REVIEWER CHECKLIST FOR TDY VOUCHERS

DD 1351-2

Purpose.  This checklist should be completed by the reviewer of designated travel vouchers to ensure claims are proper, complete, and in compliance with the intent of the order.  The reviewer’s signature does not constitute approval of items requiring approval by specific statutes or regulations, e.g. long distance calls, and excess baggage. Reminder: The approvals must be approved by the director/approving official on the orders. 

___ 1.  An original voucher (with an original signature) and receipts must be filed.  The 

claim must be prepared in ink, typewriter, or computer generated.

___ 2.  Name and SSN must agree with orders. If not, have the traveler make the 

necessary changes and initial.

___ 3.  Advances and/or partial payments must be listed in block annotated for previous

government payments.  This is not cash advances from ATM.

___ 4.  Block 16-POC travel must be marked either own/operate or passenger.   

            Examples: To/from the airport or TDY site.

___ 5.  Original lodging receipts must quote a daily rate with dates for period of TDY.  

Voucher for CONUS travel must show amount of lodging being claimed and taxes as separate reimbursable item.  Receipt must have zero balance.   

___ 6.  Reimbursable expenses claimed should be authorized on orders.  If not, the 

            approving official on the orders must authorize them in block 29 of voucher.

Example: Items such as batteries/film could not be authorized and would need SF

1034 form processed.

___ 7.  Rental car claimed for reimbursement must be authorized on the order.  Pre-

  
calculated receipts are not acceptable for reimbursement purposes.  Transportation 

office issued an itinerary which tells size of vehicle, rental company and price quote. This must be attached to the voucher with receipt of payment from the rental car company. The amount stated on the itinerary should match the daily or weekly rate charged by the rental company, if not, check to see about an upgrade the traveler had but was not authorized. 

___ 8.  If going to an installation and government quarters were not used, check for non-


availability number.

___ 9.  You as the reviewer can require receipts for any claimed reimbursements, but 


regulations require original receipts for $75.00 or more.

___10. Leave taken in conjunction with TDY must be annotated in itinerary and in block 


29 (Remarks Section).

___11. Deviation from the travel orders must be in the Government’s best interest before


reimbursement will be made.

___12. OCONUS travel vouchers must state the expenses charged in foreign currency in 


both US dollars and the foreign currency amount.  The exchange rate must also be 


shown.

___13. As the reviewer, your signature and date must be in the block requiring

supervisory signature. The clock starts on this date for interest if not processed within the required time limit.

___14. Do not return the original voucher to traveler. Forward completed voucher to
designated DFAS travel office.

