Areyou getting your claim returned?

DFAS Travel Pay Operations has been receiving aétrawelers’
claims without the orders attached. When thigpkap our exam-
iners have to return the claim. The order sendisgrvice membe
on temporary duty is the key document authorizirgttavel.
Without the travel orders in the claim submissioa ¢laim pack-
age is dead in the water, and the claim can npglizk

Another reason that claims are being returnedaisttie remarks
on the annexes do not authorize the entitlemeaisied. When
submitting a travel claim it is important to rede torder annex to
determine whether or not an entitlement can bengldion the
travel voucher.

DFAS-INDIANAPOLIS, TRAVEL PAY OPERATIONS

The Reserve Traveler

Whereto Submit a Travel Claim
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ACTIVE: dro-armytravel@dfas.mil
FAX: 317-275-0329

RESERVE: reserve travel@dfas.mil
FAX: 317-275-0334

RESERVE/NG CONTINGENCY:
contingency travel@dfas.mil
FAX: 317-275-0332

Any discrepancies with what the orders state h&etdealt with
by the order issuing authority. DFAS Travel Paye€ions can
not pay any entitlements that are not properly aitbd on the
orders or properly approved after the fact on tBeA@rm 1351-2
(this is done by the approver signing and datirgdiim in block
21, and remarking the additional entitlement inckl29 on the
back of the form). The order issuing authority &ssue an amend
ment adding entitlements. Claims should be subthitd DFAS
Travel Pay Operations with both the original ordats any
amendments for the claim to be paid.

Top Return Reasons

ORDERS ARE NOT ATTACHED

ORDERS: REMARKS ON ANNEXES DO NOT
AUTHORIZE ENTITLEMENTS CLAIMED.
INSIDE COMMUTING DISTANCE, FILE A 24-
R W/YOUR RCPSO FOR POV MILEAGE
MISSING DD FORM 1351-2; PLEASE AT-
TACH RETURN FOR PROCESSING
ACCOUNTING CLASSIFICATION IS INCOM-
PLETE/MISSIMG/ILLEGIBLE.
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Note: Thisis NOT a method of travel claim
submission

The Five Showstoppers

Any voucher not meeting the below requiremeftd L be
returned to the traveler for correction and resuttelayed settle-
ment payment to the traveler.

1. Complete Block 1. Electronic Fund Transfer (EMIYST be
checked!

2. Complete Blocks 2 through 6. Name, Grade, S3Mifee digits
please!), Type of Payment, and AddrBdST be filled out!

3. Complete Block 15. Itinerat UST be fully completed so tha
it identifies the period of time the traveler i®king
reimbursement and reflects what the traveler agtdéad.

4. Complete Blocks 20a through 20d. Both the Clain@raveler)
and the voucher reviewdt UST sign and date in their
respective blocks. Digital Signatures are acceptahly on

the May 2011 version of the form.

5. Include all orders covering travel dates andtions. All travel
orders associated with the travel dates listecheritinerary
MUST be included with the submission of the travel vaarch
voucher.

1-888-332-7336.
* Please allow 24 hours for claim to be logged into
our system




