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In Accordance with the regulatory guidance, approving
officials (AO) may approve certain entitlements not origi-
nally authorized on a temporary duty travel order by sign-
ing and dating blocks 21a and 21b of the DD Form 1351-
2in lieu of issuing amended orders. The types of ex-
penses that may be approved after-the-fact on the travel
voucher are in and around mileage; variations in the itin-
erary; and allowable miscellaneous expenses such as
rental cars, excess baggage, or registration fees.

When the AO uses the travel voucher as a means of ap-
proving after-the-fact items, they are required to sign and
date the form, as well as specify in block 29 the entitle-
ment being authorized. Failure for the AO to specifically
state on the travel voucher what item they are approving
after-the-fact will result in non-payment.

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,
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please click on the picture above 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.

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

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

A traveler may not be reimbursed for a hotel booked using
online booking agents unless an itemized receipt from the
hotel is provided. The receipt from the online booking
agent (TRAVELOCITY, ORBITZ, ETC) is not a valid lodg-
ing receipt . A traveler must not submit a ‘lost receipt’
statement to substitute for an online booking hotel receipt.
The change for the Joint Federal Travel Regulations
(JFTR) will appear in change #287 and the change for the
Joint Travel Regulations (JTR) will appear in change #541

Requirements for secure flight: All passengers will be re-
quired to have Secure Flight Passenger Data (SFPD) in
their reservation at least 72 hours prior to departure. You
will be unable to travel without providing this information.
SFPD includes travelers full name, DOB, gender, and ad-
dress number, if applicable. The travelers full name must
match the government issued identification. For example,
if the government ID used contains full middle name, then
the SFPD must reflect the full middle name too. The De-
fense Travel System (DTS) was modified to capture and
transmit the required SFTP. Travelers making reserva-
tions in DTS must verify the SFPD is accurate and com-
plete. Do not include rank, titles, suffixes or special char-
acters in the SFPD. This info will be saved to your DTS
TSA profile. The system will continue to prompt travelers
to verify or update this info each time they attempt to make
travel reservations. If you contact the Commercial Travel
Office directly to make reservations, you will be required to
provide your SFPD at the time the reservation is requested
or reservation will not be accepted.

It is important to get your claim right so

this doesn't happen to you...

Vouchers Returned (NOV 2010):

Orders (missing, incomplete, illegible) 2,001
1351-2 (incomplete, missing, illegible) 2,370
Missing Receipts 0
Incomplete Advance 0
Unauthorized Expense 16

Miscellaneous/DTS claims 1,821
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	Send Comments, Questions, and/or Ideas to:

	TheReserveTraveler@DFAS.MIL

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