
DFAS -Indianapolis, Travel Pay Operations 
The Reserve Traveler  

It is important to get your claim right so 
this doesn't happen to you... 

Vouchers Returned (Dec 2011):                                     

Orders (missing, incomplete, illegible)                                   1,109 

1351‐2 (incomplete, missing, illegible)                                      220                

Group Order Annex Incorrect                                       309                               

Traveler’s Signature Missing                                                         251    

Reviewer’s Signature Missing                                                       620   

Miscellaneous/DTS claims                      1,852  
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Orders Missing 
 

 
Five Show Stoppers 

The official military order is the official document authoriz-
ing the service member to travel for the Department of 
Army.  This document is much more than just the official 
document authorizing travel.  It is also a very important 
official document that DFAS Travel Pay department uses 
to process the claim. Official military orders are the conduit 
to what is authorized by Department of Army to be paid to 
the service member by DFAS Travel Pay.   
 
Some Things on the orders that DFAS Travel Pay Looks at 
to Process claims for service members are: 
 
1. The Travel Order Number 
2. Date 
3. Name & Address 
4. Period of Days 
5. Report To:  The report to location from the orders has 

to match itinerary on the DD1351-2, or the claim can-
not be paid. 

6. Additional Instructions:  Items listed in the additional 
instructions are what can possibly be paid on the 
claim.   

7. Accounting Classification for FY:  Travel Pay looks at 
the 21T2 accounting classification to authorize what 
account to pay the service member from.  Without the 
21T2 accounting classification the claim cannot be 
processed. 

8. Command Block/Signature Block of the Commander:  
Without the command block/signature block of the 
commander the claim cannot be paid. 

9. Additional Instructions:  The items listed on the official 
military orders are the items that Travel Pay may pay.  
If the item the service member is claiming on the 
DD1351-2 is not on the official military orders in the 
additional instructions the item cannot be paid. 

 
You can view previous editions of the  DFAS-Indianapolis 
Travel Pay Opeations The Reserve Traveller  Newsletter 
by going to web link http://www.dfas.mil/tdytravel/
resnewsletters/archivedresnewsletters.html. 
 

 
Do you know where to file your travel 

claim? 

Travel Pay Operations is trying to help you get your 
travel claim to the correct processing location. If you 
are unsure of where to file your travel claim, please 
click on the picture below and navigate through the 
guide to find the correct submission channel. The 
guide is meant to be tailored to your unique travel 
situation in order to ensure you get paid as quickly 
as possible. 

To check the status of your travel claim,  
call 1-888-332-7336. 

* Please allow 24hrs for claim to be logged in our system  

Send Comments, Questions, and/or Ideas to: 
TheReserveTraveler@DFAS.MIL 

 

Note:  This is NOT a method of travel claim  submission. 

Any voucher not meeting the below requirements WILL be 
returned to the traveler for correction and will subsequently de-
lay settlement payment to the traveler.  

 The Five Requirements  

Complete Block 1. Electronic Fund Transfer (EFT) MUST be 
checked!  

Complete Blocks 2 through 6. Name, Grade, SSN, Type of Pay-
ment, and Address MUST be filled out!  

Complete Block 15. Itinerary MUST be fully completed so that 
it identifies the period of time the traveler is seeking reim-
bursement.  

Complete Blocks 20a through 20d. Both the Claimant (Traveler) 
and the voucher reviewer MUST sign and date in their 
respective blocks. Digital Signatures are NOT acceptable.  

Include all orders covering travel dates and locations. All travel 
orders associated with the travel dates listed on the itinerary 
MUST be included with the submission of the travel 
voucher.  

 


