.

		D.	Leave Travel in Connection with Consecutive Overseas Tours (COTs).
Charge the leave taken between an overseas PDS and another overseas PDS, or leave between consecutive tours at the same overseas PDS, to the PCS appropriation.
[bookmark: _Toc454782135]	100503.	Determining Appropriations When Multiple Fiscal Years are Involved.

		A.	TDY.

			1.	Charge per diem and transportation expenses to the fiscal year in which travel occurs.

			2.	Charge other reimbursable expenses to the fiscal year in which the expense occurs.

		B.	Transportation.  Charge the cost of roundtrip airfare to the appropriation current on the date travel begins.

		C.	Orders with Fund Citations for Two Fiscal Years.  When orders involving two fiscal years are issued before publication of next year’s DFAS-IN Manual 37-100-FY, no amendment to add the new fiscal year fund cite is necessary unless the funding activity requires an amendment for funds control and accountability.  When the order involves two fiscal years, both fiscal years must be cited on the order.  The travel office/AO ensures that the correct amounts are charged by fiscal year and accounting classification.  If the funds for next year’s travel are not available when the orders are prepared, insert the sentence “Subject to availability of funds” after the fiscal year fund cite for which funds are not yet available.

[bookmark: _Toc454782136]	100504.	PCS with TDY En Route.

		A.	TDY of One Day or Less.  Charge TDY of one day or less to the MDC on the PCS order, or in the case of the reserve components, to the long line accounting classification on the PCS order.

		B.	TDY of More than One Day.

			1.	TDY of more than one day (for example, for briefing or special instructions) is funded by the agency requesting the TDY.  The requesting agency is charged for all the TDY per diem allowances, and any transportation cost in excess of the direct travel from the old station to the new PDS.  When the travel involves two fiscal years, split funds appropriately.

			2.	Charge per diem and expenses while awaiting transportation at ports, or during processing for separation or retirement, to MPA.

			3.	Charge TDY en route or TDY and return, as follows:

				a.	Charge per diem for TDY en route to the old PDS (as listed in DFAS-IN Manual 37-100-FY).

				b.	Costs for PCS with TDY en route travel must be split between the MDC and the TDY accounting classification.  Charge en route travel and transportation costs for PCS to the MDC current on the effective date of the PCS orders.  Charge days at the TDY station to the TDY accounting classification.

				c.	TDY at DA schools may be performed before or after a PCS.  This requires issuing a special PCS order in accordance with AR 600-8-105, Military Orders, for the selected option.  Charge costs as specified in DFAS-IN Manual 37-100-FY.
			 
[bookmark: _Toc454782137]1006	TRAVEL ALLOWANCES

[bookmark: _Toc454782138]	100601.	General.

		A.	Applicability.  

This section supplements the JTR and DoD FMR, Volume 9 as indicated.

		B.	Types of Travel Allowances.  

When a uniformed service member or civilian employee performs official travel, the Government is responsible for transportation and/or per diem allowance.  Per diem consists of three elements:  lodging, meals, and incidental expenses (meals and incidental expenses are expressed as M&IE).  The type of per diem allowance paid depends upon several factors such as the mode of transportation reimbursed, the length of travel, provided services, and other factors identified in detail in the JTR.  Certain other expenses directly related to the ordered travel are reimbursable.  These reimbursable expenses are specifically identified in JTR Chapter 2, Part M.  There is also a quick reference table in JTR, Appendix G.  

[bookmark: _Toc454782139]	100602.	TDY Travel.

		A.	Types of Travel Allowances for TDY Travel.  

The JTR, Chapter 4 identifies the types of TDY travel most often performed.  The JTR, Chapter 7, provides guidance for special circumstance TDY.  

			1.	Temporary Change of Station (TCS).  Do not confuse a military TCS with a civilian TCS.  Their entitlements are substantially different.

				a. 	The U.S. Army uses the term TCS for a specific type of military TDY.  TCS is used by the military personnel community to track certain contingency travel.  A TCS is determined by Headquarters, Department of the Army (HQDA), and is not a locally declared type of TDY.  It is long term TDY for a military member.  The Army will normally issue specific entitlement guidance from HQDA for military TCS travel.

				b.	For a civilian employee, TCS is an option for TDY that will last between six months and 30 months.  A civilian TCS has very specific entitlements.  These entitlements mirror the PCS entitlements, except for the real estate entitlement.  See JTR, Chapter 4 for detailed rules on a TCS.
			2.  	Tax Consequences.  If a civilian employee is TDY at one location for more than one year, the Internal Revenue Service (IRS) considers the TDY funds as taxable income.  To interrupt the one-year clock, the traveler must have a seven-month break before returning to the same TDY location.  For additional information, see the JTR and the IRS rules.

		B.	Registration Fees.

			1.	Reimbursement is authorized for registration fees charged by Army command(s), agencies, and activities for conferences, meetings, or seminars.  Fees cover the cost of guest speakers, and administration expenses (e.g., books, pamphlets, certificates, and supplies.)  Itemized registration fees show what costs the fees cover.  If the event hosts do not itemize a registration fee, the traveler must request itemization before submitting the registration fee for reimbursement.

			2.	Reimbursement incident to attendance at meetings and conferences of private organizations:

				a.	37 U.S.C. § 412 provides that DoD appropriations available for travel may not, without approval of the Secretary of the Army, or designee, be used for expenses incident to a traveler’s attendance at meetings sponsored by technical, scientific, professional, or other non-federal organizations (see AR 1-211).

				b.	5 U.S.C. § 5946 provides that unless authorized by the express terms of an appropriations act, or by 5 U.S.C. § 4109 or § 4110, appropriated funds may not be used to pay the expenses of an individual to attend the meetings or conventions of members of a society or association.  

				c.	Reimburse registration fees for authorized attendance at meetings of private organizations based on the JTR.  A receipt is required for reimbursement when the registration fee is $75 or more.  When the registration fee includes meals or lodging, compute per diem as though the U.S. Government furnished the meals or lodging.  Obtain this information regarding meals and lodging from the traveler.

			3.	When meetings, conferences or training are held in the local area and a travel order is not issued, an SF 1034 (Public Voucher for Purchases and Services Other Than Personal) is used to reimburse registration fees.  These registration fees are reimbursed as miscellaneous payments.  If attendance is authorized on a travel order, normal TDY procedures apply.

		C.	Early Reporting for TDY (Including Service Schools).

			1.	Travelers may not receive per diem allowances for reporting to TDY stations before the reporting date specified in the orders or before the date the TDY (other than courses of instruction) is scheduled to begin.

			
			2.	Correct the early reporting date to courses of instruction when such courses of instruction are less than 20 weeks by amended or corrected orders, provided the early reporting is not solely for the traveler’s personal convenience.  The commandant of the service school takes the corrective assignment action.

		D.	Continuation of Per Diem Allowances.  

Per diem allowances continue when uniformed service members are at the TDY stations (service schools) in an attached non-student status pending further assignment, other administrative delays, or for any reason not a result of an Army uniformed member’s personal request.

		E.	Flat Rate Per Diem for Long-Term TDY.

Travelers on long-term TDY receive a flat rate per diem allowance that is 75% of the locality per diem rate for TDY periods over 30 days but not exceeding 180 days.  A flat rate per diem allowance for TDY in excess of 180 days is set at 55% of the locality per diem rate.  Detailed information about long-term TDY flat rate per diem, including examples, is provided in JTR Chapter 4, Part B, Section B4.

[bookmark: _Toc445108095]		F.	Per Diem Rate for Exceptional OCONUS Conditions.

Travelers in OCONUS locations who are living in conditions that seriously affect their mission, health, welfare, and safety, and which would result in extreme personal hardship, receive the full per diem rate for M&IE.  The JTR Chapter 4, Part B provides more information about this and other conditions that may affect per diem reimbursement.

		G.	Lodging.

Per JTR Chapter 1, Part B, paragraph 1265, travelers who are TDY to an Integrated Lodging Pilot Program (ILPP) location are directed to use DoD-preferred commercial lodging if government lodging is not available.  If commercial lodging is available and not used, reimbursement is limited to the amount the government would have paid if used.  The Defense Travel Management Office (DTMO) lists the ILPP sites here: http://www.defensetravel.dod.mil/Docs/ILP_Pilot_Start_Dates.pdf. 

			1.	All DoD travelers must use the DTS (or CTO if DTS is not available) to make lodging reservations.  See JTR Chapter 1, Part B.  Travelers not utilizing the DTS must obtain lodging or statements of non-availability to receive full reimbursement under the ILPP.

			2.	In March 2016, the ILPP expanded to enable travelers to make reservations for Public-Private Venture (PPV) lodging sites in the DTS.  The DTMO website provides details.

	

[bookmark: _Toc454782140]	100603.	Field Duty.

		A.	Purpose.  

This paragraph prescribes TDY per diem allowance policies and procedures for uniformed service members and civilian employees who participate in activities designated as field duty by appropriate authorities.  See JTR, Appendix A for definitions of field duty.  Entitlements under field duty conditions are located in JTR, Chapter 4.

		B.	Responsibilities.

			1.	The order issuing authority ensures orders comply with AR 600-8-105 (Military Orders) for uniformed service members, and the JTR for civilian employees.  The orders must specifically state “field duty.”

			2.	The senior commander of operations or exercise director issues “nonavailability information” when U.S. Government quarters or mess are unavailable during the field duty period.

[bookmark: _Toc454782141]1007	TRAVEL OF RESERVISTS/SPECIAL CIRCUMSTANCE TRAVEL

[bookmark: _Toc454782142]	100701.	General.

		A.	For travel purposes, the term “reserve component (RC) member” refers to members of the U.S. Army Reserves and the U.S. Army National Guard.  For reserve component travel, there are four basic travel categories:  active duty with pay, active duty without pay, inactive duty with pay, and inactive duty without pay.  Senior Reserve Officers’ Training Corps (SROTC) and retiree recalls are also categorized under the reserve component heading.  Within each category are numerous designations.  Some of the most common are addressed in this section. 

		B.	When determining RC entitlements in the JTR, refer to JTR Chapter 7.  If Chapter 7 refers to another chapter in the regulation, only then do those chapters apply to RC travel.  

		C.	For an RC member called/ordered to active duty with pay, the address/Place from Which Entered or Called to Active Duty (PLEAD) in the standard name line of the orders is where the travel entitlement begins.  

		D.	Permanent Duty Station:  For an RC member, the PDS may vary depending on the type of duty being performed and the traveler’s status at the time they are called/ordered to active duty:

			1.	For RC members normally in a civilian status, who are called/ ordered to active duty, their PDS for the TDY purposes/order is their home.

			2.	For RC members on a full time active duty tour (PCS tour), their PDS is their designated permanent duty station on their call/order to active duty.  If the member is being called from civilian status to a full time PCS tour, their originating PDS is their home, and the PCS order takes them to their new PDS as designated on the PCS order.

			3.	For RC members on inactive duty, their PDS for inactive duty travel purposes is their normal assigned station for inactive duty drills/battle assembly.

[bookmark: _Toc454782143]	100702.	Reserve Component Members Called to Active Duty (AD). 

		A.	Active Duty (AD) With Pay.

			1.	RC members ordered to AD with pay are entitled to travel and transportation allowances as prescribed in JTR, Chapter 7.  Orders for RC members on active duty with pay may refer to the duty as active duty for training (ADT), annual training (AT), active duty operational support (ADOS), contingency operation for active duty operational support (CO-ADOS), and active duty for special work (ADSW), as well as TDY.  These categories all have specific meaning within the personnel community.  Of these, only AT is specifically mentioned in the JTR.  Pay close attention to the orders verbiage, as many of the active duty with pay designations may be TDY or PCS. 
 
			2.	Issue advances in accordance with DoD FMR Volume 9, Chapter 5, and paragraph 101001 of this regulation.  For ADT travel, there is no authorization for an advance payment for travel to and from the ADT or training duty station.  For Army National Guard members, the servicing USPFO pays the advance.

			3.	Voucher payments follow standard voucher processing rules.  Use the DD Form 1351-2 for claims.  Ensure all appropriate supporting documents, such as orders, statements/confirmation numbers of nonavailability, and appropriate receipts accompany the travel claim.  

		B.	Active Duty (AD) Without Pay.  

RC members ordered to active duty without pay are entitled to travel and transportation allowances as prescribed in JTR, Chapter 7.

[bookmark: _Toc454782144]	100703.	Reserve Component Members Ordered to Inactive Duty Training (IDT).

Guidance addressing IDT (with or without pay) can be found in JTR, Chapter 7.  IDT is also sometimes referred to as drill, battle assembly, or M-Day duty.  IDT orders are usually provided when the IDT is at a location other than the member’s normal assigned duty location.  There are certain entitlements that may be payable to the member in such a case.  Refer to JTR, Chapter 7 for information on those entitlements.  

	

[bookmark: _Toc454782145]	100704.	Travel of Cadets.

Service academy cadets/midshipmen shall receive travel and transportation allowances as prescribed in JTR, Chapter 7.

[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: OLE_LINK3][bookmark: _Toc454782146]1008	MILITARY COURTS/BOARDS ATTENDEES – WITNESS TRAVEL

	100801.	 Uniformed Service Member.  Military personnel required to appear as a witness for the U.S. shall receive the travel and transportation allowances as prescribed in JTR, Chapter 7.

	100802.	Civilian Employees.  Civilian personnel required to appear as witnesses for the U.S., shall receive travel and transportation allowances as prescribed in JTR, Chapter 7.
	
	100803.	Individuals not Employed by the U.S. Government.  Individuals not employed by the U.S. Government travel on invitational travel authorizations (ITAs).  If an individual is called to be a witness in more than one case on the same day, they do not receive duplicate per diem or travel expenses.  Refer to JTR, Part L for details on the actual entitlements for such individuals.
			
	100804.	Witness Not Subpoenaed.

		A.	A person requested, but not subpoenaed, to appear as a witness at a trial or hearing before a court or other body authorized to require the attendance of witnesses by compulsory process, who voluntarily complies with the request, is entitled to the mileage allowances payable to witnesses who attend a hearing in obedience to a subpoena (36 Comptroller General Decision 777).  In a courts-martial case, a valid request to appear as a witness may be made only by the summary courts-martial or the trial counsel.

		B.	There is no entitlement to mileage for a person who is not subpoenaed, summoned, or requested to appear, but who voluntarily appears and testifies to matters considered pertinent to an inquiry being conducted (9 Comptroller General Decision 255).  There is no travel or transportation reimbursement for dependents traveling with a witness.

	100805.	Expert Witnesses (Persons not in U.S. Government Employ and Not Members of the Uniformed Services).

		A.	When the services of an expert witness is necessary during a trial by a military court, the trial counsel requests the convening authority to authorize an expert before such employment (Rule 703(d), Manual For Courts-Martial).  The ITA should state the compensation recommended by the prosecution and defense.  In addition, travel allowances authorized in the JTR may be authorized for travel to and from the place of trial.  The terms of the ITA should be specific if the compensation includes travel allowances to and from the place of trial or specify the travel allowance authorized in addition to the compensation.  Without the authorization and the prescribed procedures, only the ordinary travel allowances may be paid for the use of the witness.
		B.	Except as provided in this paragraph, a U.S. Government employee (or Army uniformed member) who solicits the aid of a professional person/expert to aid in the performance of duties involving a military court proceeding, may not obligate the U.S. Government for expenses or charges related to the professional or expert aid.

[bookmark: _Toc454782147]1009	REIMBURSEMENTS FOR OTHER TRAVEL

[bookmark: _Toc454782148]	100901.	General.  

This section contains instructions on the preparation of claims for expenses incurred while performing official travel within and around a PDS, dependent travel, and personally procured moves.  

[bookmark: _Toc454782149]	100902.	Local Travel Authorization and Control.

		A.	Authorization.  Orders are not normally issued for travel in and around the permanent duty station.  Such travel is usually performed on the basis of verbal authorization.  Local commanders are responsible for determining requirements for transportation, subsistence, lodging and other expenses before requiring the duty, and before issuing orders if orders are required.

		B.	Control.  The installation or activity commander, the State Adjutant General (for the ARNG), and the Reserve Support Component commander (for the USAR) will institute controls governing reimbursement for local travel, which includes but is not limited to the accomplishment of the following:

			1.	Provide a written policy defining the local area.  See JTR, 
Chapter 2.  

			2.	Designate individuals authorized to approve local travel.

			3.	Issue guidelines for reimbursement, and proper travel authorization before travel is performed.

			4.	Detailed review of reimbursement travel vouchers by the approving official before submission.

			5.	Periodically review installation procedures and actual practices pertaining to local travel by the internal review staff personnel.

[bookmark: _Toc454782150]	100903.	Travel Within and Around PDS. 

		A.	Preparation of Standard Form (SF) 1164. 

			1.	Use SF 1164 to claim local transportation and other expenses incurred in the performance of official business within and around the PDS.
			2.	The claimant prepares the SF 1164 listing the expenditures incurred, signs and dates it before submitting it to the approving official.

			3.	Block-by-block instructions for completing SF 1164 are provided in Annex A, section A003.
			
		B.	 Approval of SF 1164 for Reimbursement.

			1.	Designation of Approving Official(s).  Approvals are required on all vouchers claiming reimbursement for travel within or adjacent to an installation or activity.  The installation or activity commander designates official(s) to approve vouchers for local travel.

			2.	Signature Card.  The approving official must have a  (Appointment or Termination Record – Authorized Signature).  Include a statement on the signature card indicating the specific type of vouchers that may be approved by the designated official.

			3.	Approving Official Responsibilities.  The official designated to approve vouchers is responsible for:

				a.	Determining that the travel is authorized and performed and that the mode of transportation used was most advantageous to the Government.

				b.	Advising travelers of the information required from them in order to receive reimbursement.

				c.	Reviewing the validity of items claimed by the traveler.

				d.	Inserting the appropriate accounting classification to be charged on the SF 1164.

				e.	Approving the voucher for payment.

				f.	Forwarding the claim to the proper paying travel office.

		C.	Settlement Procedure for SF 1164.  The travel office is responsible for:

			1.	Ensuring that each voucher contains the information needed to establish entitlement to payment.

			2.	Ensuring that each voucher was approved.

			3.	Using any available data or records to verify that the information submitted by the claimant is not a duplicate or incorrect payment.

			4.	Ensuring that computations of amounts due are correct.
			5.	Checking the accounting classification in DFAS-IN Manual 37-100-FY to assure that the accounting classification is valid, applicable, and complete.
			
[bookmark: _Toc454782151]	100904.	Dependent Travel Vouchers.  

		A.	Filing Procedures.  When claiming reimbursement, submit the following: DD Form 1351-2, travel orders authorizing the PCS (or other specific dependent travel authorization), airline ticket information, lodging receipts (regardless of amount), and miscellaneous receipts for $75 or more.  For more information regarding dependent travel, refer to the JTR, Chapter 5 and DoD FMR, Volume 9.

		B.	Dependency Determination for Travel.

			1.	For military members, dependent travel and transportation allowances are based on the dependency status on the PCS order effective date. 

			2.	For civilian travelers, dependency is determined by their status on the date the employee reports for duty.
			
[bookmark: _Toc454782152]	100905.	Personally Procured Move (formerly known as Do-It-Yourself (DITY) Move).

		A.	Authority.  

General provisions governing entitlement to transportation of HHG under the Personally Procured Move (PPM) program are set forth in JTR, Chapter 5.  The statutory authority is 37 U.S.C. § 406(k) and DoD FMR, Volume 9.

		B.	General.

			1.	The PPM program applies to military members only. 

			2.	The PPM move should be authorized in advance by the Transportation Officer (TO) shown on DD Form 2278 (Application for Do-It-Yourself Move and Counseling Checklist).  The TO must sign the DD Form 2278 regardless of whether the military member visits the transportation office or uses the self-counseling feature available at some installations.  After-the-fact approval is available under extenuating circumstances through the Secretarial Process. 

			3.  Military TDY PPM Vouchers.  Of major importance in processing this type of claim is to ensure that “specific authorization” for the PPM is on the TDY orders.  Without the specific authorization on the orders, no PPM is payable.  In addition, counseling by the Transportation Officer is required and a DD Form 2278 must be provided.  Regulatory guidance for TDY PPMs is in JTR, Chapter 4.

			
			4.	A civilian traveler can arrange a PPM, but does not receive 95% of the cost difference. 

		C.	Travel Allowances for Military Member and Dependents also Payable.  

A military member who uses the PPM method to move HHG incident to a PCS is authorized PCS travel allowances for self and dependents if they travel to the new destination in the rental truck or POC approved for the PPM move.  All entitlements are processed on the DD Form 1351-2.

		D.	PPM Option.  

The PPM option is available to all military members for movement of HHG or personal baggage for PCS, TDY, or local moves.  The program is entirely voluntary and is an alternative mode of shipment for all or a portion of the member’s weight allowance.  The PPM method of moving HHG is a monetary incentive program that authorizes a military member to be paid 95% of what it would have cost the Government to move the HHG.  PPM incentives are taxable income to the member.

		E.	Responsibilities of the Transportation Officer Before Movement.  

The TOs first responsibility is to counsel the military member on the PPM and to make the initial cost comparison.  The origin TO provides the member with a copy of a DD Form 2278, with the estimated cost of moving the member’s HHG and the estimated incentive payment.  If the PPM method is used, written authorization by the TO is shown on the DD Form 2278.

		F.	Paying Office. 

			1.   	The travel office servicing the member’s permanent duty station makes the PPM payment, along with other related travel payments, unless specifically designated otherwise.

			2.	Separation or retirement claims are submitted to the DMPO providing finance service to the member at the time he/she applies for the PPM move.

			3.	When a military member is assigned outside the continental United States (OCONUS) and the HHG are moved to a designated location, the incentive payment may (Chapter 5, HHG) be made before completion of the member’s travel to the new PDS, or the member may file when in-processing at their new PDS, providing the following criteria are met:

				a.	Movement of the HHG is completed.

				b.	Military member submits the documentation required by paragraph 100905-G below.

				c.	The same DMPO/travel office should make the payment for the PPM move that makes payment for travel allowances for dependents that move to an alternate or designated place.  If different from the member’s servicing travel office, forward a copy of the paid travel voucher with a copy of the travel orders to the travel office servicing the member’s account.  

		G.	Supporting Documents Required for PPM Settlement.

			1.	After completion of the move, the military member submits a 
DD Form 1351-2, with the following required supporting documents, to the DMPO/travel office designated in block 4(h), on DD Form 2278:

				a.	Three copies of travel orders.

				b.	Certified weight tickets (Tare and Gross) for each vehicle loaded unless use of constructed weight was approved in advance by the TO.  PPM incentive cannot be paid without valid weight tickets or approved constructed weight by the TO.

				c.	Three copies of DD Form 2278.

				d.	A written or typed statement from the member listing the total expenses incurred for the PPM move.  The statement does not have to be itemized.  The operating expenses normally consist of, but are not limited to, vehicle rental, packing materials, moving equipment, gas, oil, tolls, storage, special permits, and other miscellaneous expenses related to the PPM move.

			2.	The DD Form 1351-2 must be filed even if an incentive payment is not payable.  Failure to file will result in the collection of any advance operating allowances paid.

[bookmark: _Toc439940813]		H.	PPM Travel Settlement Processing.

			1.	Travel office control section personnel verify that all supporting documents are present and that the DD Form 1351-2 is completed and signed by the member and appropriate reviewer.   

			2.	The control section blocks the voucher if all required documents are present and passes it to the processing section for computation.  If all documents are not present or one or more documents are incorrect, the control section logs the voucher into the IATS using the appropriate reject information; generates the reject letter; and returns the documents and reject letter to the member for correction.

			3.	The processing section processes the PPM through the IATS.  The processing voucher examiner prints the voucher and assembles it with the submitted documents.	

			4.	The examiner gives the package to the team leader for review.  Upon review, the examiner makes any corrections necessary.  The reviewer then confirms that the corrections have been made and releases the block to the disbursing section for processing.

		I.	Advance Operating Allowance.

			1.	The amount of the advance operating allowance that may be made to the military member is 60% of the estimated Government Bill of Lading (GBL) cost for the estimated weight to be shipped.

				a.	To receive an advance operating allowance, the military member must present DD Form 2278 and two copies of travel orders to the servicing travel office/DMPO.  

				b.	The following statement will be typed or stamped on the DD Form 1351-2:  “If the advance operating allowance exceeds the cost to the U.S. Government,
repayment must be made for the excess amount.”
		
		J.	Computation of Government Bill of Lading or Local Move Cost.  

The Transportation Office is responsible for computing the GBL cost and furnishing the worksheet reflecting the GBL cost for the net weight shipped based on the weight tickets furnished.

		K.	Tax Withholding.  

See DoD FMR Volume 9, Chapter 6.  The travel office will perform the following for all PPM payments:

			1.	Issue the military member a TD Form W-2.  Retain a copy of the PPM voucher and the TD Form W-2 for three years.

			2.	Verify the correct amount of federal tax withheld is charged to the correct appropriation as required by DFAS-IN Manual 37-100-FY.
	
[bookmark: _Toc454782153]1010	ADVANCES OF TRAVEL ALLOWANCES (UNIFORMED SERVICE MEMBERS AND CIVILIAN EMPLOYEES)

[bookmark: _Toc454782154]	101001.	Authority.  

Provisions for travel allowance advances are in 37 U.S.C. § 404 and 5 U.S.C. § 5705.  The JTR indicates which entitlements may be considered for advances, and DoD FMR, Volume 9 provides guidance on advances.  This section provides additional direction for issuing advances.

[bookmark: _Toc454782155]	101002.	General.  

Travel advances are for necessary expenses while traveling on official business.  The travel office will issue only a percentage of actual entitlements as an advance.  When travel is canceled and not performed, the advance is immediately repayable.  When the amount of an advance exceeds the earned entitlement, the excess is immediately repayable.

[bookmark: _Toc454782156]	101003.	When Payment is Authorized.  

		A.	All official travelers eligible for the Government Travel Charge Card must obtain and use the card for needed advances and all other official business travel costs.  Automated Teller Machine (ATM) advances will not be obtained more than three working days before the scheduled departure date of any official travel.  

		B.	Those travelers ineligible for the GTCC shall obtain needed advances directly from their servicing travel office.  Payment is authorized only in connection with an actual or pending travel status evidenced by competent orders, and usually not made earlier than 10 days before travel begins.  Local commanders may authorize exceptions to the 10-day restriction.

[bookmark: _Toc454782157]	101004.	When Payment is Not Authorized.

		A.	Payment is not authorized for travel of military members to their first permanent duty station unless they:

			1.	Have prior service.

			2.	Are in the Hometown Recruiter Aid Program.

			3.	For ROTC graduates, they are reporting to their initial active duty tour.

		B.	RC members ordered to active duty at a military installation are not given an advance until they report to the active duty site.

		C.  	Certain civilian employee relocation entitlements (such as real estate and miscellaneous expense) are not eligible for advance payments.

		D.	Other restrictions may be established by the local commander or servicing travel office/DMPO.

[bookmark: _Toc454782158]	101005.	Number of Advances.  

Generally, one advance is made under the same set of orders.  When periods of TDY exceed 45 days, or circumstances change which requires additional expenditures, an additional amount may be advanced.

	

[bookmark: _Toc454782159]	101006.	Processing of Travel Advances.

		A.	Requests are sent to the appropriate travel office, which confirms the presence of travel orders.  Include a header sheet or memorandum containing pertinent information such as a type of lodging to be utilized (i.e., government or commercial quarters) and the projected nightly cost, as well as a phone number where the traveler may be reached.  EFT is mandatory except in limited situations (DoD FMR, Volume 9).	

		B.	The advance is computed paying close attention to whether or not the traveler has a GTCC and in accordance with current guidelines depending upon the type of travel involved.  Upon completion of the computation, the processing section releases the block for passing to the disbursing division or the DFAS-IN Directorate for Centralized Disbursing as appropriate.

[bookmark: _Toc454782160]	101007.	Payment of Travel Advances.

		A.	Use DD Form 1351 to pay an advance to an individual traveler.  Use DD Form 1351-6 to pay multiple travelers.

		B.	All advance vouchers processed through IATS should contain the following statement:  “Settlement of this advance should be made within five days after your arrival at your ultimate station or upon completion of the TDY.  If settlement of the advance is not made within 30 days after the completion of the travel or TDY, the advance and a $15 administrative fee may be deducted from your next regular pay.  Submission of travel voucher upon completion of travel is required, even though the amount of your expenses equals or exceeds your advance.”  

		C.	Pay advances in even dollar amounts.

		D.	For accrued per diem payments, see paragraphs 100405 and 101102-A.

[bookmark: _Toc454782161]	101008.	Computation of Advances.

		A.	Compute the amount of travel advances in amounts commensurate with authorized entitlements shown on the travel order and anticipated out-of-pocket expenses of the traveler.  Refer to the JTR for the entitlements that may be advanced.

		B.	Limit personnel authorized an advance to 80% of the per diem rate applicable to their TDY point, plus 100% of other miscellaneous expenses.  For PCS, limit travelers to 80% of travel and transportation allowances.  See paragraph 101011 below for guidance on advances issued to separating or retiring military members.  

[bookmark: _Toc454782162]	101009.	Settlement of Travel Advances.  

Settlement of an advance should be made within five days after completion of the travel to the new permanent duty station or completion of the TDY. 
[bookmark: _Toc454782163]	101010.	Processing Settlement Vouchers.  

When processing the settlement voucher, deduct the amount of the advance from the entitlement amount due.  If the amount of the advance is the same as or exceeds the travel entitlement, then process the voucher as a no pay due.

		A.	If the amount due the traveler is less than $1, the per diem entitlement will be adjusted so that the dollar amount of the voucher equals zero.

		B.	If the amount due the U.S. is $10 or less, the per diem entitlement will be adjusted so that the dollar amount of the voucher equals zero.

		C.	If the amount due the U.S. is more than $10, a notice of indebtedness will be sent to the traveler by the appropriate debt management section.  

[bookmark: _Ref448312351][bookmark: _Toc454782164]	101011. 	Separation or Retirement.   

Advances and travel entitlements are authorized for separating or retiring military members.  Retirees can receive 100% of the MALT allowance for themselves and their dependents, plus 80% of the per diem based on the anticipated mode of transportation.  For separating military members, refer to the JTR for appropriate amounts.  

		A.	Separation or retirement travel entitlements are not earned until the actual date of separation or retirement has occurred.  Therefore, settlements cannot be processed until after the date of separation or retirement.

		B.	Advances cannot be made after the date of separation or retirement, except in the case of retirees who have one year in which to make a final move to their home of selection (HOS).
			
		C.	Advances issued to separated/retired military members will be monitored by the appropriate debt management area.  

[bookmark: _Toc454782165]1011	TRAVEL OFFICE RESPONSIBILITIES/PROCEDURES

[bookmark: _Toc454782166]	101101.	General.

		A.	Actions Processed.  

Travel offices process TDY and PCS travel for military members and civilian employees, PPM travel for military members, local travel for military and civilians, and special circumstance travel.  Travel offices also process advances of travel allowances.  

		B.	Orders.  

Travel and transportation allowances are based on valid orders, which must accompany all requests for travel payments other than local travel.  Orders are prepared by the funding activity or the activity requiring the travel.  Orders must comply with the JTR for civilian employees and AR 600-8-105 for Army service members, and may be prepared manually or by an automated system.  Travel orders prepared by other agencies/services may be on different forms/formats, but must contain the same information as required by the JTR.

		C.	Processing Time.  

The DFAS standard for processing TDY travel settlements is eight working days.  During the summer surge months from June to September, the standard is 96% of travel settlements to be paid within 10 working days.  The time begins with receipt of the settlement voucher in the travel office and ends when the payment is made.  This time may be altered by the Mission Work Agreement between DFAS and its customers.

		D.	Traveler’s Copies.  

Travelers should keep a copy of all documents provided to and received from the travel office.

		E.	Payment Methods.  

Electronic Funds Transfer is the DoD mandatory method of payment.  There are instances when payment methods other than EFT may be used.  For those exceptions, refer to DoD FMR Volumes 5 and 9.

[bookmark: _Toc454782167]	101102.	Claims.

		A.	Accrued Per Diem Payments.

			1.	General.  When a traveler is TDY over 45 days and additional funds are necessary, the traveler submits a DD Form 1351-2 for payment of per diem allowances accrued during the preceding 30-day period.  The travel office accepts these claims by mail, fax, or email.  
			2.	Traveler Responsibility.  Submit copies of all accrued payment vouchers with the final settlement voucher.
			
		B.	Final TDY Settlement Vouchers.

			1.	General.  The travel office accepts final (as distinguished from accrual) TDY settlement vouchers by mail, fax, or email.  Claims for TDY are submitted using 
DD Form 1351-2 (Travel Voucher or Subvoucher).

			2.	Traveler Responsibility.  The traveler will file the travel settlement claim within five working days after travel completion.  The final claim will reflect the entire TDY period, from the time the individual left their PDS until the individual returned to their PDS.  All accrual payments and advance payments will be annotated in block 9 of the DD Form 1351-2.  If additional room is needed, the traveler will continue in the “Remarks” section (block 29) of the DD Form 1351-2.  The traveler will submit copies of all previous payments with the final claim, along with a copy of the travel orders, required receipts, and support statements, such as a statement of non-availability.  The final DD Form 1351-2 itinerary will reflect all travel performed, and will annotate periods when payments were made in other travel systems (for example, through the DTS).  

			3.	Travel Office Responsibility.  The travel office computes the final travel settlement voucher from the time the traveler left the PDS through the traveler’s return to the PDS.  The travel office will deduct any previous payments (accruals/advances) to arrive at a final settlement amount.

				a.	Payment Due to Traveler.  The travel office provides the traveler with a copy of the final travel settlement voucher by email.

				b.	Payment Due U.S.  The travel office provides the traveler with a copy of the final travel settlement voucher.  A notice of indebtedness will be sent to the traveler by the appropriate debt management area.  

		C.	Military TDY PPM Vouchers.  

Of major importance in processing this type of claim is to ensure that “specific authorization” for the PPM is on the TDY orders.  Without the specific authorization on the orders, no PPM is payable.  In addition, counseling by the transportation officer is required and a DD Form 2278 must be provided.  Regulatory guidance for TDY PPMs is in JTR, Chapter 4.

		D.	Civilian Employee PCS Travel Settlement Vouchers.  

Claims for civilian relocation entitlements are made on the DD Form 1351-2 and can be accepted via mail, fax, or email.  The provisions of the JTR are used to file, settle, and adjudicate a civilian PCS claim.  Most of the civilian relocation entitlements are taxable income to the traveler.  Travel offices will compute, collect, and remit federal income taxes, Medicare taxes, and where appropriate, Federal Insurance Contributions Act (FICA) taxes from civilian relocation entitlements as required by the IRS rules.  Travelers will be provided a TD Form W-2 that is separate from and in addition to the TD Form W-2 they receive for their salaries.

		E.	Supplemental Claims.

			1.	General.  There are two types of supplemental claims:  those caused by an error at the travel office, and those caused by an error/omission/change by other than the travel office (for example, the traveler or order-authorizing official).

			2.	Travel Office Error.  If the travel office makes an error based on a properly completed and submitted claim, the travel office prepares an administrative correction supplemental voucher and makes payment or collection accordingly.  For example, if a traveler claims valid “other reimbursable expenses” and the travel office neglects to pay them, the travel office prepares an administrative correction and pays the additional payment without the traveler submitting additional paperwork.  The travel office properly documents the reason for the additional payment and attaches the documentation to the corrected voucher.  The corrected voucher will reference the original voucher.  The administrative correction supplemental DD Form 1351-2 must be signed in the traveler’s signature block by the examiner processing the supplemental and must be signed by the travel supervisor or higher in the reviewing official block of the DD Form 1351-2.

			3.	Other than Travel Office Error.  If a traveler wants to claim an item not previously claimed (for example, a traveler forgets about a taxi fare, discovers the omission after the original claim has been settled, and wants reimbursement) the traveler must submit a supplemental DD Form 1351-2 with all supporting documentation.  Travelers must include a copy of the original DD Form 1351-2 and payment voucher. 
 
[bookmark: _Toc454782168]	101103.	Customer Inquiries.	

Most inquiries can be resolved by open communication between the customer and the travel office.  Any extenuating or unusual circumstances will be worked on a case-by-case basis between the customer and the travel office.  Since travel entitlements are dependent on numerous details, the inquiry should include all details related to the issue.
	
[bookmark: _Toc454782169]	101104.	Record of Travel Payments.  

Maintain a historical record of all travel payments.  To meet record retention requirements, payment records must be kept a minimum of six years and three months.  Ensure all advice of payments and supporting documents are retained and available in case of review.

[bookmark: _Toc454782170]	101105.	Advances.  

Travelers ineligible for the GTCC shall obtain needed advances directly from their servicing travel office.  Payment is authorized only in connection with an actual or pending travel status evidenced by competent orders, and usually not made earlier than 10 days before travel begins.  Local commanders may authorize exceptions to the 10-day restriction.  Accept requests for advances via mail, fax, or email.  Retained advances are not authorized, and all requests will be returned to the requester.  	

[bookmark: _Toc454782171]1012	OTHER TRAVEL OFFICE FUNCTIONS

[bookmark: _Toc454782172]	101201.	General.  

Although processing travel claims is Travel’s primary function, other operations occur.  Auditing vouchers with a total entitlement of $2,500 or more, processing collection actions on travel debts, and reconciling outstanding advances with accounting are also travel responsibilities.  Management may designate some of these functions to other areas, such as the collection actions occurring in accounts receivable rather than travel.

	
[bookmark: _Toc454782173]	101202.	Auditing.  

Auditing is required for all travel vouchers with a total gross entitlement of $2,500 or more.  For vouchers less than $2,500, audit using a statistical sample.  Most of the auditing function is performed using the IATS, which automatically flags all vouchers meeting or exceeding the threshold amount and also flags a sampling of vouchers as programmed in the system.  Personnel auditing vouchers must have access to the auditing function in the travel system, and are not able to alter items within the system while auditing.  Examining the electronic or hard copy of the voucher package is necessary to ensure all supporting documents are present.  The auditor should be alert for signs of fraud, waste, and abuse, as well as input and mathematical errors in the voucher.  Capture and maintain data for the prepayment sampling requirement.  This function must be done in travel and cannot be assigned elsewhere due to the nature of the function.

		A.	When the voucher examiner releases a completed block, the IATS generates a block ticket report that identifies which claim requires auditing.  The voucher examiner provides the designated auditor with the audit report, the claim, and all supporting documents.

		B	The auditor reviews the hard copy documents and performs an on-screen review of the claim.  If corrections are required, the auditor annotates the corrections on the audit report and returns the claim to the voucher examiner for correction.  If no corrections are required, the auditor will annotate that the voucher was correct. 

		C.	Upon correction, the voucher examiner returns the claim to the auditor.  The auditor initials the appropriate block on the hard copy travel voucher and on the automated system showing it has been audited and marks the block ticket complete when satisfied that the claim was corrected.

		D.	The DoD Prepayment Audit Program ensures monthly statistics are reported to the DFAS-IN point of contact (POC) for forwarding to the DFAS-HQ.  The required statistics are specified in the DoD Prepayment Audit Program.

[bookmark: _Toc454782174]	101203.	Collections Actions.  

Timely collection of travel debts is essential to ensure the efficient use of government funds.  To meet debt reduction goals, the suspense files should be monitored daily and debt letters sent promptly, with timely follow-up.  These letters must be sent to ensure due process for travelers prior to instituting payroll deduction.  Payroll deductions are initiated upon the expiration of the suspense for payment and reviewed for input against the pay account.  Aggressive collection procedures will reduce outstanding advances and make reconciliations easier.  Some travel offices have arranged for the debt management/collection action to be done in their accounts receivable areas.  This is a management decision.  Collections procedures are as follows:

		A.	Travel generates a daily suspense file and compares each suspense item with the applicable DD Form 1588 (Record of Travel Payments) to ensure the advance has not already been settled.  Although the suspense should have cleared if settlement was made, DD Form 1588 entries should still be checked in case a mismatch resulted in the suspense not clearing.  If the settlement voucher was received and processed, Travel ensures the advance was deducted from the settlement voucher.  If the suspense item was a result of a due U.S. Government settlement voucher, Travel ensures that a collection was not already processed by the disbursing division.

		B.	After determining that an advance is still outstanding, Travel generates the appropriate letter or payroll deduction form.  The IATS will automatically place the collection item in suspense if a letter is generated, pending collection action.  If no settlement has been received after the appropriate number of letters have been sent, the IATS generates a payroll deduction form when the daily suspense file is run.

		C.	All payroll deduction forms are forwarded to the proper payroll office for collection.  If no response regarding the collection action has been received within 10 days, a follow-up inquiry is necessary.  Travel will forward the pay adjustment to the Military Pay section within the field site, which will then input the collection action and perform follow-up inquiries to ensure the input processed.  If the traveler is a civilian employee, travel will forward the payroll deduction form to the appropriate civilian pay office.  Travel will ensure the DD Form 1588 is annotated to reflect payroll deduction has been initiated and completed.

[bookmark: _Toc454782175]	101204.	Reconciliation.  

To control outstanding travel advances, monthly reconciliation is required between the travel suspense files and the accounting records.  This reconciliation ensures that records are correct and identifies accounts that need additional attention.  It ensures that the travel entitlement system of record and the accounting records reflect the same amounts so reports reflect correct outstanding data.  To accomplish reconciliation, the Non-Stock Fund Orders and Payables (NSFOP) (AVK-602) report for field site using the Standard Financial System (STANFINS) from the accounting activity is compared with the travel system’s listing of unliquidated advances (if using the IATS).  This listing is known as the Unliquidated Advance listing.  Reconciliation actions include:

		A.	Before meeting with Accounting, the travel office compares the unliquidated advances listing with the applicable DD Forms 1588 (Record of Travel Payments) to ensure the two match.  If they do not match, Travel performs research to determine whether the advance has been settled.  The corrected unliquidated advances listing in the reconciliation are used with Accounting.

		B.	Travel and Accounting jointly match each detail line item paid by local funds on the NSFOP (AVK-602) against the applicable unliquidated advances listing from the travel office.  Both must be in agreement.  Travel keeps copies of advance travel vouchers for TBOs showing on the NSFOP (AVK-602) and ensures these advances are posted on the appropriate DD 1588 forms.

		C.	During the matching process, the travel office determines the status of each travel advance payment.  If the traveler is still in an authorized travel status based on expected travel completion date, Travel takes no action.  If the DD 1588 shows the advance travel has been settled, Travel annotates the disbursing officer voucher (DOV) number of the settlement voucher and date of settlement on the NSFOP (AVK-602) listing beside the applicable line item.

		D.	If the traveler’s expected travel completion date has passed but insufficient time has elapsed for required action, the travel office takes no action.  If the traveler’s expected travel completion date has passed and sufficient time has elapsed for required action to have been initiated—and if the travel advance suspense file shows no action taken—Travel initiates the required follow-up action.

		E.	If the travel advance suspense file shows the advance was forwarded for collection from the pay account, Travel annotates the data on the NSFOP (AVK-602) listing beside the applicable line item.  Travel division personnel will take follow-up action if the suspense period has expired and notification of collection initiation has not been received from the pay section.

		F.	If a payroll collection was initiated, annotate the data on the NSFOP (AVK-602) listing beside the applicable line item.  Travel takes tracer action on payroll collection requests over 60 days old.

[bookmark: _Toc454782176]	101205.	References.

		A.	It is essential for the correct payment of travel entitlements that personnel have access to, and be familiar with, the numerous regulations that determine travel entitlements.  Additionally, regulations of other agencies/services that impact travel processing must be available to travel personnel.  See Servicing Finance Office for specific agency regulations and guidance.

		B.	Have the following regulations available, at a minimum:

			1.	JTR

			2.	AR 600-8-105, Personnel–General, Military Orders

			3.	AR 600-8-10, Personnel–General, Leaves and Passes

			4.	DoD FMR, Volume 9

			5.	DFAS-IN Manual 37-100-FY

		C.	All the regulations referenced in paragraph 101107-B above are available on the Internet.   
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[bookmark: _Toc454782177]ANNEX A:  TRAVEL FORMS AND CHECKLISTS


[bookmark: _Toc453336401][bookmark: _Toc454782178]A001	MANAGEMENT CONTROL EVALUATION CHECKLIST– TRAVEL OPERATIONS

[bookmark: _Toc453336402][bookmark: _Toc454782179]	A00101.	Purpose.

This checklist assists the Travel Operations Director and Finance and Accounting Officers (FAO) in evaluating the key management controls for travel operations.  It is not intended to cover all controls.

[bookmark: _Toc453336403][bookmark: _Toc454782180]	A00102.	Instructions.

Answers to the evaluation questions must be based on the actual testing of key management controls (e.g., document analysis, direct observations, sampling, simulation).  Answers indicating deficiencies must be explained and corrective action notated in supporting documentation.  Negative answers indicate a management control weakness.

In accordance with the major command management control plan, Army organizations must review their controls periodically, using the checklist.  They must certify on Department of the Army (DA) Form 11-2 (Management Control Evaluation Certification) that the evaluation has been conducted.  Directions for completing DA 11-2 are provided in Army Regulation (AR) 11-2, Manager’s Internal Control Program.   

Defense Finance and Accounting Service (DFAS) field sites will formally evaluate their controls in accordance with DFAS Regulation 5010.38-R, Federal Manager’s Financial Integrity Act Management Control Program, and per specific instructions issued by DFAS-IN.  FAOs and field sites are encouraged to use these controls as guidelines for day-to-day operations.

[bookmark: _Toc453336404][bookmark: _Toc454782181]	A00103.	Evaluation Questions.

	#
	Evaluation Questions

	1.
	Is a valid order presented with each permanent change of station (PCS) and temporary duty (TDY) advance or settlement voucher?

	2.
	Are computation methods based upon current references?

	3.
	Are advances normally paid within 10 days of the beginning of travel?

	4.
	Is the traveler being furnished proper notification regarding the settlement of advances?

	5.
	Are computation methods for PCS/TDY advance/settlement vouchers uniform?

	6.
	Are settlement vouchers received on a timely basis after the completion of travel?

	7.
	Are vouchers processed on a timely basis?

	8.
	Do procedures require a review of ALL vouchers of $2,500 or more?

	9.
	Do procedures require a statistical sampling for vouchers less than $2,500?

	10.
	Is the DD Form 1588 or automated equivalent posted with the PCS/TDY advance/settlement information?

	11.
	Is the DD Form 1588 or automated equivalent reviewed to prevent duplicate payments and/or identify open advances?

	12.
	Are transaction for others (TFO) copies forwarded directly to the travel section of the servicing finance office?

	13.
	Are copies of processed vouchers furnished to civilian and military pay on transmittal letters?

	14.
	Is an advance/DUE US suspense file established?

	15.
	Is an advance/DUE US suspense file reviewed daily?

	16.
	Are collection actions in compliance with regulatory guidance?

	17.
	Are DUE US vouchers settled by payment from the traveler or forwarded for payroll deductions?

	18.
	Is a DD Form 1588 or automated equivalent maintained for 12 months after PCS/expiration term of service (ETS)?

	19.
	Is documentation retained for substantiating payments (i.e., receipts, orders)?

	20.
	Are procedures in effect to control accrued per diem payments?

	21.
	Is the losing station contacted when the DD Form 1588 or automated equivalent is missing or incomplete, upon in-processing?

	22.
	Is a monthly reconciliation of outstanding advance conducted with accounting?






[bookmark: _Toc453336405][bookmark: _Toc454782182]A002	DD FORM 1351-2 – TRAVEL VOUCHER OR SUBVOUCHER 

	Use DD Form 1351-2 (Travel Voucher or Subvoucher) May 2011 version to submit claims for official individual travel, dependent travel, dislocation allowances, payment of mobile home allowances, and Personally Procured Moves (PPMs). 

[bookmark: _Toc453336406][bookmark: _Toc454782183]	A00201.	General.

		A.	Travelers should submit a travel voucher within five days of completion of the TDY.  

		B.	Attachments the traveler must submit with DD Form 1351-2 are listed in the instructions on the back of the form under “Required Attachments.”

		C.	For continuation of items 15, 18, and 19, use DD Form 1351-2C, Travel Voucher or Subvoucher (Continuation Sheet).*

[bookmark: _Toc453336407][bookmark: _Toc454782184]	A00202.	Instructions.

The form is shown on the following page (Figure A-1).  To complete it, use the instructions in Table A-1 in conjunction with the instructions on the back of the form.  Vouchers must be prepared using a computer, typewriter, or pen (black or blue ink only).  Do not use pencil.   


[image: ]
[bookmark: _Toc453336505][bookmark: _Toc440611464]
[bookmark: _Toc454782007][bookmark: _GoBack]Figure A-1:  DD Form 1351-2
[bookmark: _Toc454782015]Table A-1:  Instructions for DD Form 1351-2

	Block #
	Block Name
	Instructions

	1.
	Payment
	

	
	Electronic Fund Transfer (EFT) 
	Mandatory for all service members and civilian employees. 

	
	Payment by Check  

	Use a voided check or Standard Form (SF) 1199A (Direct Deposit Sign-Up Form). 


	
	Split Disbursement 

	Only available for Government Issued Travel Card (GTCC) holders.  

Select the “Pay the following amount…” box and indicate the amount to be paid to the traveler’s GTCC.  Any amount can be sent to the GTCC.  Further details are listed on the back of the form in the “Instructions” section under “Item 1 – Payment”.

	2.
	Name
	Enter Last name, First, Middle Initial (for example, “Smith III, John J.”).  If a Roman numeral (or Jr., etc.) is used, place after last name, with a space in between and the comma after.

	3.
	Grade
	Enter appropriate grade (for example, 1LT, Civ, O-2, E-6, SSG).

	4.
	SSN
	Enter SSN (for example, 000-00-0000).

	5.
	Type of Payment
	Enter an X in the appropriate block.

	
	TDY
	Temporary duty away from permanent duty location. 

	
	PCS
	Permanent reassignment of duty location or if assigned to medical treatment facility.

	
	Dependent(s) 
	Select if there is a permanent family move.  

	
	Member/Employee
	Select if claiming en route travel for a PCS move.

	
	Other
	Select for other PCS related claims, such as temporary quarters/subsistence expense or real estate claims for civilian employee PCS

	
	DLA (Dislocation Allowance)
	The member may also be entitled to DLA.

	6.
	Address
	Enter personal postal address.

	7.
	Daytime Telephone Number & Area Code
	Enter the duty telephone number.  For example, 
(123) 456-7890.  

	8.
	Travel Order/ Authorization Number  
	Enter the order number indicated on DD Form 1610 (Request and Authorization for TDY Travel of DOD).  

	9.
	Previous Government Payments/Advances
	Enter amount and six-digit DOV# of any previous payments/advances paid from any finance office pertaining to the travel period being claimed (for example, $208.00, DOV# 000000).  

Enter the field site/FAO responsible for the issued prepayment and the DSSN/FSN if possible.  If not applicable, enter “None.” 

	10.
	For D.O. use only
	Leave 10a –10e blank.  

	11.
	Organization and Station
	· Enter current organization and station (for example, “HQ CO, HQ CMD, USAE, SHAPE, Belgium”).  
· If applicable, enter the hospital or medical treatment facility in which the traveler is being treated.

	12.
	Dependents(s)
	Enter an X in Accompanied or Unaccompanied. 
 
Note:  Leave blocks 12 – 14 blank if the traveler is:
· Remaining on Temporary Change of Station (TCS) orders while at a medical treatment facility. 
· Received PCS orders and is moving dependents from previous duty station or home of residence to medical facility.  

Check the “Unaccompanied” option if family is moving separately from the traveler (i.e., the traveler is already at the PCS location). 

	12a.
	Name
	List last name, first name, and middle initial of all dependents.

	12b.
	Relationship
	List the relationship to the member.

	12c.
	Date of Birth or Marriage
	List the date of birth of dependent children and date of marriage for spouse. 

	13.
	Dependents’ Address on Receipt of Orders
	List the address where dependents were residing at time PCS orders were received. 

	14.
	Have Household Good Been Shipped?
	Indicate whether household goods have been shipped by the government. If “No”, add an explanation in Block 29, “Remarks,” on the back of the form.

	15.
	Itinerary
	

	15a.
	Date
	· In the column heading, indicate the year (YYYY format) in which the travel was conducted.
· Next to “DEP” (departed), enter the day and month on which the traveler departed the organization/residence (e.g., “11Jan”). 
· Next to “ARR”, (arrived) enter the date on which the traveler arrived at the next location (this could be the same day).

List as many departures and arrivals as needed.

	15b.
	Place
	Enter Home, Office, Base, Activity, City and State; City and Country, etc. (for example, “USAE SHAPE, Belgium”).  List the location for each leg of travel for departure, duty, change of transportation modes, leave, etc.  This block should include city/state (e.g., Ft. Drum, NY) or overseas location (e.g., Kuwait).  Ensure all overnight stops are listed, including your final destination.

	15c.
	Means/Mode of Travel
	Enter the appropriate two-letter code indicating the type of transportation used for each leg of travel.  For example, if privately owned vehicle was used, enter “PA”.  Refer to the codes from the instructions on the back of DD Form 1351-2.  The most common code combinations are:
· PA - Private Auto 
· CA - Commercial Auto (taxi) 
· TP - Government provided airfare (no cost) 
· CP - Commercial airfare (traveler purchased) 

	15d.
	Reason for Stop
	Enter the appropriate two-letter code from the instructions on reverse of DD 1351-2.  For example, enter “TD” for TDY.

	15e.
	Lodging Cost
	Enter the total cost of lodging (excluding taxes) for each TDY location.  

	15f.
	POC Miles
	Enter the number of miles traveled for each destination.

	16.
	POC Travel
	Check the box for Own/Operate if you owned or physically operated (e.g., drove) the vehicle used to travel to or from the TDY/PCS location.  

	17.
	Duration of TDY Travel  
	Enter an “X” in the appropriate block.

	18.
	Reimbursable Expenses
	If reimbursable expenses were incurred—including hotel taxes, rental vehicle, taxi, registration fee, etc., complete 16a.–16c.  Otherwise, leave blank. 

Receipts are required for any single reimbursement of $75.00 or more and are always required for lodging and rental vehicles no matter the amount of the reimbursement. 

	18a.
	Date
	The date the expense was incurred, e.g., “11 Jan 16”.

	18b.
	Nature of Expense
	Expense category (e.g., “Rental Vehicle,” Taxi Fare”).

	18c.
	Amount
	Amount claimed (e.g., “$125.00”).

	18d.
	Allowed
	Leave blank.

	19.
	Government/ Deductible Meals
	Meals consumed in a government dining facility or meals paid by the Government such as through a Gov’t paid registration fee.  A no cost complimentary meal provided by a lodging establishment is not a deductible meal.

	19a.
	Date
	Date on which the meals were provided.

	19b.
	No. of Meals  
	Number of meals provided by the government at no cost to the traveler.

	20
	
	Traveler and reviewer signatures are required on all travel vouchers.

	20a. – 20b. 
	Claimant Signature; Date
	Signature of traveler and date the voucher was signed.  May be signed digitally (if filling out the form online) or on hard copy.  Digital signatures are preferred. 

	20c. – 20f.
	Reviewer’s Printed Name; Reviewer Signature; Telephone Number; Date
	Supervisory Chain of Command enters name, signature, telephone number, and date once voucher is reviewed for accuracy. May be signed digitally (if filling out form online) or on a hard copy form.

	21
	
	Approving officials (AO) may use these blocks for after-the-fact approvals of certain entitlements.  AOs have the authority to also perform the reviewer function, but the AO must sign in both items 20c. – f. and 21a. – d. to indicate they are performing both functions.

	21a. – 21d.
	Approving Official’s Printed Name; Signature
	AO enters name, signature, telephone number, and date once voucher is reviewed for accuracy. May be signed digitally (if filling out form online) or on a hard copy form.

	22. – 28.
	Accounting Classification; Collection Data; Computed By; Audited By: Travel Order/Authorization Post By; Received; Amount Paid
	Leave blank—for D.O. use only.

	29. 
(On back of form)
	Remarks
	Used to clarify anything out of the ordinary, such as:
· Indicate any dates in which leave was taken.
· Clarify any additional travel-related issues.
· Reflect exchange rates when working with foreign currency. 

AOs may also use this block for specifying any after-the-fact approvals.




[bookmark: _Toc453336408][bookmark: _Toc454782185][bookmark: _Toc437847131][bookmark: _Toc437953192][bookmark: _Toc439932894][bookmark: _Toc437953193]A003	SF 1164 – CLAIM FOR REIMBURSEMENT FOR EXPENDITURES ON OFFICIAL BUSINESS

	SF 1164 is used to recover local transportation and other expenses incurred in the performance of official business.  (See Figure A-2 and Table A-2.)
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[bookmark: _Toc454782008]Figure A-2:  SF 1164
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[bookmark: _Toc453336506][bookmark: _Toc441488774][bookmark: _Toc454782016]Table A-2:  Instructions for SF 1164
[bookmark: _Toc439932896][bookmark: _Toc440014584]	
	Block #
	Block Name
	Instructions

	1
	Department or Establishment, Bureau, Division or Office
	Enter the claimant’s employer information.

	2 – 3
	Voucher Number; Schedule Number
	Leave blank.

	4a – 4d  
	Claimant
	Enter claimant information—Name, Social Security No., Mailing Address, and Office Phone Number.

	5.
	Paid By
	Leave blank.

	6.
	Expenditures
	Note:  If additional space is needed to list expenditures, continue on the back of the form.

	6(a)
	Date
	MM/DD/YY

	6(b)
	Code
	

	
	A - Local travel
  
	Expenses incurred while traveling in privately owned conveyance (POC).  Claimants may also include expenses incurred for non-POC travel (e.g., commercial bus, taxicab, ferry).   

	
	B - Telephone or telegraph

	Official communication expenses for recruiters.

	
	C - Other expenses (itemized) 

	For all personnel: Bridge, Parking Fees, Toll, Tunnel, etc.  Note:  Reimbursement for occasional meals may be authorized for travel performed away from the PDS but within the local area.

For Recruiters only: Document reproduction, food and beverage, other expenses.  

	
	D - Funeral Honors Detail    
	Applies to TDY travel and/or per diem allowance for a civilian invited to participate in a Military Funeral Honors detail (rare). 

	
	E - Specialty Care  
	Travel to a Military Treatment Facility (MTF).

	6(c) – 6(d)
	From; To
	Enter an explanation of expenditures in specific detail (itinerary or other expenses).

	6(e)
	No. of Miles; Mileage Rate
	Enter the number of miles traveled and enter the Mileage Rate in the block above it.

	6(f) – 6(g)
	Mileage; Fare or Toll
	Enter the amount claimed for reimbursement in the Mileage column and/or the Fare or Toll column.

	6(h)
	Add Persons
	Enter the number of additional persons traveling or leave blank.

	6(i)
	Tips and Miscellaneous
	Enter tip amounts and other miscellaneous expenses such as parking fees or Internet connections.

	7.
	Amount Claimed
	Enter the total amount claimed in columns 6(f), 6(g), and 6(i).

	8.
	Approving Official Sign Here
	Required to be signed and dated by an Approving Official.

	9.
	Authorized Certifying Officer Sign Here
	Required to be signed and dated by an Authorized Certifying Officer.

	10.
	Claimant Sign Here
	Claimant certifies the claim is true and correct by signing and dating.

	11.
	Cash Payment Receipt
	

	11(a) – 11(c) 
	Payee; Date Received; Amount 
	If claimant receives a cash payment, they are required to sign and complete these three blocks.

	12.
	Payment Made by Check No.
	Enter the check number if payment if made by check.
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