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APPENDIX A

TRAVEL VOUCHER CHECKLIST

A-1.  Review DD Form 1610 (Request and Authorization for TDY
Travel of DOD Personnel).

    a.  Block 15 of the DD Form 1610 should be left blank.
This block is for advances from the Government to the traveler
(computed by the appropriate finance/disbursing activities)
and not for authorizing ATM advances against the Government-
sponsored travel charge card.

    b.  Block 16 of the DD form 1610 should contain all of the
below statements that pertain to the traveler’s TDY:

    (1)  If excess baggage is authorized, include the
statement:  ” _____ pieces or _____ pounds of excess baggage
authorized” and whether the excess baggage service must be
paid by the traveler, subject to reimbursement, or otherwise
authorized.

        (2)  If delay en route for personal reasons is
authorized, include an appropriate statement indicating the
number of annual leave days authorized.

        (3)  When first-class accommodations are authorized,
include a statement:  “The use of first-class air
transportation is directed.  First-class authorized by (insert
appropriate title) in (cite reference and date).”

        (4)  Include instructions if the TDY assignment
involves special clothing, or other conditions apply.

        (5)  If the traveler accompanies or is accompanied by
other persons in an official travel status in a Privately
Owned Vehicle (POV), include an appropriate statement giving
the names of the persons involved and whether military or
civilian personnel.

        (6)  When a Government-sponsored travel charge card is
not accepted or cannot be used.

        (7)  If registration/conference fee is authorized a
statement indicating meals, light refreshments and/or lodging
is included in the registration/conference fee.
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        (8)  Administrative restriction precluding or limiting
other allowable costs for traveler.

        (9)  Include the amount authorized for ATM advance
against the Government-sponsored travel charge card.

(10) If traveler does not have a Government-sponsored
travel charge card a statement of why the
traveler is exempt from using the Government-
sponsored travel charge card.

A-2.  Review DD Form 1351-2 (Travel Voucher or Sub-voucher)
...

Was travel actually performed?

    a.  Check Block 1.  Payment Required by (X either EFT or
Split Disbursement).  Payment by Electronics Funds Transfer
(EFT) is mandatory for military and civilian personnel.

    b.  Check Block 2.  Type of Payment.

    c.  Check Block 16.  If POV was authorized:

        (1)  Is reimbursement limited to constructive common
carrier cost?

        (2)  Is excess travel time charged to leave?

    d.  Check Block 29.  Is leave statement accurate?

    f.  If travel was to a high cost area, is an AMC Form
2888-R-E (Actual Expense Allowance (AEA) Request Form)
attached?

A-3.  Review supporting documentation...

    a.  Are receipts, or statements as to why receipts were
not furnished, attached for any item of reimbursable expense
(including single meals) in excess of $75?

    b.  Are receipts for car rental and lodging attached?

A-4.  Review package...

Has the DD Form 1351-2 been signed by the traveler?
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A-5.  Signature is required in block 20c of DD 1351-2 to
indicate that the package has been reviewed.

A-6.  Discuss claims considered to be excessive, beyond the
scope of the travel order, or not within the limits of
regulatory guidance, with the traveler.

A-7.  The Approving Officer’s signature is placed in block 21a
of the DD Form 1351-2. It is required on travel vouchers for:

    a.  Hire of a special conveyance (taxi or rental car) when
authorization for the hire of a special conveyance was not
contained in the orders.

    b.  When charges are claimed that were not in the original
orders (DD Form 1610) but are authorized by the order
approving official.  Signature in block 21a negates the need
for amended travel orders.
































