REQUIRED TRAVEL DOCUMENTATION
ANNUAL TRAINING/ACTIVE DUTY FOR TRAINING/TEMPORARY DUTY (TDY) TRAVEL ADVANCE REQUEST  
1. Do not submit more than 15 days prior to first day of travel.
2. Travel Advance Request Form 

3. Orders including modifications
4. Certificates of Non-Availability and Rental Car authorization.  As utilization of SATO is mandatory this endorsement will provide all necessary information.  If for an emergency reason that SATO was not used, then an endorsement from TDY location indicating the availability of government quarters and messing, with the daily cost of lodging may be used.

PERMANENT CHANGE STATION (PCS) Travel Advance

1. Do not submit more than 15 days prior to first day of travel.
2. Travel Advance Request Form

3. Orders including modifications

4. Page 2 -  If dependents are moving

5. If the member is E6 and below and requesting and advance payment of Single DLA  a letter from the gaining command indicating that government quarter will not be assigned is required. 
6. Passenger Reservation Request is required for overseas travel.

D0-IT-YOURSELF (DITY) move Advance

1. Do not submit more than 10 days prior to vehicle pickup date on dd2278.
2. Authorized DD2278

3. Orders including modifications

4. Travel History Form

ANNUAL TRAINING/ACTIVE DUTY FOR TRAINING/TEMPORARY DUTY (TDY) TRAVEL CLAIM/INDIVIDUAL AUGMENTEE (IA) orders
1. Signed 1351-2  
2. Approving Official Signature is required

3. TDY Orders NON DEFENSE TRAVEL SYSTEM

4. Travel History Form

5. All lodging receipts, Certificate of Non-Availability (GQ & GM) and Rental Car receipts with zero balance.   Receipts may not be required for other reimbursable expenses $75.00 or less.  

6. AT/ADT Supplemental Claim originally submitted in DTS however due to system issues cannot be paid in DTS.  A letter stating such is required for the Supplemental claim to be paid in IATS.

7. Individuals on IA orders who go TDY on DTS or Non-DTS orders must submit a copy of the travel orders to prevent overlapping days of per diem and lodging reimbursement.  In addition, 

PERMANENT CHANGE STATION (PCS) Settlement

1. A permanent residence must be established.
2. Signed 1352-2

a. Block 5 must have all requested entitlements selected

b. Block 6 must contain the new permanent address for the member.  Include email address in block 6e.
c. Block 10d:  Number of POVs and license plates.  If dependents travel separately, include Date Dependent travel began and ended.
d. Block 12 is required if dependents accompanied the member.

e. Block 13 must include the address the dependents were located PRIOR to the PCS move.  It should match the address on the old page two.
f. Block 15 must be the complete itinerary from the last permanent duty station (PDS) including all I stops.  If departing from a ship at sea, start with (USS XXX at sea), then list the first land area.

3. Original Orders and modification are required.
4. Travel History Form

5. Page 2 – If dependents moved 
a. Old Page2 with pen and ink changes signed and dated by the member OR
b. Old page two without pen and ink changes and signed new Page2 showing address at new PDS.
6. Dislocation Allowance Statement

7. Single E6 and below must attach a copy of the approved request chit to reside off station.

8. All lodging and or other receipts from any TDY stops even if an advance was paid.

9. TLE (Temporary Lodging Expense)

a. Combined 10 day max allowed

b. CNA (Certificate of Non Availability) if the lodging facility on base was not available.  

c. Paid daily itemized lodging receipts showing a “zero” balance, indicating the member paid in full.

d. Completed and signed TLE form.
10. Ensure that all stamps and endorsements on the orders (both front and back) are included with the claim.

SEPARATION ADVANCE
1.  Do not submit more than 15 days prior to first day of travel.
2. Travel Advance Form

3. Separation Orders 

4. Terminal leave paper including PTDY orders

5. Page 2 if claiming dependents

6. DD 1299 Shipment of Household Goods.

SEPARATION TRAVEL CLAIM 
1.    Signed 1351-2 
2. Separation orders.  

(Note Leave paper and PTDY orders required if submitting a travel claim prior to separation date.)

3. Travel History Form

4.  Page 2 for dependents.  

5. DD1299 Shipment of Household Goods.

SUPPLEMENTAL  TRAVEL CLAIM (ALL TYPES)

1. A complete package for the type of supplemental claim being submitted.  
2. On TOP of 1351-2 write SUPPLEMENTAL CLAIM for the item that was not paid.

3. Ex.  SUPPLEMENTAL CLAIM FOR SINGLE DLA.

