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Federal Travel Regulations (JFTR) Volume 1 or the Joint Travel Regulations
(JTR) Volume 2. Comments, recommendations or changes to better serve our
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customers should be addressed to Ms. Terri Loper at commercial 614 693-0810,
or via E-mail to: terri.loper@dfas.mil, or write to:

Defense Finance and Accounting Service - Columbus Center
ATTN: DFAS-CO/LTC

P O Box 369015

Columbus OH 43236-9015

The information provided in this pamphlet is designed to assist travelers
in understanding general policies and procedures relating to trave,
obtaining advances, submitting travel claim settlement vouchers, payment
processes, and handling indebtedness related to travel. The Customer
Service numbers listed on page 1 should be used as a first resource to
answer such guestions.
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ACRONYMSUSED IN TRAVEL

CTO

DFAS-CO

DSN

EFT

FSN

GSA

IATS

JFTR

JTR

PDS

PDTATAC

SRD1

TDY/TAD

TFO

Commercia Travel Office (under contract to the Government
to provide travel services. Comprised of corporations like
LIFCO, Carlson Wagonlit, Crimson Travel, Sato, etc.).

Defense Finance & Accounting Service - Columbus
Center

Defense Switching Network (formerly Autovon)

Electronic Funds Transfer (direct deposit of travel
payments to bank accounts)

Fiscal Station Number
General Services Administration

Integrated Automated Travel System (system used in the
computation of travel claims)

Joint Federal Travel Regulations (regulation that
governs Service Members travel)

Joint Travel Regulations (regulation that governs
Civilian employees travel)

Permanent Duty Station (the place where an employee
reports for duty). Seethe JFTR and/or JTR for the complete
definition.

Per Diem, Travel and Transportation Allowance Committee,
(publishes the JTR (civilian) and JFTR (military)).

Stanfins Redesign 1 (system used for the disbursement of
travel claims)

Temporary Duty (travel away from a permanent duty

station to perform duties for a temporary period of time, and
upon completion of assignment return or proceed to permanent
duty station)

Transaction For Others — (when the Fiscal Station Number
(FSN) in the line of accounting is other than 033181.)
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POINTS OF CONTACT - TDY/TAD TRAVEL
DSN: 869-X XXX
Chief, Travel Division, Larry E. Gallagher, ¥ DFAS-CO/LT
CUSTOMER SERVICE:
1-800-756-4571 option 4

614 693-8507 option 4
FAX: 614 693-0807

Chief, Customer Service Branch, Connie Dickerson,
DFAS-CO/LTC

Supervisor: Nancy Wade

Chief, Trave Payments Section, Mary S. LeMond,
DFAS-CO/LTTA

Supervisors: Long-term, Debt Management, Advances, TDY/TAD,
and Travel Mail: Dennis Gaither and Debbie Jackson

FAX 614 693-0499 (ADVANCES ONLY)
FAX 614 693-1205 (TDY/TAD PAYMENTS ONLY)
FAX 614 693-1305 (TDY/TAD PAYMENTSONLY)

ELECTRONIC FUNDS TRANSFER (EFT) - TRAVEL:
(Disbursing Directoraie)

CUSTOMER SERVICE 1 800-756-4571
FAX: 614 693-5078

CHECKS: LOST, STOLEN, and MUTILATED

CUSTOMER SERVICE 1-800-756-4571
HELPFUL WEB SITES (EEMAIL ADDRESSES)

DFAS web site. www.dfas.mil
www.dfas.mil/money/travel/

PDTATAC: www.dtic.mil/perdiem/
GSA: www.policyworks.gov



www.dfas.mil
http://www.dfas.mil/money/travel/
http://www.dtic.mil/perdiem/
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MAILING ADDRESSES- TDY/TAD TRAVEL

The use of First Class and U.S. Priority mail is recommended for the
mailing of al travel claims. The following address should be used to mail
all travel correspondence funded by FSN S33181.

DEFENSE FINANCE AND ACCOUNTING SERVICE -
COLUMBUS CENTER

ATTN: DFAS-CO/LTT

P O BOX 369015

COLUMBUS OH 43236-9015

All travel claims are to be by Direct Deposit/Electronic Funds Transfer
(DD/EFT) to the financial ingtitution of choice. Submit a revised DFAS-
CO Form 136 or FMS Form 2231 for DD/EFT to the address below :

DEFENSE FINANCE AND ACCOUNTING SERVICE -
COLUMBUS CENTER

ATTN: DFAS-CO/FQR

P O BOX 369019

COLUMBUS OH 43236-9019

or FAX therequest to 614 693-5078 or DSN 869-5078.

PLEASE NOTE: If you change your DD/EFT banking information for
payroll, you will need to fax a copy to DFAS-CO/FQR to update your
Travel EFT information.

If atrip is canceled, the travel advance must be returned. The traveler
may return the Treasury Check or send a personal check or money order
(made payable to US TREASURY or DFAS-COF&AQ) attached to a
copy of the travel orders, to the following address:

DEFENSE FINANCE AND ACCOUNTING SERVICE -

COLUMBUS CENTER

ATTN: DFAS-CO/FPDD

P O BOX 182267

COLUMBUS OH 43218-2267
Personal checks or money orders to make restitution for travel related
indebtedness also need to be made out to USTREASURY or DFAS-CO
F& AO and mailed to the above address. Please attach a copy of the debt
letter to the check or money order.
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GENERAL POLICY AND PROCEDURES

Effective 4/1/99, the POC mileage rate changed to $0.31 per mile.
For all travel 12 hours or lessthereis no per diem entitlement.

Taxable TAD/TDY entitlement for Civilian travelers only:
a. Travel greater than 12 hours and lessthan 24 hours;
b. Long-term travel in excess of a year;

Travel regulations require travel orders to be amended when the number
of days TDY/TAD authorized is exceeded by 100 percent or 7 days,
whichever isless. Example - If TDY/TAD is for 8 days, the traveler may
be TDY/TAD for 15 days, including travel time, before an amendment is
required. Additionally, official travel may begin as many as 7 days before
or after the date indicated on the travel order before an amendment is
required.

DFAS-CO reguests that the SF1164 (Claim for Reimbursement for
Expenditures on Official Business) be submitted to the travel office on a
monthly basis. DFAS-CO requires that all applicable sections be
completed to include block 1 and the "Accounting Classification™ section.

Travelers desiring the Travel Payments Branch to pay all or a portion of
their Government Travel charge card bill must identify and highlight the
amount to pay the Government Travel charge card on the front of the
clam. Please complete Block 1 if using the Aug 97 version of the
DD1351-2. Totake advantage of thisservice, travelers must first have
an EFT account set up for travel.

Because of the vast geographical area serviced by the DFAS-CO travel
payment office, SF1164s and settlements are transmitted by Electronic
Funds Transfer (EFT) to the traveler's bank account or paid by check, on
an exception basis, and mailed to the traveler. (With the passage of the
Debt Collection Improvement Act of 1996 (ACT), Public Law 104-134,
EFT will become mandatory for all personnel receiving travel
paymentson or after January 1, 1999.)

Facsimiles are accepted for all TDY/TAD payments provided the paying
station is DFAS - Columbus Center (FSN 33181). See page 1 for fax
numbers.
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TEMPORARY DUTY ADVANCES

As a convenient alternative to the issuance of a travel advance, please
utilize, to the maximum extent possible, the Government Contract Travel
Charge Card ATM Network for obtaining cash withdrawals for meals and
incidental expenses for official travel. Personnel using this service will be
billed on their personal Government Contract Travel Charge Card
account for ALL cash withdrawals obtained from the ATMs, plus a 1.9%
administrative fee. Employees may be reimbursed for the administrative
fees they are hilled on any amount up to and including that which
otherwise would have been advanced for the travel concerned, by claiming
the administrative fee as a reimbursable expense in the remarks section of
the Travel Voucher or Sub-voucher (DD1351-2). A Service fee charged
for the privilege of using a financial ingtitution's ATM facility is aso
reimbursable. These fees normally range from $.50 to $1.50. Add this
fee to the amount withdrawn and multiply the amount by 1.9% to get the
adminigtrative fee, which is reimbursable. Additionally, the service fee is
a separate reimbursable amount, which is to be claimed as a reimbursable
expense. If an ATM advance is obtained, and the TDY/TAD is canceled,
the administrative fee can be claimed on a SF1164 along with a copy of
the TDY/TAD orders and cancellation orders.

Travel advances not properly liquidated will receive one advisory letter,
and if not settled in the prescribed 30-day time frame, will be promptly
collected from the traveler's pay unless other arrangements have been
approved by DFAS-CO/LTTA.

NOTE: ADVANCES WILL NOT BE ISSUED TO TRAVELERS
HAVING ATM ACCESSTO THEIR GOVERNMENT CONTRACT
TRAVEL CHARGE CARD, EXCEPT IN THE RARE INSTANCES
WHERE ATM USE IS NOT PRACTICAL OR IS UNAVAILABLE
(i,e, THE LOCATION DOES NOT ACCEPT THE
GOVERNMENT TRAVEL CHARGE CARD) OR THE TRAVELER
HAS NOT BEEN OFFERED THE TRAVEL CARD. |IF A
TRAVELER FITS INTO ONE OR MORE OF THE ABOVE
SCENARIOS SUCH INFORMATION WILL BE FULLY STATED
IN THE TRAVEL ORDERS AND WILL BE THE BASIS FOR
AUTHORIZING AN ADVANCE AT 80 PERCENT.

A voucher is not required for the payment of travel advances. Submit the
origina (front, reverse and any amendments) of the TDY/TAD order
(DD1610), by mail or facsimile copy, a statement that an advance of funds

2
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is requested and a valid mailing address for the mailing of the backup
documentation (voucher copies). Additionaly, a complete commercial
phone number, including area code, an e-mail address if available
(especialy for traveler’s located outside the continental United States),
and a point of contact in case additional information is needed. NO
HOME TELEPHONE NUMBERS. Trave orders should be faxed to
DFAS-CO/LTTA (for FSN S33181 only) at least ten days prior to the
proceed date, to allow sufficient processing time.

Generally, advances will not be issued for TDY/TAD of one (1) day or
less than $50.00, unless aregistration fee of $10.00 or more isincluded.

An advance will not be granted if the employeefmember involved has
failed, for reasons unacceptable to an approving official, to submit a claim
on a previous travel order under which an advance was paid, or has not
made arrangements for settlement of an outstanding advance or
overpayment. An employee will be informed that any overpayment must
be paid in full by the employee/member within 30 days. If the employee/
member does not make voluntary settlement of the indebtedness,
collection action will be taken via payroll deduction plus a $12.00
adminigtrative fee and any applicable interest.

Travel advances by check or EFT/DD will bein accordance with the
policies set forth in the Joint Federal Travel Regulations and Joint Travel
Regulations, per the below scenarios:

Scenario 1: Traveler is offered a Government Contracted Travel
charge card but declines

Advance is limited to 100% of "cash transaction expenses', i.e
M&IE; local transit system fares;, taxi fares, parking fees, ferry fees;
bridge, road, and tunnel fees; airplane parking, landing, and tiedown fees;
gasoline and other variable expenses covered by the mileage allowance for
advantageous use of a POV for official business; and other miscellaneous
expenses which cannot be charged. All cash transaction expenses (except
M&IE and mileage allowance) shall be listed in the remark section of the
TDY orderswith adollar amount next to each item.
Scenario 2: Traveler's card was suspended or revoked because of
abuse

Advance is limited to 100% of "cash transaction expenses', i.e
M&IE; local transit system fares; taxi fares, parking fees; ferry fees;
bridge, road, and tunnel fees; airplane parking, landing, and tiedown fees;
gasoline and other variable expenses covered by the mileage allowance for
advantageous use of a POV for official business; and other miscellaneous

3
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expenses which cannot be charged. All cash transaction expenses (except
M&IE and mileage allowance) shall be listed in the remark section of the
TDY orderswith adollar amount next to each item.

Scenario 3: Traveler is not offered a Government Contract Travel
charge card and/or use precluded

*  Automatically authorized 100% of "cash transaction expenses'.

The order-issuing official may authorize an increase to the amount of the
above travel advance, up to 80% of the additional cash expenses, i.e.
transportation, lodging, car rental, or other travel expenses that normally
would be charged.

» |f the 80% will cause a financial hardship, a request for a waiver up
to 100% may be addressed to:

Defense Finance and Accounting Service, Headquarters
ATTN: Disbursing and Trave Directorate

1931 Jefferson Davis Highway

Arlington VA 22204-5291

Exception and waiver authority may not be exercised for travelers
who have declined the Government charge card, or whose
Government charge card has been suspended or revoked because of
delinquent payments.

It is DFAS-CO policy to process advances 10 workdays prior to the
proceed on or about date on a travel order. Requests for advances should
be forwarded at least 10 workdays in advance of the proceed date, if at all
possible.

Travel advances not properly liquidated will receive one advisory letter,
and if not settled in the prescribed 30-day time frame, will be promptly
collected from the traveler's pay unless other arrangements have been
approved by DFAS-CO/LTTA.

REMINDER: The request for a travel advance must be received at
least ten days prior tothe date of travel departure.
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FORMSUTILIZED

DFAS-CO uses and processes the following forms:

DD1610 (REQUEST AND AUTHORIZATION FOR TRAVEL OF
DoD PERSONNEL) OR ANY ELECTRONIC ORDER - Used for
request of advances and as a required attachment for settlement claims.

DD1351-2 (TRAVEL VOUCHER OR SUBVOUCHER) - Usad for the
submission of temporary duty claims and supplemental payments. Can
also be used as a continuation sheet if DD1351-2C is not available.

DD1351-2C (TRAVEL VOUCHER OR SUBVOUCHER)
(Continuation Sheset) - Used as a continuation sheet with the DD1351-2
when additional items or space are required.

DD1351-3 (STATEMENT OF ACTUAL EXPENSE) - Used to claim
Actual Expenses when authorized while on official travel. Must be
accompanied by a completed DD1351-2.

SF1164 (CLAIM FOR REIMBURSEMENT FOR EXPENDITURES
ON OFFICIAL BUSINESS) - Used for the submission of local/vicinity
travel and other miscellaneous expenses when a travel order is not
required. Can also be used with the DD1351-2, as an attachment, for
vicinity mileage in the area of a TDY/TAD point.

Revised DFAS-CO FORM 136 - Used to initiate or change financia
ingtitution information you desire travel DD/EFT transactions to be sent
to. If used for payroll purposes, and you desire your travel deposits to be
sent to the same financial ingtitution, please ensure travel is given a copy
of thisform as payroll and travel systems do not interface.

FMS Form 2231 — Used to initiate or change your financial institution
information for travel DD/EFT transactions
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Read Rivacy Act Statement, Renalty Statement, and Instructions on back before completing
TRAVEL VOUCHER OR SUBVOUCHER fom. Use typewriter, ink, or bal poirt pen. FRESS HARD. DONOT use percil. If moe
space is needed, continuein remarks.

1. PAYVENT 2. TYPECF PAYVENT (X & appicable) 3. FORD.Q USEONY
Heatraric Furd Trandfer (ET) D Paymert by Check oY m RCS | a DO VOUGHRNUMER
it Disbursamert: At to Govt Tl Crerge Card $ Qrer Deperdiat(s) DA

4, NAVE(Lasi, First, Milde fitid) (Rrirt o tyye) 5. GRADE 6. SN b SUBVOUCHERNUVER

SVITH, JOHN A GS9 000000000

7. ADDRESS a NUVBERAND STRER b aTY C STATE | d ZPCODE c PADBY

555 NOWHERE ST QOLUMBUSOH OH | 411-000

8. DAYTIVETHEFHONENUVBERE | 9. TRAVEL CRDERNUMBER 10. PREVICUS GOVERNMENT PAYVENTS
AFEACCDE ADVANCES
(614 68126

11. CRGANIZATION AND STATION NONE

DFASCO COLUMBUSOH

12, DEPENDENT(S) (X ad conrplete 25 appicable) 13. DEPENDENTS ADDRESS ON RECEPT OF

[ Acooveane [ nsocaveane CRORRS(eluce Zip Coxk)
a NAVE(La, Firs, Mdehiid) | b REATIONSHP | & QRTERCERRIH
14, \VE H I
HRVEEOUSEFDLD GOODS BEE SHPFED?
| ves NO (BpiaininRarerks) | d COMPUTATIONS
15. ITINERARY'
b PLACE < d e [
a DATE (Home, Qlfice, Bese, Adtiviy, Gty and NS FERSN | wpene | Roc
B Sae Cty ad Cantry, €c.) TRAVEL | STOP oosT MLES
SJAN | o | COLUMBUSOH (o34
SIAN| ARR] A D H
AN o | TLANDO 3 1600
3WAN AR MC
GOLUMBUSOH
=3
AR
=3
AR
=3
AR
DEP
AR
=3 @ SUMMARY OF PAYMENT
AR ) PaDiam
=3 @ Adidl Bpase Allawarce
AR (3 Mieg
16. POC TRAVEL(X ) | X [ OWNCPERATE [ [PrsseR 17. DURATION OF TDY TRAVEL| (4) Depertient Travd
18, RAVBURSABLEEXPENSES 6 DA
12 HOURS ORLESS
a DATE b. NATURE CF EXPENSE . AMONT | d ALOWED (6) Reintursle Bpenses
5IAN |AIRFARE 29500 MORETHAN 12 HoURs | @) Tad
5-300AN |[RENTAL VEHIOLE 62500 BUT 24 HOURSORLESS| (8)  Less Adverce
5300AN [GAS(16,17,14,12,5,13) 77.00 © Amout Qved
X | MoreTHAN 24 HOURS
200AN |[ATM (GOVNT AMEX ONLY) 30150 (10) Amant De
200AN  |BANK FEE (GOVNT AMEX) 150 19. GOVERNVENT/DEDUCTIBLEMEALS
30JAN [TAXI AIRPORT/RESDENCE 1800 a DATE | h NO OFMEAS a DATE | b NO CFMEAS
29AN |[ATM WITHDRAWAL 400.00
20.a CLAMANT SGNATURE b DATE 21.a APPROVING CFRCER SGNATURE b. DATE
22. ACCOUNTINGCLASSHCATION
23. COLLECTION DATA
24, COMPUTED BY 25. AUDITED BY 26. %ixﬁ 27. RCAVED (Pajee Sgeture and Date o Creck Na)) 28, AMOUNT PAID

DD FORM 1351-2, AUG 1997 (EG)

FREVIOUS EDITIONS OF DDFORM 1351-2 AND 1351-1
\USTED.

Exogption to §F 1012 approved by GSA/IRMS 12-91.
MAY BE USED UNTIL SUFRLY IS EXHAL
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INSERT DD1351-2 REVERSE HERE
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TEMPORARY DUTY (TDY/TAD) SETTLEMENTS:

Vouchers

General

Block 1

Block 2

Block 3

Blocks 4-7

Block 8

Block 9

Block 10

Block 11

Blocks 12-14

COMPLETION

DD1351-2 Travel Voucher or Subvoucher (Orig or
fax copy)

DD1351-2C Travel Voucher or Subvoucher
(Continuation Sheet) (as needed)

Usetypewriter, ink or ball point pen only.
DO NOT USE PENCIL

Place an "X" in the box of choice. If Split
Disbursement indicate amount. Seeitem 1 -
PAYMENT on reverse for clarifying statement.

Place an "X" in the box that indicates the type of
travel performed.

Do not complete this section. Exception: Can list
amount to be designated for Split Disbursement.

Self-explanatory. Note: A current mailing addressis
needed even if payment isviaEFT. Required to ensure
EFT paperwork is being mailed to the proper address.

A complete duty phone number to include area code .
NO HOME TELEPHONE NUMBERS.

Obtained from the travel order.

Include al travel payments applicable to referenced
travel order or NONE if not applicable. DO NOT
INCLUDE ATM WITHDRAWALS. USE BLOCK
18.

Complete with permanent duty station information.

Complete as applicable for PCS claims only.



Block 15

Block 16

Block 17

Block 18

Block 19
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Itinerary must be exact! The date of departure from
and arrival at the permanent duty station or other place
where official travel begins and ends, and points at
which temporary duty is performed, must be shown on
the voucher. All overnight stops will be listed in the
itinerary. Deviations from the TDY/TAD orders, such
as, al non-government travel to include leave, and
return trips home during the TDY/TAD must be
accounted for on the voucher. Use appropriate symbols
from the reverse side of the DD1351-2 for blocks 15c
and d. In block 15e list total lodging cost for each
TDY/TAD or enroute location. Number of miles
traveled by privately owned conveyance (POC) to and
from the TDY/TAD point must be shown in 15f. On a
separate line, show mileage to/from the commercia
transportation terminals in 15f. (Indicate dates of |eave
in block 29.)

Compl ete this section whenever ANY privately owned
conveyanceis used.

MUST MARK THE APPROPRIATE BLOCK.

Reimbursable Expenses - Show all itemized expensesin
this area to include CONUS lodging tax, actual expenses
for personal laundry and/or dry cleaning when travel is
within CONUS and requires at least 4 consecutive
nights TDY lodging (note: not after returning to or
arriving at PDS), mileage within the vicinity of the
TDY/TAD paint, parking, tolls, taxis, rental vehicle, gas
for rental vehicle, personally procured commercia
airfare, registration/conference fees, official local and
long distance telephone calls, Government charge card
ATM fees, fees charged by financia institutions for
ATM withdrawals only with use of the Government
Travel charge card and other authorized miscellaneous
expenses.

List by date the number of meals consumed in a
Government dining facility or included in aregistration
or conference fee. Seeitem19 on the reverse side of the
DD Form 1351-2, DEDUCTIBLE MEALS for a
clarifying statement.

9
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Block 21

Blocks 22-28

Block 29
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Traveler's signature and date.

An authorized approving official will sign and date
when approving claimed items that are not supported by
entries on the travel order.

These blocks are for Finance and Accounting Office use.

Complete this section when employees have taken leave

for more than 4 hours on any given date within the dates
of official travel. Service members will indicate full
calendar date(s) on which leave was taken to include
weekends within the dates of official travel. Can also be
used for any clarifying remarks pertaining to the official
travel.

10
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ATTACHMENTS FOR DD1351-2 TEMPORARY DUTY
(TDY/TAD) SETTLEMENTS:

Orders (Original and one copy or two copies) DD1610 or other
travel
orders and any amendments to the original orders to
include the reverse. A DIGITAL SIGNATURE IS
NOT APPROVED FOR USE ON A DD1610 OR
ANY ELECTRONIC ORDER.

L odging (Original or copy) All lodging claimed, enroute or at
TDY/TAD location. Receipt from hotel, motel, other
commercial establishment or government facility.

Rental (Original or copy) The use of a renta vehicle
should Vehicle authorized in the travel orders (DD1610).
After the fact approval may be authorized and approved on
the DD1351-2 by having the orders approving
official sign the DD1351-2. When an authorized rental
vehicleis reserved in advance, it is the traveler's
responsibility to ensure he/sheis charged only the reserved rate.
This information is usually on the flight itinerary
provided by the CTO. If the traveler is charged more than
the reserved rate, an explanation is required on the
voucher. Reimbursement for insurance paid by the
traveler will not be authorized (except overseas). Receipts
are required to support claims in amounts of $75 or
more or in cases where the rental receipt includes charges other

than rental fee and tax.

NOTE: Pre-calculation receiptsare NOT valid. Traveler must bein
possession of final bill from rental agency, which shows proof of
payment and itemized expenses.

Transportation (Original or copy) Whenever the traveler purchases their
own commercial transportation tickets, a copy of the
receipt (airline, train, etc.), must be submitted with the
travel voucher. Reimbursement will be made not to
exceed the cost, which would have been incurred if
the Government had purchased transportation.

Just areminder, when tickets are purchased from a

11
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agency other than those under contract with the U.S.
Government, reimbursement of the cost of
be denied.

(Criginal or copy) Any transportation paid for by the
government through an authorized CTO under contract
with the U.S. Government (SATO, LIFCO, CARLSON
WAGONLIT, CRIMSON TRAVEL, etc.)

(Criginal or copy) Cancdlation form for government
procured transportation issued. Do NOT send unused
airline tickets with the travel voucher. Turn them in to
the issuing activity for DD730 issuance.

(Crigina or copy) (if expense is $75 or more)
Authorization of registration/conference fees must be
in the travel orders. List the number of meals per

day included in the cost of registration/conference fees.

(Criginal or copy) Additional authorized reimbursable
expenses that are $75 or more. If small items of
expense, such as gas, talls, or parking charges are
lumped together and are $75 or more, show on the travel
voucher theindividual breakdown of expenses.

Example, aclaim for $75 in gas would be entered as
follows: block 18a= Nov 2-27 block 18b = gas $16,
$17, $14, $11, $4, $13; block 18c = $75.

If travel wasto aforeign country, include on the voucher
the amount claimed in foreign currency, amount
in U.S. Currency and the CONVERSION RATE

(Original or copy) Letters approving actual expense
or other pertinent |etters/forms.

NOTE: CREDIT CARD RECEIPTS CANNOT BE USED AS THE
PRIMARY RECEIPT FOR LODGING, RENTAL CAR OR COM-
MERCIAL TRANSPORTATION (AIRLINE TICKET, TRAIN, OR

BUS).

12
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1. Department or Establishment, Bureau, Division o Office 2. VOUCHER NUMBER
O R BB 25155 s ecomsors
ON OFFICIAL BUSINESS 3. SCHEDULENUMBER
Read the Privacy Act Statement on the back of this form. 5. PAID BY
4. |a. NAME (Lag, first, micdleinitial) b. SOCIAL SECURITY NO.
SMITH, JOHN A
000-00-0000
c. MAILING ADDRESS (Indude 2P Code) d. OFA CE TH.LEFHONE
555 NOWHERE ST NUMBER
COLUMBUS OH 43211
(614)693-1255
6. EXPENDITURES (If fare claimed in col. (g) exceads char ge for one parson, show in col.. (h) the number of additional persors which accopanied thed aimant.)
DATE Show appropriatecodein col. (b): MILEAGE AMOUNT CLAIMED
C A — Local travel RATE
O B — Telephone or t elegraph, or
1996 | D C — Other Expenses (itenized) 0.310¢ fare  |ADD| TIPS AND
E . PSRN MILEAGE | ortorL |PER.| misca-
(Expldn eqenditures in specific deail.) WL%: ISONS| LANEOUS
@ ® © FROM @ 10 (€] (] (] ® @)
T T T
— 1 A |COLUMBUSOH MANSFIELD OH ' ' '
03 NOV 640] 1984 ! !
—— | A |MANSFIELD OH COLUMBUS OH ‘ | |
B3 NOV 60| 198 :
SAME TRIP PERFORMED | [ [
ON 5,6,7,8 NOV96 60| 136 i i
[ [l [l
0,00 | |
TOTAL QUALITY MGMT | | |
aNov | C | RECISTRATION FEE CONFERENCE 0100 | 65‘ o
I I I
000 | |
I I I
I I I
REGISTRATION FEESARE |PAID ON THISFORM ONLY 0.00 | |
T T T
IF ACCOMPANIED BY A REQUEST FOR MILEAGE 000 ; ;
| I I
REIMBURSEMENT 0,00 ! !
0100 | |
I I I
I I I
If addtional space is required continue on the back. e G  CARRIED FORWARD FROM ! ! !
7. AMOUNT CLAIMED (Total of cds. (f), (@) and (i).) 1 $ 184.04 TOTALS 384 119}04 1 63 00
8. This claim is approved. Long distance telephone calls, if shown, are certified | 10. | certify that this claim is true and correct to the best of my knowledge
as necessary in the interest of the Government. (Note If long distancecalls and belief and that payment or credit has not been received by me.
areincuded, theapproving officid mus hawe bean authorized, in writing, by the head of PAYMENT DESIRED
the departmant or agency 1o so catify (31 U.SC. 680a).)
Travel miles from residence to permanent duty station have been deducted. CHEX Sign Orignal Only
Approved, Proper, Correct, and Advant ageous to the Govemnment. D cAsH
Sign Qriginal Only QAIMANT DATE
QLAIMANT 14 JAN 97
APFROVING DATE 11. CASH PAYMENT RECEPT
g’g‘NO:E%{ ] a. PAYEE (Signaure b. DATE RECBVED
9. This claim is certif ied correct and proper for payment . AMOUNT
Sign Criginal Only $
AUTHORIZED
CERTIFYING . DATE 12. PAYMENT MADE
gEHNOEIREFE BY CHECK NO.
ACOOUNTING CLASSIFICATION
APPROPRIATE ACCOUNTING CLASSIFICATION MUST BE SHOWN IN THISSECTION
APC DOCUMENT NUMBER
1164-210-07 Standard Form 1164 (Rev 11-77) (EF) Prescribed by GSA, FPMR (CFR 41) 101-7 (DISA-R (DTS Inc.)

Exception approved April 1980
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6. EXPENDITURES — Continued

DATE C  Show appropriatecodein col. (b): AMOUNT CLAIMED
O A—Local travel MllﬁAEergE
D B—Telephone or t elegraph, or ¢ 00| TS AND
19 E C—Other Ex temi
penses (temized) I MILEAGE | Ry |PER | MISCEL-
(Explan ependitues inspedific ddal.) No O SONS| LANEOUS
@ (b) © FROM @ TO (E‘) ® © ) (0]

T T T
| | |
| | |
T T T
| 1 1
| | |
| 1 1
| 1 1
L ' '
| | |
| | |
I 1 1
| | |
| | |
| | |
T T T
| | |
| | |
T T T
| 1 1
| | |

| | |
| 1 1
L L 1
| [ [
| | |
| 1 1
[l 1 1
| | |
| | |
T T T
| 1 1
i | |
t t t
| 1 1
| 1 1
| 1 1
| 1 1
| | |
| | |
I 1 1
| | |
| | |
| 1 1
I I I
| | |
| | |
T T T
| 1 1
| | |
T T T
| | |
| 1 1

| |
| |
1 1
1 1
| |
| |
1 1
1 1
| |
T T
1 1
1 1
t t
| |
1 1
| |
| |

Taa each cdumnand erter onthe frort, aibtatal lire  x

In compliance with the Privacy Act of 1974, the following information is provided: Solicitation of the information on t his form is authorized by 5 U.S. C. Chapt er 57 as
implemented by the Federal Travel Reguiations (FPMR 101-7), EO. 11609 of Juy 22, 1971, EO. 11012 of March 27, 1962, EO. 9397 of November 22, 1943, and
26 U.S.C. 6011(b) and 6109. The primary purpose of the requested information is to determine payment or reimbursement to eligible indviduals for allowable travel
andior other expenses incurred under appropriate administ rative authorization and to record and maint ain costs of such reimbursements to the Goverment. The
information will be used by Federal agency off icers and employees who have a need for the information in the performance of their official duties. The information
may be disclosed to appropnale eraJ State, local, or foreign agencies, when relevant to cvil, criminal, or reguiatory investigations or prosecutions, or when
pursuant to a requirement in connection with the hiring or firing of an employee, the issuance of a security clearance, or investigations of the

performance of official duty e Sy emen: seree. “Your Soch Security Account Number (SSN) is solicited under the authority of the Intemal Revenue Code
26 U.SC 6011(b) and 6108) and O, 9357, November 22, 1943, for use as & 1axpayer andior empoyee Kertf Cation number: dsclosure is MANDATORY on
vouchers claiming payment or reimbursement which is, or may be, taxable income. Disclosure of your SSN and other request ed information is volurt ary in al other
instances; however, f ailure to provide the information (other t han SSN) required to support t he claim may result in delay or loss of reimbursement.

Standard Form 1164 Back (Rev 11-77) () _ (DISA-IRDTS, Inc)
PerFORM PRO V 3.01
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CLAIM FOR REIMBURSEMENT FOR

EXPENDITURES ON OFFICIAL BUSINESS

Voucher

General

Section 1

Section 2-3

Section 4a

4b

4c

4d

Section 5

Section 6

NOTE:

Section 7

(Local/Vicinity Travel): Completion

Standard Form (SF1164) Original or facsimile copy

Complete by typewriter, ink or ball point pen
PENCIL WILL NOT BE ACCEPTED.

Show the complete address of the organization
assigned to.

Finance and Accounting Office use.
Complete name.
Must include social security number.

Complete addressis required even if payment is
being made by Electronic Funds Transfer (EFT).

Include complete duty tel ephone number.
Finance and Accounting Office use.

Complete this section fully, explaining the nature of
expenses being clamed and total amounts of
reimbursement being requested. If round trip mileageis
being claimed to an alternate duty location and this trip
was performed on additional days, only one trip needs to
be shown and an annotation as to the dates the same
additional trips were made. If reverse side is needed for
additional expenses be sure to carry amounts to the front
page.

ONLY MILESDRIVEN IN EXCESS OF NORMAL
COMMUTE TO REGULAR WORK PLACE CAN
BE CLAIMED.

Include in this section the TOTAL amount of the claim.
Transfer subtotals from the reverse to the front.

15
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Section 8 Must have the signature and date of an authorized
approving official. Voucher CANNOT be processed
without this signature!

Section 9 Needs to be completed when alocal Registration/
Conference fee is being reimbursed or when local
policy requires.

Section 10 Must have the traveler's signature and date.

Section 11-12  For Finance and Accounting Office use.

Accounting This section must be completed by funds certifying
Classification  official, resource advisor or person appointed by the
organization for funds control. Payment vouchers will
be returned if this section is not complete,
NOTE: A STANDARD DOCUMENT NUMBER
MUST BE INCLUDED OR CLAIM COULD BE
RETURNED UNPAID.

ATTACHMENTSFOR SF1164

Receipts (Criginal or one copy) Of any item of expense of $75.00
or more.

SUBMISSION PROCEDURES

Submit one SF1164 per month. If you have several lines of accounting,
list them all, with the amount claimed next to each appropriation in the
accounting classification block of the SF1164. Or,

Submit a separate SF1164 for each different line of accounting. Staple al
SF1164s together and number them sequentially, with the total amount to
be paid annotated in block 7 of the first SF1164. Only one group of these
per traveler should be submitted for travel during any one month. To
allow each budget officer to more effectively track the expenditure of their
funds, it is highly recommended that SF1164s be submitted for payment
monthly. However, in all instances a SF1164 must be submitted for
payment no later than 30 days after the end of the fiscal year in which
travel was performed

16
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Read Privacy Act Statement, Penalty Statement, and Instructions on back before completing
TRAVEL VOUCHER OR SUBVOUCHER form. Use typewriter, ink, or ball point pen. PRESS HARD. DO NOT use pencil. If more
space is needed, continue in remarks.
1. PAYMENT 2. TYPEOF PAYMENT (X as aplicable) 3. FORD.Q USEQNLY
;‘ Hectronic Furd Transfer (EFT) l:l Paymert by Check ﬂmv wi'e/e ’:‘ PCS [a D.O. VOUCHERNUMBRR
pit Dishursement: Amt to Gowt T Charge Card $ 3200.00 Other Deperdent(s) DLA
4. NAME (Lest, First, Mekde Iritia) (Prirt or type) 5. GRADE 6. SN b SUBVOUGHER NUMBER
PUBLIC, JOHN Q Gs11 000-00-0000
7. ADDRESS. a NUMBER AND STREET b. CTY c STATE | d. ZIP CODE ¢ PADD BY
555 NOWHERE ST ‘ COLUMBUS OH 43211-0000
8. DAYTIVE TEEPHONENUMBER & | 9. TRAVEL ORDER NUMBER 10. PREVIOUS GOVERNMENT PAYMENTS
" el o 115 QDovo2 DEDUCT HALF NOW
11. ORGANEZATION AND STATION
DFASCO COLUMBUS OH %2‘1)'00 ML 697
12. DEPENDENT(S) (X and complete as appliceble) 13, DEPENDENTS ADDRESS ON RECEPT OF
‘ ACCOMPANIED ‘ UNACCOMPANIED ORDERS(rclude Zip Cock)
a NAVEE(Last, First, Midde Intid) | b. REATIONSHP | & Qo EOR B |
14, HVEHOUSEOID GOODS BEEN SHFPE?
[ves [ |No@eninRemaiky [ d COMPUTATIONS
15. ITINERARY
a DATE (Hae, Office, e Ay, iy e M“ggg& E&?‘ wooane | poc
o7 State; City and Courtry, etc.) TRAVEL | STOP cosT MILES
23JUN| o> | CONTINUING TDY
AR TD
0L om WASHINGTON DC > 1400.00
6JUL | ArR TD
UL [om BOSTON MA o3 348.00
UL | ArR TD
TL0L [0 WASHINGTON DC P
LLUL | AR | COLUMBUS OH AR
130UL | oee | AUTHORIZED RETURN CcP
130UL | AR WASHINGTON DC D 18
oeP | CONTINUING TDY
ARR
DEP e. SUMMARY OF PAYMENT
ARR (1) PerDiem
DEP (@) Actual Bense Allowance
ARR (3) Mileage
16. POC TRAVEL(X one) ‘ ‘ OWN/OPERATE ‘ ‘ PASSENGER 17. DURATION OF TDY TRAVEL | (4) Deperdrt Travel
18, RAMBURSABLE EXPENSES ) DA
a DATE b. NATURE OF EXPENSE  AMOUNT | d. ALLOWED ZHOURS ORISS ey Femiarsatie Berses
6IUL |TAXI LODGING TO ARPT 28.50 CRETHAN 12 Howrs | () Tad
6JUL |TAXI ARPT TO LODGING 32.75 BUT 24 HOURS ORLESS | ()  Less Advance
9L [TAXI LODGING TO ARPT 36.75 (9) Amourt Owed
9JUL_|TAXI ARPT TO LODGING 35.00 X | voremanzs vaurs (e
6&9JUL [TAXI TIPS (4.30, 4.95, 5.55) 14.80 19. GOVERNMENT/DEDUCTIBLE MEALS
QUL [TAXITIP 525 a DATE b NO. OF MEALS a DATE b. NO. OFMEALS
13UL [TAXI ARPT TO LODGING 36.00 7 2
13UL [TAXITIP 4.00 8 1
9L |RENTAL VEHICLE 140.00
20.a CLAIMANT SIGNATURE b DATE 21.a APPROVING OFFCER SIGNATURE b. DATE
280L97 23JUL97
22. ACCOUNTING CLASSACATION
23. COLLECTION DATA
24. COMPUTED BY 25. AUDITED BY 26. %%’:‘E 27. RECEVED (Payee Signature and Date ar Check No.) 28. AMOUNT PAID
DD FORM 1351-2, AUG 1997 (EG) m&i‘fﬁ?&g“jgfgm|153é(1"_‘2AﬁNSIE_’E|1§51-1 Exception to SF 1012 approved by GSA/IRMS 12-91.
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TRAVEL VOUCHER OR SUBVOUCHER
(Continuation Sheet)

PAGE 2

OF 2 PAGES

4, NAME(Last, First, Micdle Initial) (PYint or type)
PUBLIC, JOHN Q

15. ITNERARY

3. FORD.O. USEONLY

b. LOCAL
3o TE | TIvE (24
2| on

c. PLACE VeS| & [ NUMBER OF MEALS]
(Home, Ofice, Bese, Acthity, City and | MEENS. | reason

State; City and Courtry, etc.) TRAVEL R)RSFOP‘ eg;; é?d

DEP

(BL:D) | (BLD)

MILES

AR

DEP

AR

DEP

AR

DEP

AR

DEP

AR

DEP

AR

DEP

AR

DEP

AR

DEP

AR

DEP

AR

DEP

AR

DEP

AR

DEP

AR

DEP

AR

DEP

AR

16. RAMBURSABLE EXPENSES

a. DATE b. NATURE OF EXPENSE c. AMQUNT d. ALLOWED
6 1l 97 ATM (AMEX PERSONAL GOVNT CARD ONLY) 301.50
6 1l 97 BANK FEE (AMEX PERSONAL GOVNT CARD ONLY) 150
1097 BOSTON TOLLS 5.50
17 97 METRO 5.75

19. GOVERNMENT TRANSFORTATION REQUEST (GTR/MILITARY TRANSFORTATION AUTHORZATION (MTA)

a GIRMTA NO. b. FROM c. 70
30. RMARKS
RSO 4331250 i bsavimus 1201 Frevious edition may be used

18




April 1999
DFAS-CO 1404.3-PH

OTHER TDY/TAD PROVISIONS

1. ACTUAL EXPENSE AUTHORIZATION (AEA) - AEA may be
authorized before travel begins or approved after travel has been
performed. AEA requests for civilians should be sent to the appropriate
office listed in the Joint Travel Regulations (JTR) Appendix L. AEA for
Uniformed Service Members will be requested and approved per the Joint
Federal Travel Regulations (JFTR), Chapter 4, Part C. When authorized
in advance of the travel, the AEA for a specific travel assignment will be
dtated in the travel order per the JTR or JFTR.

2. ATM FEES - Only those ATM fees assessed with use of the
Government Contract Travel Charge Card are reimbursable. ATM
cash withdrawals shall be limited to amounts to cover the meas and
incidental expenses portion of per diem, plus miscellaneous reimbursable
expenses which cannot be charged to the card, such as taxis, local public
transportation, tolls, parking fees, and gasoline. Monies will not be
withdrawn for lodging, car rental or commercial transportation--these
expenses can be charged to the Government Travel charge card. NOTE:
Some ATMs disburse only specific denominations of currency, $20 hills
for example. In this case round up your requested amount. The
reimbursement of the small additional transaction fee is authorized.

When travel is performed enter the amount of the withdrawal (s) (made on
the Government Travel charge card) in block 18 of the DD1351-2, i.e.,
"ATM withdrawal". In the column titled "amount" enter the amount
withdrawn, in this case, $200. If a bank fee is assessed enter this amount
on the next line.

When travel is not performed, submit a request for reimbursement on a
SF1164. Enter the date funds withdrawn and "ATM withdrawal
(amount)" in section 6. If a bank fee is assessed enter this amount on the
next line. Reimbursement is only authorized for Government Travel
charge card withdrawals. Also, a copy of the order and cancellation
document must be attached to the SF1164.

19
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NOTE: ATM withdrawal fees will not be reimbursed if the transaction
occurred more than two work days prior to the scheduled departure date of
the TDY/TAD. Additionally, fees for ATM withdrawals made after the
last day of travel are not reimbursable.

To preclude misleading the traveler as to the amount of an advance he or
sheisauthorized, block 15 of the DD1610 isto be |eft blank.

3. DIRECT DEPOSIT / ELECTRONIC FUNDS TRANSFER
(DD/EFT) - Public Law 104-134, the Debt Collection Improvement Act of
1996, (ACT) mandates DD/EFT for all Federal Payments to recipients
who become dligible for payments on or after July 26, 1996. Waivers to
this mandate may be granted to recipients that certify in writing that they
do not have an account with a financial institution or authorized payment
agent. All waiverswill expire on December 31, 1998. Each traveler must
apply to start or change direct deposit of their travel payments by
completing a revised DFAS-CO Form 136, which can be obtained from
each Liaison Office or call 1 800-342-0375 to have the form sent to you.
DD/EFT for travel payments does not interface with the payroll
DD/EFT information. A copy of the payroll DD/EFT sign up form
must be faxed to DFAS-CO Disbursing to establish the DD/EFT for
travel.

4. LODGING
CIVILIAN EMPLOYEES

Government civilian employees TDY/TAD to U.S. Government
installations may not be required to use available Government quarters.
However, when adequate Government quarters are available and other
lodging is used, reimbursement is limited to the Government quarters
cost. Government quartersaren’t availableif:

1. TheTDY or delay isto other than a U.S. ingtallation;

2. The DOD component concerned identifies the employee as one whose
normal duties require official travel in excess of 50 percent of the total
number of the employee's basic administrative work weeks during the
current fiscal year (except as indicated in Appendix B, footnote 2).
("Normal duties' as used here doesn’t include attendance at training
courses, conferences, mesetings, seminars, and similar functions.);
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3. The order-issuing official determines Government quarters use would
affect mission performance adversdy (this doesn’'t apply to employees
attending service schools at an installation); employees of grades GS-16 or
above and SES employees (including individuals described under 5 U.S.C.
5703) make this determination for their own travel;

4. All periods of travel en route; or
5. Any TDY or delay of lessthan 24 hours.

Thetravel authorization or voucher must document when one of the above
circumstances applies. In al other situations, Government quarters
availability must be checked and documented.

DOCUMENTATION

If adequate quarters aren’t available, the travel authorization or voucher
must document the nonavailability (by confirmation number, if provided
by the Service in its registration process; otherwise, the employee must
note the date the attempt to acquire reservations was made and the phone
number and point of contact at the billeting office contacted). If acceptable
documentation is provided by the employee of Government quarters
nonavailability on the travel authorization or voucher, the order-issuing
official then shall authorize/approve commercial lodging.

SERVICE MEMBERS

Uniformed members on official travel must use adequate available
government quarters. When adequate Government quarters are available
and other lodging is used, the reimbursement for a member on official
travel islimited to the Government quarters cost.

Government quarters aren't avail able when:
1. TDY or delay point isto other than aU.S. ingtallation;

2 The order-issuing official determines use of Government quarters
would adversely affect mission performance (this doesn't apply to
members attending service schools at an installation); officers in grades
0-7 through 0-10 make this determination for their own trave;

(8 and per diem is payable under par. U5105 (MALT plus) [PCS
ONLY];
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(b) the member is accompanied by dependents authorized to travel
concurrently, and the family unit can't be lodged together in Government
quarters at ports of embarkation/debarkation (PCS ONLY); or

(c) toaship or an afloat staff homeported OCONUS, the member,
accompanied by dependents authorized to travel concurrently, is put on
TDY at the homeport awaiting arrival of the ship/staff or onward
transportation, and Government quarters aren't available for the family
unit; or

3. all periods of travel en route;
4. any TDY or delay of lessthan 24 hours at one location; or

5. the member is TDY at a medical facility as a nonmedical attendant
accompanying a dependant in an outpatient status (see par. U7551).

DOCUMENTATION

The travel order or voucher must document when one of the above
circumstances applies. In all other situations:

1. the availability of Government quarters must be checked and
documented by the order-issuing official;

2. the travel order or voucher must document that quarters aren't
available by:

(& the confirmation number provided by the Service in its
registration process,

(b) the date the attempt to acquire reservations was made and the
phone number and point of contact at the billeting office contacted; or

(0 member documentation that Government quarters weren't
available on arrival; and

3. the order-issuing authority shall then authorizes/approves
commercial lodging.

NOTE: FOR COAST GUARD PERSONNEL ONLY: Government
guarters are available only if use is directed in the order.
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If a lodging receipt shows a charge for double
occupancy, that fact is shown on the voucher with the name and
organization or employing agency or office of the person sharing the room
if the person is a Service Member or Government employee on officia
travel. In this case, the traveer is allowed one-haf of the double
occupancy charge. If the person sharing the room is not a Service
Member or Government employee on official travel, identification of the
person sharing the room is not required and the traveler may be allowed
the single room rate. The traveler is required to provide the single room
rate.

5. LONG TERM TDY/TAD - Long Term Definition: Long Term
TDY/TAD includes travel for training (course of instruction) in excess of
30 calendar days or a TDY/TAD assignment in excess of 180 calendar
days at one location.

Authorized Per Diem: Normally (unless government quarters and
messing are available) 55% of the applicable maximum amount for the
TDY/TAD location rounded to the next higher dollar. Rate payable is
effective the day after arrival and payable through the day prior to
departure from the TDY/TAD point.

Advance of Funds. DFAS-CO/LTTA will issue a travel advance
covering the first 45 days of TDY/TAD (at the reduced rate specified
above). Use fax number 614 693-0499 or DSN 869-0499 to forward your
orders (to include reverse side if applicable) requesting an advance of
funds.

Filing Procedures: Y ou should file your first 15-30 days of expenses
for long term TDY/TAD as soon as this filing period has eapsed;
however, it must cover at least 15 days. We suggest that you submit your
claim so as to receive the payment in time to pay your monthly lodging
costs in a timely manner. For example, TDY/TAD begins June 20.
Lodging costs are from June 20 to July 19. You may want to submit your
first claim on July 5, for the period June 20 through July 4, 2400 hours
local time. DFAS-CO/LTTA will process your travel claim for the initial
15 days. Subseguent claims should be submitted for 30 day periods (in
this example, for the period July 5 through August 3.) Travel vouchers
are to clearly show all travel (including authorized and voluntary returns
to the permanent duty station (PDS)/residence, side trips, all other travel
to locations other than the PDS, etc.).
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Examples: Pages 17 and 18 have samples of the initial and
subsequent travel claims. All leave and/or returnsto the PDS or residence
must be shown on the travel claim. Leave or returns to the PDS/residence
will reduce your entitlement since per diem is not payable in these
Situations.

An IRS ruling states that any TDY/TAD assignment in excess of one
year will be viewed as permanent in nature.  Consequently, any
reimbursement received by a Civilian traveler in excess of one year will be
taxable income (does not apply to the Service Member).

NOTE: ADVANCE(S) NORMALLY WILL NOT BE
DEDUCTED UNTIL THE FINAL VOUCHER, UNLESS THE
TRAVELER SPECIFICALLY REQUESTS DEDUCTION FROM
AN EARLIER PAYMENT. FAILURE TO REQUEST
DEDUCTIONS OF ADVANCES PRIOR TO THE FINAL
VOUCHER NORMALLY CREATES A DEBT, SINCE MOST
INITIAL ADVANCES ARE FOR 45 DAYS AND THE FINAL
VOUCHER PAYMENT ISFOR 30 DAYSOR LESS.

6. PROPORTIONAL PER DIEM - Under this system which became
effective October 1, 1996, the rates travelers are paid are determined by
the order approving official, based on the availability of government meals
at the temporary duty location, and/or mission requirements.

The per diem meal options available are;

* Actual Expense - No change to the rules. The traveler claims the
actual meal costsincurred.

» Government Meal Rate (primarily for military travelers) - No change
to the entitlements, unless "occasional meals' are authorized or approved.
In this case, the Proportional Meal Rate applies.

» Deductible Meal Rate - The Incidental Expense portion of per diem is
$2 per day in the continental United States, and $3.50 per day outside the
continental United States.

* Commercial Meal Rate - The full amount of the applicable locality
meal rate, plus the Incidental Expense portion of per diem.
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Proportional Meal Rate - The Government Meal Rate plus the applicable
locality meal rate divided by two--rounded to the nearest dollar-- plus the
appropriate incidental portion of per diem.

If the order approving official does not direct the Government meal
rate or proportional meal rate for a military traveler, the traveler will be
reimbursed at the commercial meal rate.

For civilian travelers, government meals and/or meals included in a
registration fee must be indicated on the DD Form 1351-2 (Travel
Voucher) or the DD Form 1610 (Travel Order).

Travelers are responsible for satisfying order-approving officials
requirements to make any changes after the travel has been completed.

7. SPLIT DISBURSEMENT - A payment method where the Columbus
Center, Travel Payments Branch, submits all or a designated portion of a
travel settlement directly to the Government contracted charge card . To
take advantage of this service, travelers must first have a DD/EFT
account set up for travel. NOTE: Payroll Direct Deposit does NOT
mean your Travel Direct Deposit is established automatically. You
must submit separate applications and specifically identify each
application as Travel or Payroll. Please contact a Disbursing
Customer Service Representative at 1-800-342-0375 for forms,
facamile number, or additional information concerning Direct
Deposit.

8. SUPPLEMENTAL PAYMENTS - When it is suspected that an error
has been made in the computation of a settlement voucher, please contact
our Travel Customer Service representatives for information on filing a
supplemental claim. To expedite payment the following should be mailed
or faxed (614 693-0807 or DSN 869-0807) to the Columbus Center:

a. A revised DD1351-2 (for items incorrectly claimed/paid, or not
claimed on the original voucher). Provide a full explanation of the item(s)
of expensein question on therevised claim or a separate sheet of paper.

b. A copy of the TROY Advice of Payment computer generated
Travel Voucher.

c. A copy of theinitial DD1351-2 and continuation pages.

25



April 1999
DFAS-CO 1404.3-PH

d. A copy of the DD1610 and any amendments (to include
reverse side if applicable).

e. A copy of al supporting documentation applicable to the
supplemental claim. If not available, provide a written statement attesting
to the accuracy of the items claimed for which no receipt is available.
Statements should reflect, as a minimum, the same information that
would have been on the receipt had it been available.

NOTE: FOR BEST FAX RESULTS, MAKE A COPY OF EACH
DOCUMENT THAT IS TO BE FAXED, AND FAX THE COPIES
YOU MADE. CARBON COPIESDO NOT FAX WELL.

9. TAX EXEMPTION CERTIFICATES - Tax exemption certificates
are not available through the Columbus Center. For additional
information on tax exemption for Government travel, refer to the
PDTATAC web site, www.dtic.mil/perdiem/. The tax exemption is
addressed in the FAQ (Frequently Asked Questions) section of the web

page.

10. TDY/TAD INDEBTEDNESS - Travelers should never remit a
personal check or money order for payment of a suspected travel
indebtedness until they have received a letter of notification of the exact
amount of overpayment from DFAS-CO/LTT. This letter is very
important since it also indicates the proper accounting classification
necessary for deposit purposes for our Disbursing Office, and the "remit
to" address. In addition, the submission of a personal check or money
order prior to the submission of a supplemental claim could result in the
collection being improperly applied and the travel indebtedness
erroneously remaining outstanding.

26



	Acronyms
	Acutal Expense
	Advances
	ATM Fees
	Direct Deposit/EFT
	Facsimiles
	Foreign Travel
	Forms Utilized
	General Policy and Procedres
	Laundry/Dry Cleaning
	Leave
	Lodging
	Lodging Tax
	Long Term TDY/TAD
	Mailing Address
	Miscellaneous Expenses
	Per Diem Rates
	Points of Contact
	Privately Owned Conveyance
	Proportional Per Diem
	Receipts Required
	Registration/Conference Fees
	Rental Vehicle
	Sample of Local/Vicinity Mileage
	Sample of Long-Term TDY Travel Voucher
	Sample of TDY/TAD Travel Voucher
	Split Disbursement
	Supplemental Payments
	Taxable TDY/TAD
	Tax Exemption Certificates
	TDY/TAD Indebtedness
	Terminal Mileage (In/Around Miles)
	Transportation
	Travel Voucher Completion
	Web Page Addresses

