TRAVELER’S CHECKLIST FOR TEMPORARY DUTY TRAVEL

Completing current FormFlow DD Form 1351-2 (Travel Voucher or Subvoucher)

1. ____Original documents (i.e., travel voucher, orders, and receipts, etc) and one copy of  

  everything must be submitted for reimbursement to your supervisor/reviewing official.

  Partials for extended TDY require original and two copies.  Travel orders and amendments 

  must accompany each voucher and partial vouchers.

2. ____ In Block 1, Split Disbursement is mandatory for all Government Charge Cardholders. An amount

  to Government Travel Charge Card must be annotated for all charges (gas or meals that are not 

  part of reimbursements listed below). If an employee’s reimbursement for travel expenses has not 

  previously been sent EFT, he/she will need to complete a FMS Form 2231 (copy attached).

3. ____Blocks 2-4, 6a-e self explanatory

4. ____Block 5 - Needs to be marked in the TDY box. 

5. ____Block 7 – daytime phone (where you can be reached during 0700 till 1630).

6. ____Block 8 –Travel Order Number (found in block 22 on DD 1610-Travel Order)

7. ____Block 9 – This block is NOT for ATM withdrawals.  If TDY for 30 days or more, annotate here

                the amount of partials paid by DFAS.

8. ____In Block 11, Organization and Station, will be ANAD-directorate and division that you work.

9. ____Blocks 12 thru 14-Only for Permanent Change Station
10. ____Block 15 – Itinerary :

(a) Year (must be filled out), next lines must reflect month and day 

(b) Place- Where you begin travel and change modes of transportation (you must report exactly where and when you go to places that lodging is not at TDY area.  Ex. TDY is Colorado Springs, Co., but you take leave to go to Wichita, KS.)

(c) Mode of travel – DFAS must know how you got where so reimbursement can be calculated correctly.  If you change modes of transportation (ex. POV (privately owned vehicle), going to airport CP (commercial airplane), arrive at TDY and get CA (commercial auto, rental car)) 

(d) Reason for Stop- ex. AT (awaiting transit-changes in mode), TD (temporary duty), VR (voluntary return to permanent station area)

(e) Lodging cost (the total paid for room rates, not taxes, at each place listed), 

(f) POC miles (travel performed in privately owned conveyance from one point to another point, not local miles). ex. Miles from residence to airport, miles from residence to lodging stop enroute to TDY area.  If you are filing a partial voucher, annotate in lower part of the itinerary the beginning/ending dates for the current partial you’re submitting.

11. ____Block 16 – POC Travel, if you are traveling in your privately owned auto to catch a ride, airplane

or to the TDY destination – Own /Operate must be checked with miles listed in block 15f.  If

miles are listed in 15f one of these two blocks must be checked.

12. ____Block 17 - This is the length of TDY.  Includes travel and mission time.

13. ____When claiming reimbursable expenses in Block 18, item b, costs for lodging and taxes should be

two separate entries.  For example:  If the base daily hotel cost is $50.00 and taxes are $5.00 for a 

total of 5 days, one entry will be Hotel - $250.00 and a separate entry for Hotel Taxes - $25.00.  

(a).ATM charges, made on Government Travel Charge card, must be claimed.  This is the amount that the machine owner charges and the percentage amount the card contractor charges on that withdrawal amount (receipt must be attached).  

(b). If supplies are bought for the mission, these charges cannot be claimed on DD1351-2, a SF 1034 must be submitted separately for those items.  Best scenario is use the purchase charge card.

(c). Rental car (if authorized) and gas must be listed separately.  Rental car must have been obtained through government contracted travel office or Transportation Officer.  Pre-calculation receipts are not acceptable.

14. ____Block 19 – Government/Deductible Meals, if meals are provided thru a registration fee

conference fee or contractual process while you are TDY, these meals must be claimed in the

block whether or not you consumed them.  

15. ____Block 20a – Your signature and date is required on all claims for reimbursement.  At this time

 electronic signatures are not accepted. 

Attachments for Travel Vouchers

· Be certain to attach a copy of Travel Orders (making sure all signatures are present), Flight Itineraries or rental car reservations (when a rental car was authorized), hotel receipts, ATM receipts, rental car, gas receipts, receipts for claims that are not routinely authorized.

· Hotel receipts and rental car receipts should always reflect being paid in full or a $0 balance.  If receipts are submitted with a $ amount balance, it is assumed that the bill has not been paid and vouchers are returned without being processed.  Always check out at the lobby and obtain appropriate receipts for hotel.  Sometimes, due to time of departure rental car receipts are not easily attainable, make sure you arrange for a fax copy of a receipt to be sent to you at your duty station and each employee should obtain that number before leaving for TDY.  Any receipt you obtain for any reason should have the name of the company, address of company, the date of  transaction and if possible telephone numbers of the company you’re doing business with.     

Other Factors to Remember

· If an employee has any unused portions of an airline ticket, it is NOT to be submitted with the Travel Voucher.  The employee needs to turn the unused portion in to Transportation Officer (TO) before submitting their Travel Voucher.  TO will issue a receipt that will need to be attached to the voucher. 

· Employees whose travel day is on a RDO could be entitled to FLSA Overtime NTE the length of their tour.  They will file for this overtime after the travel voucher has been processed and have received a copy of their voucher receipt.  They will submit to Payroll a copy of this voucher receipt, travel voucher, itinerary (if applicable), and travel orders.

· Exchange rate when foreign currency is involved must be indicated on the travel voucher in both foreign currency and US dollar amount.

· Control number or statement of non-availability must be on orders if Government quarters were not used.

· Leave taken in conjunction with TDY, must be annotated in block 29.

