FILING A TRAVEL VOUCHER

(DD FORM 1351-2, JUN 2002)

GENERAL:  A DD From 1351-2 (Travel Voucher) will be prepared and submitted by the traveler not later than 5 days after completion of the travel.  The travel voucher will be submitted to the USPFO for NM, Voucher Exam Section.

REQUIRED DOCUMENTS - For the Submission of the DD Form 1351-2:


a.  Original DD Form 1351-2 (JUN 2002), signed by the traveler and reviewed by the supervisor.



(1)  Signature must be the original signature of the traveler and the reviewer.



(2)  Copies or faxes without the original signatures are not payable.


b.  One copy of the order along with one copy of any amendment(s) to the order.


c.  A copy of the Statement of Nonavailability or the confirmation number issued in Lieu of the Statement of Nonavailability (for military installations).


d.  Original itemized receipt for lodging (regardless of the amount).


e.  Copy of receipts for registration fees that were authorized.  This receipt should indicate if meals were a part of the cost for the registration fee (regardless of the amount).


f.  Copy of rental car receipt if authorized (regardless of the amount).


g.  Any other receipts for expenses over $75.00.


h.  Receipts for other reimbursable items under $75.00 are not required to be submitted.

COMPLETION INSTRUCTIONS FOR TRAVEL VOUCHER (DD Form 1351-2)
Write/type “FINAL” at the top of the DD Form 1351-2.

Item 1 - Payment Required by:  Mark either check or EFT.  Split Disbursement may be marked when the traveler wishes a certain dollar amount to be paid directly to Bank of America.  The traveler should mark the Split Disbursement box and specify how much of his/her entitlement is to go to Bank of America.

Item 2 - Name:  Last, First, Middle initial.

Item 3 - Grade:  Grade.

Item 4 - SSN:  Self-explanatory.

Item 5- Type of payment.

Item 6(a-d) - Address:  check mailing address (HOR).

Item 7 - Telephone Number:  include area code (phone number traveler can be reached during duty hours).

Item 8 - Travel Order Number:  Original travel order number and amendments.

Item 9 - Previous Payments/Advances:  enter amounts of payments/advances and dates of payments.

Item 10 – For D.O. Use Only:  leave blank.
Item 11 - Organization and Station:  permanent duty station.

Item 12 - Dependent(s):  mark and complete as applicable (for PCS moves only).

Item 13 - Dependents Address on Receipt of Orders (for PCS moves only).

Item 14 - Have Household Goods Been Shipped (for PCS moves only).

Item 15 (a-f) - Itinerary:

                         (a)  Date:  enter day and month.

                         (b)  Place:  Enter actual city, state or military installation.

                         (c)  Means/Mode of Travel:  see back of DD Form 1351-2 for entries.

                         (d)  Reason for Stop:  see back of DD Form 1351-2 for entries.

                         (e)  Lodging Cost:  Enter total amount of lodging paid for each stop.

                         (f)  POC miles:  enter actual miles.  Enter (RT) for round trip.

Item 16  - POC Travel:  mark either “owner/operator” or “passenger” if POV was utilized.

Item 17 – Duration of TDY Travel – Mark the appropriate box to include the total TDY trip (not just the travel time).

Item 18 – Reimbursable Expenses – Enter any request for reimbursable expenses to include Rental Car, Registration Fee, ATM Fees, cost for lodging taxes, etc.

Item 19 – Government/Deductible Meals – Traveler should list any meals (govnerment or deductible) that were provided to him/her during the TDY period.

Item 20 (a.b) - Claimant Signature:  member signs and dates.

Item 21 (a,b) - Approving Officer Signature:  signature of  traveler’s commander/supervisor, and date signed.  (Print name beside signature)

Item 22 - Accounting Classification:  leave blank
Item 23 - Collection Data:  leave blank.

Item 24 - Computed By:  leave blank.

Item 25 - Audited By:  leave blank.

Item 26 - Travel Order Posted By:  leave blank.

Item 27 - Received:  leave blank.

Item 28 - Amount Paid:  leave blank.

VOUCHER REVIEW
NOTE 1:  For civilian travel vouchers the designated reviewer will be the employees’ immediate supervisor.

NOTE 2:  The designated reviewer for military travel vouchers will be the full-time individual designated to review within the organization.

NOTE 3:  In no case will an individual review his/her own travel voucher.

NOTE 4:  If the designated reviewer is on leave, TDY, or otherwise not available, travel vouchers will be forwarded to the individual designated at the next higher level.

FILING A SUPPLEMENTAL VOUCHER:


a.  If all required receipts, amendments to orders, or other documents were not submitted with the original voucher, it could cause the voucher to be incorrectly computed and may require a traveler to file a supplemental travel voucher in order to receive all authorized entitlements.


b.  To file a supplemental voucher you will need the following:


  
(1) A new DD Form 1351-2 completed the same as the first one with an original 


     signature.



(2)  A copy of the original voucher that was filed.



(3)  A copy of the order, copies of any amendments to the orders, and any other 



   supplemental documentation.



(4)  Write/type “SUPPLEMENTAL” at the top of the voucher.



(5)  The supervisor must sign their name after reviewing the supplemental voucher.

