DFAS-Indianapolis, Travel Pay Operations

Want to Get Paid? Five Important Steps to
completing a Travel Voucher DD 1351-2

Any voucher not meeting the below requirements WILL be
returned to the traveler for correction, which will delay settle-
ment payment to the traveler.

The Five Requirements

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

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

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

4. 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 accept-
able.

5. 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.

How to update your Travel EFT
Information

Payment by EFT is mandatory for military and
highly recommended for civilian travelers.

Service Members: To update your Travel EFT infor-
mation, login into to MyPay and click on “Travel EFT”
under pay changes.

Civilians Supporting Reserve Component: To update
your Travel EFT information, fax or mail a completed
Direct Deposit Form (Standard Form 1199A) or a
voided personal check with your next travel claim.

It is important to get your claim right so

this doesn’'t happen to you...

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,

=
Subm G2
revel Claim ™

please click on the picture above and navigate

Vouchers Returned (JUNE 2010): through the guide to find the correct submission
channel. The guide is meant to be tailored to your

Orders (missing, incomplete, illegible) 1,092 unique travel situation in order to ensure you get
1351-2 (incomplete, missing, illegible) 1,725 paid as quickly as possible.
Missing Receipts 95
Incomplete Advance 0 .
Unauthorized Expense 70 To check the status of your travel claim,
Miscellaneous/DTS claims 1,502 call 1-888-332-7336.

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

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

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