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Key Supporting Documents Required

Documents required for Redeployment (Attach to ALL Travel Voucher Submissions)
= QOriginal Orders to include ALL Amendments
= DTS Voucher: Only if TDY while on deployment/TDY

= Receipts for any reimbursable expense $75.00 and over
o Lodging/Hotels receipts regardless of cost
o Airfare receipt to include Itinerary
*Only include receipts if not included/paid out by DTS voucher (TDY on TDY)

UNCLASSIFIED



Stop Entitlements

Entitlements that will stop upon your arrival from your deployment/TDY:

Family Separation Allowance
s Stops day prior SM arrives on station

* Meal Collections
s Start day after arrival on station
» CONUS: Single E5 & Below
» OCONUS: E6 & below that are single or Geo-bachelor

« Hardship Duty Pay
s Stops day SM departs theater

« Special Leave Accrual
% Leave covered by SLA can be carried forward until end of third Fiscal Year after departing final
deployment/TDY location

 Note
s Service Members will receive their travel per diem in a lump sum amount, upon submission and approval of
their Smart Voucher.
s The Service Member s orders will determine the daily rate of per diem if any at all Field Duty or Operational
Duty.
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Instructions for Completing
Manual DD 1351-2



Instructions for Completing Manual DD 1351-2

DFAS already provides a step-by-step guide on completing a Manual DD 1351-2. Access this slideshow here:

https://www.dfas.mil/MilitaryMembers/travelpay/Army-TDY/EDI-EADR-Orders/

The link above is specific to those deployed in the USEUCOM theater. The slideshow includes information on:
= What the voucher is for

= How to fill it out

= Each block’s information requirements

*NOTE:
A bulk of Service Members traveling at the same time will (more than likely) have the same itinerary, unless select

Service Members went TDY on TDY, or traveled separately from the main body. Utilizing the Mail Merge option can
save time on filling out multiple DD 1351-2s.

If Service Members went to multiple locations during their deployment, each location must be listed, unless paid
through a DTS voucher, which will be included as a supporting document.


https://www.dfas.mil/MilitaryMembers/travelpay/Army-TDY/EDI-EADR-Orders/

Instructions for Completing
Smart Voucher
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Smart Voucher Information

SmartVoucher is a self-contained system that allows travelers to
complete travel voucher submissions and routes them to the finance
office for review and subsequent routing to DFAS-Rome for final
computation, audit and payment. Payments are made to the
government travel card (if chosen by the traveler) and to the traveler.

UNCLASSIFIED



ACCESSIBIUTY/SECTION 508 SecurITy FAQ QuIcK Links CONTACT Us

Simpler | Streamlined | Mobile-Friendly

90000

My Pay Instructions

STAY CONNECTED WiTHDFAS >

Sign In

a

|
Forgot your Login ID?
Forgot or Need a Password?

Smart Card Login
P DoD CAC | FIV

s
1

(Insort Card First)

QUICK LINKS

DFAS Resources

- Affordable Care Act

- ASKDFAS Tax Statement Reissue & uests
- DFAS Home

- How 1o read a DobD Civilian \LES

- HoOw to read a DoDEA LESS

- FPay Inguines: Astnmy (Active/s rves/Guard)

(ActiveResersve/Guard)
- SmartVoucher Compilete a DD 1351-2
- Travel Voucher Checklist

Navy (Active/Reserve) Air Force
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Go to MYPAY Homepage.
Do not log in.

Select “Quick Links”

Select “Smart Voucher-
Complete a DD 1351-27



SmartVoucher

Consent

Banner

UNCLASSIFIED

Consent Notice

You are accessing a U.S. Government (USG) Information System
(1s) that is provided for USG-authorized use only. By using this IS
(which includes any device attached to this IS), you cons
following conditions:

ent to the

* The USG routinely intercepts and monitors communications
on this IS for purposes including, but not limited to,
penetration testing, COMSEC monitoring, network operations
and defense, personnel misconduct, law enforcement, and
counterintelligence investigations.

At any time, the USG may inspect and seize data stored on
this IS.

Communications using, or data stored on, this IS are not

private, are subject to routine monitoring, interception, and
search, and may be disclosed or used for any USG-authorized
purpose.

This IS includes security measures (e.g., authentication and
access controls) to protect USG interests — not for your
personal benefit or privacy.

Notwithstanding the above, using this IS does not constitute
consent to personne\ misconduct, law enforcement, or
counterintelligence investigative searching or monitoring of the
personal representation or services by attorneys,
psychotherapists, or clergy, and their assistants. Such
communications and work product are private and confidential.
See r Agreer t for details

1 consent to the above conditions

Section 508 Compliance Statement

DFAS is committed to making its information and communication
technology accessible to individuals with disabilities in
accordance with Section 508 of the Rehabilitation Act of 1973, as
amended in 1998 (Section 794d of Title 29, United States Code)

For persons with disabilities experiencing difficulties accessing
content on a particular DFAS website, please send an email to the
DF tior finator. In your email, indicate the nature of
your issue and provide your contact information

For more information about Section 508, please visit the [

* Click on the "l consent" Banner




SmartVoucher
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Privacy Act Statement

The information you provide to SmartVoucher is covered by the
Privacy Act of 1974. For questions regarding your personal
information and/or acquiring a copy of the Privacy Statement,
contact your local Human Resources Office.

Authority: 5 US.C. Section 301; Department Regulations; 37 U.S.C.
Section 404, Travel and Transportation Allowances, General: DoD
Directive 5154.29, DoD Pay and Allowance Policy and Procedures;
Department of Defense Financial Management Regulation

(DoDFMR) 7000.14R, Volume 9; and E.O. 9397 (SSN), as amended.

Principal Purposes: Personally identifiable information is collected
in order to populate fields on the Travel Voucher submission form.

Routine Uses: For users to complete and submit DD Form 1351-2 to
their Travel Office.

Disclosure: Voluntary. However, failure to provide the information
may mean your Travel Voucher cannot be processed.

| agree with above terms

Privacy Act Statement

 Click on the "l agree" Banner



Welcome to Travel Pay Service's SmartVoucher

Login with myPay Credentials

LoginID

nyPay. Not your SSN. Case sensitive.

Password

myPay. Not your Interactive Voice Response System PIN

Login with DoD CAC

Smart Voucher Instructions

UNCLASSIFIED

* Log in with your CAC

- Make sure it is NOT your email
certificate

OR

* Log in with your My Pay Username and
Password




Smart Voucher Instructions

D O Smetbouner ot X +

€ 2 0 0 O bps)smartvoucherdasmilvoucher Aedh Bl L PEY -

Click on “Create -> New Voucher”

SmartVoucher

My Dashboard €
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What is your category of travel?

DY e

What type of user are you?

N
v

Active Duty

User Type

® Help

Return to My '
Continue
Vouchers

Category of travel will be
“TDY”

Type of user is “Active
Duty/AR/NG”



My Vouchers
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Initial Information

Initial Information Step20f 1+
7]

Travel Order Number
¢r0000000

Enter your original PCS order number

What s the issue date on the order?

09/06/2022

Whatiis your form of payment?

Direct Deposit v

Allow 24 to 48 hours for the change to register throughout the system

e Travel Order # is found in
the top left corner of your
original orders

e |ssue date of orders is found
In the top right corner of the
original orders
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Personal Information

First Name

Middle Initial (notrequired)

- Enter information as requested

Last Name

Social Security Number

Grade/Rank

O
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Personal Information (continued)

Current Country of Residence

USA

Current Street Address

O

« Enter information as requested

Current Street Address 2 (not « Use your current living address.

required)

Current Zip Code/APO/FPO

USPS Zip Code Lookup

Installation/Base/City

Current State

O

« If you are living in the barracks,
use your home of record address.

. 2
'-l’ S
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Unit of assignment

Enter City/State or Post/State
If you don't know it enter "Unknown”

Phone Number

Provide your primary phone number, the one at which
we are most likely to reach you

Email

Provide your primary email, the one you read most
consistently

Do you have a Government Travel
Charge Card?

Yes <

You can't request split disbursements if you don't have
a card

Personal Information (continued)

Enter information as requested

Enter email that you check
most often

Select Save & Continue
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Instructions for Itinerary

Instructions - Itinerary Information Example: John Doe receives orders to go
TDY to Fort Carson from January Ist
through January 3lst. While at Fort Carson,
John Doe receives another set of order to )
go TDY from Fort Carson to Fort Knox and ltlnerOrY'

return to Fort Carson from January 12

4. In order to claim mileage, you must include the
location to which you drove as a stop in your

Instructions

1. Begin your travel Itinerary with the date that
you officially began traveling, as well as from

the location (Installation, Base, City) that you
officially started from under the applicable
travel order.

Note: When going TDY your Itinerary should
start with the location (Installation, Base, City)
which you are located at prior to going to the
official TDY location.

List ALL locations where authorized travel was

through January 14th. John Doe should
submit on travel voucher package showing
his time at Fort Carson and reflecting his
TDY to Fort Knox as well. If John Doe has
already paid for the trip to Fort Knox (such
as through another system), then John Doe
needs to attach copies of the payment
vouchers and orders for the Fort Knox

Example: A traveler's orders directs
him/her to travel to Fort Bliss. The traveler is
flying to Fort Bliss. The individual is leaving
from home, driving to the airport and then
flying to their TDY location. In the Itinerary
the traveler must show the method of

performed and any overnight stops. . .
interim TDY. : y
travel to the airport, and include the stop at

the airport as awaiting transportation, in
order to claim mileage to the airport.

Note: Any deviations from your travel orders
such as non-government travel, return trips
home while in a travel claim status of any
Leave taken should also be reflected in your
Itinerary.

3. Any lodging expenses incurred at each travel
location must be shown.

Note: Please do your best to complete the
Iltinerary accurately. If one of the two errors
below are made on the itinerary then you may
be required to delete all the proceeding entries
until you are back at the entry that needs to be
amended.

Note: Any deviations from your travel orders
such as non-government travel, return trips
home while in a travel claim status of any
Leave taken should also be reflected in your
Itinerary.

0! have read the instructions for the
ltinerary, and | understand that to
receive accurate and timely payments
of all travel entitlements, the Itinerary
must be complete and exact.

Note: Travelers who have been provided with
new travel orders to travel to a new temporary
duty location (TDY) while they are still on travel
orders at another TDY location must show
each location/stop in their Itinerary and attach
all applicable travel orders with the travel
package. (This applies to TDY within a TDY)

o Missing a stop (forgot to include a leg of
the travel)

o Incorrect arrival or depart dates
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Itinerary Instructions

My Vouchers

Add locations to Itinerary

Itinerary Information | spsoli- Must show each leg of the trip

© Instructions

Departure Departure Arrival Arrival Travel Reason for poC See EX am p I e O n n eXt S I I d e b ef O re
Date Ci Date Cil Mode Stoj Miles e - .
’ ’ C completing Itinerary

Currently, you have not entered any stops for this travel voucher.

Add ttinerary Information

Previous

UNCLASSIFIED



Itinerary Examples Flying CONUS to CONUS

Example of flying CONUS to OCONUS back to CONUS

Departure Location = Fort Carson, CO, USA (Permanent Duty Station)

Arrival Location = Grafenwoehr, APO, AE 09016

Departure Location = Grafenwoehr, APO, AE 09016

Arrival Location= Fort Carson, CO, USA 80913

*NOTE

On the DD 1351-2/Smart Voucher, fill in dates in correspondence with dates of travel

Ex: Departed Fort Carson on September 28th, 2022; Arrived at Grafenwoehr on September 29th,

2022

UNCLASSIFIED




Itinerary

2 « Enter the date you departed
Departure Next Stop home Station

On what day did your travel begin? ® Choose departure Country

09/28/2022

Enter the date of departure on your leave form o Enter the Zi p COde Of |Ocati On
From what country did you depart? yO U d e parte d

USA ®

« Enter the city/station you
departed

On your orders, what is the departing location zip code?

80913

USPS Zip Code Lookup « Annotate the State where you
From what installation/base/city did you depart? d e parted

Colorado Springs

From what state/APO/FPO did you depart?

Colorado ~

Save & Continue to Next Stop Information

UNCLASSIFIED
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Departure

On what date did you arrive at Grafenwoehr?

09/29/2022

In what country did you arrive?

GERMANY

At what airport did you arrive?

Grafenwoehr

By what mode of transportation did you travel?

Plane ~

Did the government own the plane?

Yes

Next Stop

Itinerary

e
'-/’ S T

Enter the date you arrived to
your first deployment location

Choose arrival country
Enter the city/station you arrived

Choose the mode of
transportation you traveled

If the government owned the
mode of transportation click
“yes” if not, click “no”.
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What was your reason for stopping at Grafenwoehr?

Temporary Duty ~

For Example, this was your temporary duty location

Reasons for Stopping Defined

Authorized Delay (AD) — A period of time that a member is authorized,
by regulations, to delay while en route to the PCS point

Authorized Return (AR) — Authorized travel home periodically on
weekends or non-workdays while at the PCS point

Awaiting Transportation (AT) — Necessary delay while awaiting further
transportation after travel status has begun

Hospital Admittance (HA) — Admittance to a medical facility for
inpatient treatment

Hospital Discharge (HD) — Discharge from a medical facility after
inpatient treatment

Leave en route (LV) — Authorized to travel to leave point (no per diem
authorized while at leave site) then on to the PCS point

Mission Complete (MC) — Completion of PCS upon arrival to new
permanent duty station, home of record, home of selection, or
designated duty station

Temporary Duty (TD) — Official duty while at the temporary duty site

Voluntary Return (VR) — Unauthorized travel home periodically on
weekends or non-workdays, for personal convenience, while at the PCS
point

Itinerary

Enter the reason for stopping at the
first deployment/TDY location.

Each reason for the stop is listed
before making a choice.

Read through each reason and
choose according to what applies to
you.



Did you depart Grafenwoehr during this travel period?

Yes M

‘Travel period” is the time period for which you are submitting this
voucher

Did you incur any lodging expenses while at Grafenwoehr?

No v

[ Cancel ’ ‘ Previous ’ Save & Complete

UNCLASSIFIED

Itinerary

ALWAYS click “yes” when departing that
deployment/TDY location so you are able
to continue adding multiple locations,
including the return to the home duty
station.

If Service Member(s) had lodging
expenses, click “yes”, if not click “no”.

If expenses did occur, attach receipts for
anything $75 or more. If it was paid out
through DTS, click “no” and attach the
DTS voucher. If no lodging expenses
occurred at all, also click “no”.
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Departure Next Stop

On what day did you leave Grafenwoehr?
02/02/2023

Enter the date of departure on your leave form

Cancel Save & Continue to Next Stop Information

Departure Next Stop

OoOn what date did you arrive at Colorado Springs?

o2/02/2023

Colorado springs

At what state/APO/FPO did you arrive?

Colorado

UNCLASSIFIED

Itinerary

Select the date you departed from this
deployment/TDY location.

Select the date you arrived at the next station,
whether it be a new location or the return to
home duty station.

Choose the country in which you arrived.

Choose the arrival zip code, city/installation,
and state.

Select Save & Continue



By what mode of transportation did you travel?

Plane hg

Did the government own the plane?

Yes ~

What was your reason for stopping at Colorado Springs?
Mission Complete

For Example, you completed your rmission

Reasons for Stopping Defined

Authorized Delcay (AD) A period of tirme that a member is authorized,

by regulations, to delay while er route to the PCS point

Authorized Returmr (AR) Authorized travel home periodically or

weekends or non—workdays while at the PCS point

Neces
status

Awcaiting Transportation (A7) sary delcay while awaiting further

transportation after travel has begunr

e (rHAa)

inpatient trecatrment

HOoSpital Adrriittcrrc Adrmittance to o medical facility for

Hospital Discharge (1H0) Discharge frormm o medical facility after

inpatient trecatrment
cev)

authorized while at leave

Lteave en route Authorized to travel to leave point (no per dier

site) thern on to the PCS point

AAJ
permanent duty

nrc) < S wporn arrival to new

ion Complete Completion of P

station, home of record, horme of selection, or

designated duty station

Temporary Duty (1T0) Official duty while at the temporary duty site

returrn (VR) Uncauthoriz

Voluntary red travel home periodically o

weekends or non—workdays, for personal convenience, while at the

point

How many miles to the airport?

20|

|

Save & Complete

Previous ]

UNCLASSIFIED

rPCs

Itinerary

Select the mode of transportation in which you
traveled.

Enter the reason for stopping at this location.
If this station is the return to home station,
choose “Mission Complete”.

Read through each reason and choose
according to what applies to you.

Select Save & Continue
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Itinerary

Itinerary Information StepSof * You will continue to add locations ensuring to
include each leg of the trip until you arrived back
@ nstructions at your home station.
ot Dot A oo e W - DO NOT INCLUDE DTS TRAVEL IF PAID
Date City Date Ay Modo :::’P Miles Lodging O U T
09/28/2022  Colorado 09/29/2022  Grafenwoehr,  GP 1) 000  Edi
Springs, CO GERMANY “ . . . .
5 * Ensure “Did you depart from (location) during this
02/02/2023  Grafenwoehr,  02/02/2023  Colorado GP MC 0.00 it travel periOd?” iS CliCked ‘YES, to a”OW mUItiple
o /i stops to be added on this voucher.

Review Itinerary to ensure that each leg of the trip
IS annotated.

Previous \ Save & Continue

Select Save & Continue

UNCLASSIFIED



My Vouchers

Reimbursable Expenses Step 6of I

ExpensoDate  ExpenseType  Mileage  Amount  Gov'tTravelChargeCard  ReceiptRequired

Currently, you have not entered any reimbursable expenses for this travel voucher.

¢ Claim all expenses related to authorized travel that are not directly
reimbursed by your per diem or meals and incidental expenses

* You must submit an itemized receipt for each lodging expense, regardiess of
the amount, and any individual expenditure of $75 or more

* For reimbursable expenses incurred in a foreign country, claim the expense in

the local currency and in the US dollars

Previous Save & Continue

UNCLASSIFIED

Reimbursable Expenses

 Click on Add Expense if claiming
items

* If no items to add, click “Save and
Continue’



My Vouchers
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Meals Step7of I+

Instructions:
Provide the date and number of meals you consumed in a government dining facility at no

cost to you

Deductible Meals - Meals provided to you for which you paid nothing out-of-pocket.
Examples are meals that were included in a conference registration fee, contracted meals,
or Meals Ready to Eat (MRES). Meals furnished on commercial aircraft are not considered
deductible meals.

Government Meals - A government meal furnished in @ government dining facility for which
you paid a discounted or standard surcharge rate at checkout. An example is going to the
dining facility and paying for your tray of food at the end of the service line.

Dato of Meal Numbor of Moals

Currently, you have not entered any maal for this travel voucher.

Previous Save & Continue

Do not add meals. Select “Save and
Continue” for this page.
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Miscellaneous Information

Miscellaneous Information Step8of 1~

Enter the dates on which you took leave

- Add any additional remarks

 Select Save & Continue

No

Do you have unused tickets from this trip?

No

Enter any general remarks you may have regarding this voucher

Previous Save & Continue
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Split Disbursements step9ollls |

Expenses you did not charge to your GTCC:

$ 000

Previous Save & Continue
|

UNCLASSIFIED

Split Disbursement

« Review split disbursements
* The following slide

provides further information
In regards to the GTCC.

* Select Save & Continue
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Government Travel Charge Card (GTCC)

= |If you used the Government Travel Card during your travel, you would need to indicate
“Split Disbursement” on the DD Form 1351-2 along with a dollar amount owed to have

the balance paid directly to CitiBank

= Contact your Organizational Defense Travel Administrator (ODTA) Immediately upon
arrival to your unit to ensure your account is placed in a “Mission Critical Status” to
avoid the account becoming delinquent while waiting for reimbursement

= |If you purchased your airline ticket with your GTCC, ensure you claim reimbursement
for this on your Smart Voucher

UNCLASSIFIED
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Submit Voucher

List of Required Attachments

Based on the information your provided, the following documents must
be scanned, printed, and submitted with your paper voucher

1. Travel Order cr0000000
In addition to this travel order, please ensure you include all
corresponding amended orders.

When scanning a document, make sure the:

= Document is smooth and flat
- Scanner's glass is clean
+ Scanner is set to 300 dpi or fine”

« Scanner is set to "black and white” not "greyscale”

How to Submit Your Paper Voucher
1. Print a paper copy of your voucher and all required attachments
2. Sign Field 20a and get all other required signatures in pen
3. Attach printouts of all required documents

4. Make sure to submit pages 1 and 2 (front and back) of the 1351-2
and all continuation pages

o

Email, fax, or mail it to your supporting Travel Pay office

Be sure to retail a copy of all submitted documents for your
records.

Additional Information

Before submitting your voucher, make sure that any changes made
throughout this process are reflected in it

To view or edit an existing voucher, go to the My Vouchers page and
click™View/Print” or "Edit” to the right of the voucher

To create a new voucher, go to the My Vouchers page and select "New
Voucher” from the “Create” dropdown in the upper right

To create a supplemental voucher, go to the My Vouchers page and
select "Supplemental Voucher” from the "Create” dropdown in the upper

right
iew/Print Voucher

Previous

StepNof 11~

Submission

Review all information listed. If all
information is presented correctly,
continue.

Click on View/Print Voucher. This will
bring up a copy of the 1351-2 that was
generated by your responses

Once printed to PDF or printed to a
physical copy SIGN and DATE Block 20 a
& b.

Review DD 1351-2 to ensure all necessary
blocks are complete

If correct, save the DD 1351-2 to your
device, and submit it to Travel Voucher
Direct or the DFAS Email Distro (see next
slide).



Submission: Travel Voucher Direct and DFAS Distro Box

DFAS Distro Box-

Once a Manual DD 1351-2 or Smart Voucher has been created, DFAS can
accept the voucher and supporting documents here:
dfas.rome.ft. mbx.army-travel@mail.mil

Multiple packets can be attached to a PDF file to be submitted.
Travel Voucher Direct-

Travel Voucher Direct can be accessed here:
https://corpwebl.dfas.mil/askDFAS/custMain.action?mid=5080

This website is another form of submission for Soldiers.

Please see the next slide for further instructions.

UNCLASSIFIED
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Submission: Travel Voucher Direct

Defense Finance and Accounting Service

£ ; }7 S Providing payment services of the U.S. Department of Defense
1-888-332-7411

Traver VoucHer DiRect -- ONLINE CusTOMER SERVICE

FAQs | | Submit A Ticket Help | | Exit

Providing responsive, professional finance and accounting services for the people who defend America means delivering timely useful information. u T h IS p ag e I n C | u d eS C 0 m m O n FAQ S an d th e

Our site allows customers the ability to request support or provide feedback. Every individual is unique, but they often face similar issues. Browse our

frequently asked questions database before submitting a question for best results. b e g I n n I n g St ag e S Of S u b m Ittl n g a VO u C h e r an d

INSTRUCTIONS:

Submit your travel voucher and supporting documents on this secure website. S u p p 0 rtl n g d 0 C u m e n tS to D F AS .

Select the 'Submit A Ticket' button above.

On the next page, under the ‘Subcategories' heading select the type of travel you are filing your voucher for. This ensures your voucher gets to the
proper DFAS office for processing. On the next page, enter name and email address then upload your documents and submit your voucher. You are
limited to 10 files not to exceed 35MB total. And, make sure your file(s) is in one of the accepted file formats listed.

Your h t be p d without rting dc ts. Be sure that your files have successfully uploaded before you click u T h e h O m e pag e Wi I | h ave a “S U b m it a T i Cket” O pti O n .

'Submit'. o

You will receive a confirmation email after your voucher is received. S e | e Ctl n g th I S b u tto n y It WI I | aS k yo u Wh at typ e Of
Civilian Employees: Click here for detailed guidance on your voucher submission. . .
: M voucher you are trying to submit.

Search (FAQs) from Travel [ ](Go) (Clear
Voucher Direct:
Category: Travel Voucher Direct v
Subcategory: All Subcategories v
No. Category Subcategory Frequently Asked Question Viewed Viewer
Rating
ADOQO1 Travel Voucher Active Duty TDY/TCS » Secure Travel Voucher Submission for Active Duty. 114,558
Direct IDY/ICS
MP001 Travel Voucher Military PCS ) Secure Travel Voucher Submission for Military PCS 91,041
Direct
CRO001 Travel Voucher  Civilian Relocation ») Secure Travel Voucher Submission for Civilian Relocation 77,964
Direct
RO01  Travel Voucher Reserves ») Secure Travel Voucher Submission for Reserves 56,457
Direct
CT001 Travel Voucher Continaency Travel- = Secure Travel Voucher Submission for Continaencv 17.378

UNCLASSIFIED



n F S Providing payment services of the U.S. Department of Defense

Defense Finance and Accounting Service
&'/

1-888-332-7411

TraVEL VoucHer Direct -~ ONLINE CusTOMER SERVICE

FAQs | | Submit A Ticket Help | | Exit

Step 1: Category selected is: Travel Voucher Direct
Step 2: Select a Subcategory by clicking the >> button next to the subcategory name.

Form to submit Civilian Relocation Advance Payment DD1351-2 Travel Voucher.

Categories Subcategories

» | Travel Voucher Direct » | Active Duty Advance Payment
») Active Duty TDY/TCS

» Civilian Relocation

v [ ¥

Civilian Relocation Advance Payment
Contingency Travel-Mobilization Voucher
DLA,DCMA,DCAATDY

International Military Education Student
Military PCS

Military PCS Advance Payment

¥ ¥

1% | v | ¥

Navy
Non-Appropriated Funds (NAF)
Other Department of the Army

v || ¥

Reserves

¥ | ¥

Reserves Advance Payment
SecDef Travel Office

Syracuse ITRA

Wounded in Action/Casualty Travel

¥ |¥% | ¥

F;
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Submission: Travel Voucher Direct

After selecting “Submit A Ticket”, the Categories
section will only have the Travel Voucher Direct
option.

The “Subcategories” section covers the different
types of Travel Vouchers that can be submitted.
For deployment/TDY specifically, select the
“TDY/TCS” option.



TrAaver VoucHER DIRECT — ONLINE CUSTOMER SERVICE

Submission: Travel Voucher Direct

FAQs | Submit A Ticket Help | | Exit
INSTRUCTIONS:
Submit your travel voucher and all supporting documents through this web page.
Please fill in all required fields, ensuring your email address is correct, and upload your documents. You are limited to 10 files not to exceed 35MB

total. Verify that your file(s) is one of the accepted file formats listed below. Your files are securely transmitted to the proper DFAS office for
processing.

Your voucher cannot be pr ting Be sure that your files have s! 1{ you click
"submit’.
Civilian Employees: Click here for detailed guidance on your travel voucher submission.

Frequently Asked Questions Viewed

) Secure Travel Voucher Submission for Active Duty TDY/TCS 114,558

Note: Tt

rating columns will not be updated until you return 1o the home page or refresh this p:

Your Information

Change Category/Sub-Category selection

Category: Travel Voucher Direct

Subcategory: Active Duty TDY/TCS

Nama: First: Middle: Last":
To ensure spam blocker does not block receipt of responses regarding your ticket, please add DFAS-TRAVELPAY-
CcCccC@mail.mil to your safe senders’ email list before submitting your ticket.
Email*: Re-enter Email*:

Additional Email: If you would like this information and responses sent to additional email addresses, enter them here. Separate multiple
addresses with the semi-colon (;)

Passcode”: Create a passcode for this ticket to view information and responses. Passcodes must be a minimum of 15 characters and

contain at least one lowercase letter, one uppercase letter, one number, and one special character. Passcodes cannot
contain your name or email address. Safeguard your passcode for future use.

Entering i al email addr above will be only be used for the first receipt notification email. After that stage in
the p ess, the sy will send notifi ions to just one email address, the main email address you provided above.

Supplemental Instructions:

Submit your travel voucher and all supporting documents through this web page. When submitting your Travel
Voucher, complete the DD Form 1351-2 and attach all required supporting documentation. Failure to do so may
result in a delayed or rejected voucher. For instructions on completing your DD From 1351-2, visit TDY - Completing.
your Travel Voucher (DD Form 1351-2).

IMPORTANT:

Sign block 20a of your DD Form 1351-2. Failure to do so may result in rejected voucher.

Enter a date in block 20b of your DD Form 1351-2.(Date must include day, month, and year to be considered valid).
Failure to do so may result in rejected voucher.

= Verify travel dates are correct in block 15. Your travel date(s) must be within seven days of the proceed date identified
on your orders. Anything beyond seven days will require an amendment.

All TDY locations need to appear on the orders accompanying the TDY voucher, if they do not, the location will not be
counted towards your final pay. You will need to request and amendment from the command that issued the orders to
include the location you traveled while while TDY.

When possible, all fields must be filled out completely (unless otherwise noted) and must be legible.

Your voucher cannot be processed without proper signatures, dates listed, and supporting documents
included. Be sure that your files have successfully uploaded before you click 'submit'.

Required Forms

DD Form 1351-2*: Is your DD Form 1351-2 signed, dated, and attached?
[-- Select One -- v|

TCS Orders™: Are your Temporary Change of Station Orders (TCS) and all amendments attached?
| -- Select One -- |

Acknowledgment*: () 1 acknowledge that all required documentation has been attached. | understand that if | am missing any documents for
submission of a pay ready voucher, there could be a delay in payment or my voucher could be returned as non-payable.

UNCLASSIFIED

Fill in your information as directed.

Before submitting your official ticket, ensure that the
dfas-travelpay-ccc@mail.mil email is in the Service
Member(s) safe sender’'s email list.

Read the important section to ensure your
documentation is correct and complete.

Click the drop-down buttons and select “Yes” if the
documents are signed and all supporting
documentation required is added upon submission.

Check the “Acknowledgement” button to verify you
have read the instructions and provided the
documents as requested.


mailto:dfas-travelpay-ccc@mail.mil

Attachment Section i
*At least 1 file must be uploaded.

\ Choose File | No file chosen | Choose File | No file chosen

} Choose File |No file chosen | Choose File | No file chosen

| Choose File | No file chosen Choose File | Nofile chosen

| Choose File | No file chosen | Choose File | No file chosen

\m No file chosen m‘ No file chosen

Upload "\ Attach your documentation and receipts to your voucher by clicking the Upload Files button before pressing the submit
| *  Attachments | button to make sure they get included.

(¢ submit Submit your voucher and attachments for processing

(o Cancel 3 Cancels your submission and returns you back to the FAQ Page.

PRIVACY ACT STATEMENT: Disclosure of your contact and other information is voluntary. It is solicited for the sole purpose of responding to your inquiry or request.
Ifit not provided, we may not be able to respond.

AskDFAS Welcome Center  Blue Book EEQ/No Fear Act
www.dfas.mil Web Policies Accessibility/Section 508

FOIA and Privacy Act USA.gov
Legislative Affairs Defense Sector CIP
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Submission: Travel Voucher Direct

Attach any and all supporting documentation,
including the generated and signed DD 1351-2.
Please review the supporting documentation slide
before submission of the packet.

Click the “Submit” button when complete.



Common Errors
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Common Errors and Solutions
1. Missing Claimant Signature and Date-

= BEFORE submission, the Service Member must sign and date Block 20 of the Travel Voucher. Although the
Service Member may sign the document with their CAC, a date is still required. This is found under Block 18

“Reimbursable Expenses”.
» The Travel Voucher will be returned and unpaid if the Service Member does not sign and date.

20,2, CLAIMANT SIGNATURE |b. DATE

2. TDY Location Not Authorized

= |tis crucial for Service Members to include all orders as Supporting Documents. This includes NATO
Orders, Original Orders, and any amendments given. These orders list the locations where a Service
Member is stationed and their designated duty places. If the Service Member ends up in a location they
are not yet authorized, it is important for the S-1 to get an amendment to authorize this, and therefore

attach it with the Travel Voucher.



Common Errors and Solutions
3. Travel Outside of Authorized Dates

= Qccasionally, Service Members' dates of travel are much earlier or later than projected. Service
Members have a seven-day window based on the “will proceed on or about” date listed on their
orders. If the Service Member(s) move outside of that window, an amendment will be needed to fix
this issue. If the Service Member(s) simply misdated their voucher, it must be changed to the dates

they actually moved.

4. Split Disbursement

= |If the Service Member used their GTCC during their deployment/TDY, they must check the “Pay the
following amount of this reimbursement directly to the Government Travel Charge Card contractor”
checkbox and indicate the amount they are owed to their GTCC. Also, they will fill out the
“‘Reimbursable Expenses” block (18). If they had out-of-pocket expenses, it will also be specified in
Block 18, but they will not put that amount in the GTCC block, instead, the money will go straight to
their Direct Deposit account associated with My Pay.

SPLIT DISBURSEMENT: The Paying Office will pay directly to the Government Travel Charge Card (GTCC) contractor the portion of your reimbursement represen-
ting travel charges for transportation, lodging, and rental car if you are a civilian employee, unless you elect a different amount. Military personnel are required to

designate a payment that equals the total of their outstanding government travel card balance to the GTCC contractor.
NOTE: A split disbursement is only necessary when a GTCC is used while on official travel for the Government.

] Pay the following amount of this reimbursement directly to the Government Travel Charge Card contractor: $




Additional Information
&
Resources



UNCLASSIFIED

TDY on TDY

If a Service Member goes on TDY during the deployment/TDY

= |Include DTS Voucher as a Key Supporting Document before
submitting the dd 1351-2/Smart Voucher.

= Include TDY itinerary if Service Member has NOT been paid
for their travel. Ensure Service Member was paid out by
confirming that the lump sum reflects in the ‘Remarks’ of their

LES.

= Do NOT include the TDY itinerary on the DD 1351-2/Smart
Voucher if a DTS voucher was created and paid out. The DTS
Voucher will reimburse the Service Member for expenses during
that travel, so it does not need to be included.




Means/Modes of Travel

PA — Privately Owned Auto (Your Personal Vehicle)
CA — Commercial Auto (Taxi/Uber/Lyft)

CB — Commercial Bus (Paid for by Soldier)
GB — Government Bus (Issue/Paid by Government)

CP — Commercial Plane (Paid for by Soldier)

TP- Government Plane (Issue/Paid by Government)

*NOTE

Means/Modes of Travel & Reason for Stop

Reason for Stop

AT — Awaiting Transportation (Waiting at an airport for a
connect flight. Must be less than 24 hours)

AD — Authorized Delay (for layovers while en route that are
more than 24 hours)

LV — Leave
MC — Mission Complete (Arrival at new Duty Station)

TD — Temporary Duty (official TDY stated in orders or a DTS
Voucher/1610)

This information and additional remarks can be found on page 2 of the DD 1351-2

UNCLASSIFIED
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Common Zip Codes

Common CONUS airport zip codes
= Atlanta, GA Airport: 30320
= Augusta, GA Airport: 30906
= Baltimore, MD Airport: 21240
= Columbia, SC Airport: 29170
= Dallas, TX Airport: 75261
= Kansas City, MO Airport: 64153
= Nashville, TN Airport 37214
= New York, NY Airport: 11430
= Richmond, VA Airport 23250
= Seattle, WA Airport: 98158
= St. Louis, MO Airport: 63145
= San Francisco, CA Airport: 94128

USPS Zip Code Query: https://tools.usps.com/go/ZipLookupAction



https://tools.usps.com/go/ZipLookupAction
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