	Requirement.  Review and signature is required for all military and Civilian Travel Settlement Vouchers, as well as Non-DOD individuals on Invitational Travel Orders.  This applies to TDY vouchers for all travelers serviced by the PSD or TPC.

User:  Commanders/Approving Officials of military and civilian personnel.  For Invitational Travel Orders, the person inviting the traveler will review the claim.

Purpose.  This checklist pertains to the Mar 2008 version of the DD 1351-2 and should be completed by the users above to ensure Travel Settlement Voucher claims are proper, complete, and in compliance with the intent of the order.

BEFORE APPROVING ANY AFTER-THE-FACT TDY ENTITLEMENTS, YOU MUST VERIFY THAT THE ENTITLEMENT IS SUBJECT TO AFTER THE FACT APPROVAL, THEN VERIFY YOUR COMMAND'S POLICIES REGARDING MONETARY LIMITATIONS FOR APPROVING AFTER THE FACT ENTITLEMENTS.

1.  ___ The Travel Voucher Claim (DD Form 1351-2) must be prepared in ink, typewriter, or computer generated.

2.  ___  Is the traveler's signature on the Travel Voucher (block 20a) and dated (block 20b)?

3.  ___ Does the administrative data , i.e. SSN #, name on the Travel Voucher agree with the orders?  If not, have the traveler make the necessary changed and initial.

4.  ___  Are advances and/or accrued per diem payments listed in block 9?  The traveler annotates "NONE" in block 9 if there were no advances or partial payments.  

5.  ___ Is block 16 (POC Travel) checked by the traveler if mileage is claimed?  Privately Owned Conveyance (POC) mileage should be reasonable according to the mission.  Examples of POC mileage are, mileage within and around the TDY site, to and return from the airport, and to and from the TDY site.  

6.  ___ Are the reimbursable expenses claimed and authorized?  Mission related expenses (e.g. batteries/film) are not reimbursable travel expenses.  These types should be submitted through Vendor Pay.

7.  ___ Were car rental expenses claimed?  If so, was the rental car obtained through proper channels (government contracted travel office SATO)?  Rental car size and fuel expenses claimed should be conducive to the mission.  Unless an upgrade is authorized, a compact rental car is the standard.  Receipts are required regardless of dollar amount.

8.  ___ Are control numbers of non-availability of government quarters in the remarks block of the orders?  (Military Members Only)

9.  ___ Is lodging claimed and supported by paid receipts (regardless of amount) or a justification statement attached explaining why receipts are not available?  

10. ___ Was in/around taxicabs claimed and authorized in the orders?  If yes, amounts $75.00 or more must be claimed and supported by a receipt or a statement for lost/missing receipt.

11. ___ Was Excess Baggage claimed and authorized in the orders?  If yes, amounts $75.00 or more must be claimed and supported by a receipt or a statement for lost/missing receipt.

12. ___ Were conference or registration fees claimed?  If so, amounts $75.00 or more must be claimed and supported by a receipt or a statement for lost/missing receipt.  All meals included in the cost must be claimed in block 19 of the DD1351-2.

13. ___ Is commercial airfare claimed?  If so, the amount must be claimed and supported by the airline ticket, paid receipt, or a statement for lost/missing receipt.  

14. ___ Are expenses of $75.00 or more claimed on the Travel Voucher and supported by a receipt or justification statement explaining why receipts are not attached?  Pre-calculation rental car receipts are not acceptable.

15. ___  Did the traveler list the exchange rate, when foreign currency is involved?  The traveler must include the expense in both foreign currency and U.S. Dollars.

16. ___ Was leave taken in conjunction with the TDY?  If so, was it annotated in the itinerary and in block 29, Remarks section?

17. ___ Is a copy of the military leave form for military members attached when leave was taken in conjunction with the TDY?

18. ___ Was any deviation from the travel orders in the government's best interest?

19.  Are there specific items not in the original order that require an amended order or the authorization and signature of the Approving Official?  If yes, are the items properly claimed and necessary receipts attached?

20. ___ Are the required orders, receipts, statements, justifications, etc., attached to the travel claim and is the claim reasonable and consistent with the mission?

21. ___ As the Commander/AO, did you complete blocks 21a – 21d?  

22.  Forward completed claims to your servicing PSD Travel office.
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