APPROVING OFFICIAL CHECKLIST FOR TDY 

SETTLEMENT VOUCHERS DD 1351-2

Purpose. This checklist should be used by the Approving Official for the after-the-fact approval of entitlements not listed on the original orders military and civilian TDY travel.

User.  Approving Official is an individual appointed in writing and responsible for approving travel on DD1610 by determining the necessity of trips and approving travel claims for validity after completion of travel.

Before approving any after-the-fact TDY entitlements, you must verify that the entitlement is subject to after the fact approval and verify your Command’s policies regarding monetary limitations for approving after the fact entitlements.

___  1.  Rental car.  How many employees on trip, how many rental cars authorized, was 

 lodging at place of conference, etc.  Justification required.

___  2.  Local mileage. Was lodging at place of conference, etc… Justification required.

___  3.  Excess baggage. Was baggage claimed for trip going out or coming in?  If

 coming in why did they not have it going out.  Measurements must be stated in

 approval and justification required.

___  4. Conference/registration fee. Verify that this was not paid by IMPAC card or

  DD1556.  Verify if meals were paid thru fee, if so meals must be annotated.

  Whether or not traveler consumed them is not relevant. 

___  5. Commercial airfare.  Verify why airfare was not paid thru the centrally billed

account in the Transportation Office.  Justification required.

___  6. Variation in itinerary.  Justification required.  Verify mission essential and not 

personal.  Personal deviation is at traveler’s expense.

___  7. Taxicabs. Verify that shuttle wasn’t available and consider where lodging was 


compared to conference or work area.

Note: Amounts of $75.00 or more must have receipts.  Justifications must be kept for audit purposes.  ANAD is not authorized to fax documents due to retention period of originals.   

