
The Department of the Army 
has directed mandatory split 

payments for all military.   
This means that there will only be 
EFT payments—not check pay-

ments. 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.   

Having an AKO account is now 
a requirement for all soldiers.  
Through AKO, DFAS Travel Pay 

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 informa-
tion so you can reach DFAS if you need further 
assistance.  Sign up for your AKO account at: 
http://www.Us.Army.Mil. 

DFAS Travel Pay Services now has 
a Toll Free number you can call to 

check on the status of your Travel Voucher.  This Inter-
active 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 days.   

Having a myPay PIN and Pass-
word gives you electronic access 
to important 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 myPay account at 
http://mypay.dfas.mil/. 

 SPLIT 
DISBURSMENT 

ATM FEES:  If you have a Gov-
ernment credit card, ATM fees 

are reimbursable.  If you are 
in the Military, do not have a 
Government credit card, and use 

your personal card, ATM  fees are reimbursable, too. 
ROOM TAXES:  Room taxes should be claimed sepa-
rately in Block 18 if travel was in CONUS.  Do not 
separate taxes from room rate if travel was in 
OCONUS. 
PRIVATE AUTO (PA) MILES:  The rate for POC 
mileage has been changed to $.375 per mile (effective 
1 Jan 04). 
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BLOCK 1  Check “Split Disbursement” box.  
Enter $ amount spent on the provided line. 

BLOCKS 2-4  Put your name, rank and SSN 
here.  Make sure this info is right on your or-

BLOCK 5  Check boxes “TDY” and 
“Member/Employee” 

BLOCKS 6-7  Put your personal address and 
phone number here. 

BLOCK 8  Put your Travel Order # here  
(found on your TDY orders) 

BLOCK 9  Put the amount of any travel       
advances made here 

BLOCKS 10, 12-13  Leave Blank BLOCK 11  Put the name and location of your 
permanent duty location here. 

BLOCK 14  Mark “yes” if you were authorized and 
shipped household goods to your TDY location. 

BLOCK 15a  Put the year and dates you trav-

BLOCK 15b  Write the stops you made during 
your travel including start & end location. 

BLOCK 15c  List the different modes of travel you 
used here. 

BLOCK 15d  Put the correct codes (found on back 
of form 1351-2) here to show “reason for stop”. 

BLOCK 15e  Enter the cost of lodging here.  Don’t 
include taxes if TDY was in CONUS.  

BLOCK 15f  Put the number of miles traveled 
using your Private Auto (PA) here. 

BLOCK 16  Check either “Own/Operate” or 
“Passenger” if you used your PA 

BLOCK 17  Check the box showing how long you 
were on TDY. 

BLOCK 18  Put the date, type of reimbursable 
expense, and amount here. 

BLOCK 19  Put the date and number of Govern-
ment deductible meals here. 

BLOCKS 20a-b  Sign and date here. 

BLOCKS 20c-d  Have your Supervisor sign                
and date here. 

BLOCKS 21a-b  Have your Approving Official 
sign and date here if necessary. 

BLOCKS 22-28  Leave Blank 

Additional Comments: 

BLOCK 29  Write any explanations for expenses 
incurred, leave taken, etc.  


