TRAVELER'S CHECKLIST FOR ANNUAL TRAINING TRAVEL

AND SETTLEMENT OF TRAVEL VOUCHERS

User: All AFHPSP members on official travel orders in connection with Annual Training (AT)

Purpose. To assist the traveler and ensure the travel voucher/claim is properly completed and complies with all aspects of the orders before submitting to the reviewing/approving official for signature. 

Note: AT travel claims are to be completed and submitted to NMETC/OH, 8901 Wisconsin Ave, Bethesda, MD 20889 immediately after completion of annual training period. 

Always keep a complete copy of all documents submitted for your records and future reference.

1. ___ The Travel Voucher (DD Form 1351-2) must be prepared in ink, typewritten, or computer generated.  Obtain form from PSD or online at http://www.dior.whs.mil/forms/DD1351-2.PDF 
2. ___ Your original signature must be in block 20a, and dated in block 20b on the travel voucher.

3. ___ All information in blocks 1-9 and block 11 of the travel voucher must be completed. Provide your current contact phone number and e-mail address. Does the administrative data (i.e. name, SSN, etc.) on the travel voucher agree with the orders? If not, make administrative corrections and initial.

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

5. ___ The itinerary in block 15a must be completed using dates (not times), modes of travel, and reason for stops.  Please refer to the back of the DD1351-2 for additional instructions on completing the form, including the appropriate "mode of travel" and "reason for stop" codes.  

6. ___ Is block 16 (POC Travel) checked if mileage is claimed? If POC is authorized in your orders, mileage is authorized to and from the AT site.  You are NOT authorized “in and around” mileage.

7. ___ Block 17 must be completed indicating the duration of AT period.

8. ___ Did you claim all of your authorized reimbursable expenses in block 18?(parking garage, tolls, airport shuttle or taxi would be claimed here) 

9. ___ Are rental car expenses claimed? If so, was the rental car obtained through your AT Coordinator? Include a copy of your orders or modification authorizing car rental. Rental Car receipts are required. 

10. ___ Are control numbers for non-availability of government quarters annotated/certified on the orders? If not, and obtained after the fact, you must have the Approving Official's signature authorizing commercial lodging or an amended order issued. 

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

12. ___ Are there specific items not in the original orders that require an order modification or the authorization and signature of your AT Coordinator or a program manager at NMETC? 

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