SPLIT DISBURSEMENT METHOD

1. Purpose.  To provide the policy and procedures for using split disbursement for making credit card payments.

2. Background. 

a. Effective September  2003, DoD civilian employees who are Government (Travel) Charge Cardholders are required to participate in the Split Disbursement method for reimbursement when filing DD Form 1351-2 (travel voucher).  The selection is made in Block 1.

b. The Defense Finance and Accounting Service (DFAS) will disburse travel reimbursements based on the information provided in Block 1 of the travel voucher.  Any entitlement due the traveler in excess of the amount listed for split disbursement will be sent to the traveler’s electronic fund transfer (EFT) amount.
c. The mandated use of split-disbursement will expedite payments and assist travelers (particularly those travelers on extended TDY orders) with making travel card payments timely.

3. Policy.  Travel vouchers submitted by ANAD funded travelers will select the split disbursement method on the travel voucher for all charges made with the Government Charge Card.   This amount includes lodging, rental car, ATM withdrawals and fees, ( any charges such as gas or meals that you may have charged but are not part of the requested reimbursements that you listed in block 18).  The amount must be annotated in Block 1, DD 1351-2.  

4. Responsibilities. 
a. Travel order requestors and travel order approvers will ensure that the remarks section of the travel order requires the traveler to select the split disbursement method if a Government Charge Cardholder.

b. ANAD travelers will:

i.  Specify EFT and split disbursement as the method of payment for travel settlements if the traveler uses the Government sponsored charge card to pay authorized travel expenses. 

ii. Use the split disbursement method to pay for all amounts charged to the Government Charge Card.

       c.  The reviewer/supervisors of travel vouchers will ensure that the traveler

            selects the split disbursement method and that the amount listed represents 

            the charges made and is not just a token amount. If selection is not made

and orders reflect employee is a Government Charge Cardholder, an

explanation must be provided on voucher.  Otherwise, DFAS will remit 

charges for hotel, rental card and commercial transportation charges.


       d.  Managerial Accounting Division, DRM will monitor charge card accounts 

to verify that split disbursements are made for reasonable amounts. 

.
