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TRAVEL POC’S

TRAVEL PAY SERVICES
ORLANDO
TOLL FREE: 1-800-950-9784

TRAVEL PAY SERVICES
INDIANAPOLIS
TOLL FREE: 1-888-332-7366

FAX: 317-510-4124

DFAS-IN, TPS
Dept. 3700
8899 E 56th Street
Indianapolis, IN 46249-3700

DSN: 791-4991

DFAS-OR, TPS
Building 301
2500 Leahy Avenue, Box 934675
Orlando, FL 32893-4500

AR Having an AKO account is now a
l I KNOWLEDG requirement for all soldiers.
| Through AKO, DFAS Travel Pay

TRAVEL PAY SERVICES
ST. LOUIS
TOLL FREE: 1-877-303-4337

FAX: 314-290-0290

DFAS-ST. LOUIS, TPS
4300 Goodfellow Blvd., Bldg 110
PO BOX 200009
St. Lewis, MO 63120-0009

TRAVEL PAY SERVICES
ROME
TOLL FREE: 1-800-447-1150

FAX: 315-330-6710

DFAS-ROME
ATTN: DFAS-FT/RO
325 Brooks Road
Rome, NY 13441-4527

TRAVEL PAY SERVICES
COLUMBUS
TOLL FREE: 1-800-756-4571

FAX:

DFAS-CO, TPS

TRAVEL PAY SERVICES
SAN ANTONIO
CUST. SERVICE: 866-296-1166

FAX: 210-527-8141

DFAS-San Antonio, TPS
Attn: DFAS-FT/SA
500 McCullough Avenue
San Antonio, TX 78215-2100

TRAVEL PAY SERVICES
LAWTON
TOLL FREE: 1-888-891-1292

DSN: 639-0172

DFAS-LW, TPS

TRAVEL PAY SERVICES
ROCK ISLAND
TOLL FREE: 1-888-332-7742

FAX: 309-782-9310

DFAS-RI, TPS
1 Rock Island Arsenal
Rock Island, IL 61299-8000
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Services will automatically send you an email to notify you that
your travel voucher was received by your servicing DFAS, and it
will also let you know when your payment has been disbursed.
Each email sent to you will provide you with contact information
so you can reach DFAS if you need further assistance. Sign up
for your AKO account at: Attp://www.Us.Army. Mil.

Having a myPay PIN and Password
gives you electronic access to im-
portant pay information. You can
view/print your LES, view your Travel Vouchers, and view DFAS
Travel Vouchers paid for the last 6 months. Sign up for a my-
Pay account at http://mypay.dfas.mil/.

DFAS Travel Pay Services now has
a Toll Free number you can call to
check on the status of your Travel
Voucher. This Interactive Voice
Response System can tell you when your voucher was received,
when payment was disbursed, how much was paid to you, and
how much was paid to your Bank of America account. You can
get this information for all Travel Vouchers for the past 90
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UPDATLS

The Department of the Army has directed
mandatory split payments for all military.
NT: This means that there will only be EFT pay-
ments—not check payments. Any portion or
all of the travel payment can be sent to Bank of
America charge card account. The Reviewing Official and
Traveler determine the amount to be sent to BOA.

ATM FEES: Service members that do not
have a government charge card and use
their personal card can be reimbursed any
fees for making a withdrawal for travel.

VIBURSAB
XPEN

ROOM TAXES: This is a new reimbursable expense. Room
taxes are not part of per diem. They should be claimed in
Block 18 separately from the lodging expense.

PRIVATE AUTO (PA) MILES: The rate for POC mileage has
been changed to $.375 per mile (effective 1 Jan 04).

TOP 10 REASONS WHY TRAVEL CLAIMS
ARE DELAYED

10

Missing Traveler/Reviewer/Approving Official’s Signa-
tures & Dates

9
Missing Orders

8

Missing Receipts

7

Incorrect SSN on travel vouchers and/or orders

6
Meals not identified when claiming registration fees

5
Expenses Claimed But Not Authorized in Orders

4

Block For Mileage Not Checked/ Owner Operator Not
Claimed

3
Incomplete Itinerary

2

Traveler does not submit/ Reviewer does not forward
voucher within 5 business days of travel

1
ATM Expenses Not Separated
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HIGHLIGHTS OF SETTLEMENT
VOUCHER PREPARATION

Key ltems:

1 Copy of additional documents as required:

1 Copy of Advance (DD1351) (if any)

Original copy of receipts over $75.00
and all lodging receipts

.

1. Copy of Orders & Supporting Documents.

J

J

/

2. Claim all Previous Payments, advances paid
by finance office, or indicate “NONE".
Use split disbursement option.

~

1 Copy of orders (original & amendment)

\

Original DD 1351-2

TRAVEL VOUCHER OR SUBVOUCHER

\_
4

3. Complete itinerary, Reimbursable
. expenses, & POC Travel.

4. Supervisor’s Signature & Date

5. Claimant’s Signature & Date

6. Approving Official & Date

ge e
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0.00

0.00

DD FORM 1351-2, DEC 2003

-Receipt
(Not the
ticket) for
unused
portions
of airline
ticket.

.Leave
Form

E-Mail
address

n’t forget to look
e Traveler’s Checkli
before submitting your
oucher to insure that
u haven’t forgott
anything!
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