Prepare and Process Payments/Collections 

TASK:  DD Form 1351, Travel Voucher

OBJECTIVE:  Ensure all necessary documentation is complete; if applicable, properly complete the form to include all pertinent information and signatures to an accuracy of 100%.

SITUATION:  TSgt Fairclough does not have a government travel card and needs an advance to cover her expenses while TDY.  Fund cite from orders is 5713700 501 6236 M13010 P27114 660700.
REGULATION REFERENCES:  DODFMR Vol 9, Chapter 5, para 050401

PROPS:  DD Form 1351, Commander’s Letter

Memorandum For:  Accounting and Finance



15 Jul 01

From:  143rd FW/TMO Commander

Subject:  Travel Advance for TSgt Fairclough

1. TSgt Fairclough recently joined our unit, and, unbeknown to her, her previous unit cancelled her travel card after she departed that station.  She was not aware of this situation until she tried to use her card at the TDY location.

2. The APC is having difficulty reestablishing her card, so I request that she be given an advance of her travel pay in the amount of $350.00 to cover her expenses until we get this straightened out.

3. Any questions may be addressed to Maj Paine at x1234.







John D. Derringer







John D. Derringer, Lt Col, OANG







Commander


[image: image1.wmf]i.  AMOUNT PAID

 

k.  RECEIVED IN CASH

 (Signature of payee)

TRAVEL VOUCHER

(See Privacy Act Statement on back.)

c.  SOCIAL SECURITY NUMBER

123-45-6789

j.

$

a.  PER SUBVOUCHER NO.

i.

14. AMOUNT PAID

a.  PAYEE

 

(Last Name, First, Middle Initial)

Fairclough, Robyn N.

e.  TRAVEL ORDER

 

TB-0981

d.  ORGANIZATION AND STATION

Otis ANG Base, MA

2.  D.O. VOUCHER NO.

3.  PAYMENT FOR

a.  ADVANCE OF TRAVEL ALLOWANCES

     

(TDY/TAD)

b.  ADVANCE OF TRAVEL ALLOWANCES

     (PCS)

c.  ACCRUED PER DIEM FOR TDY/TAD

d.  SETTLEMENT OF TDY/TAD TRAVEL

e.  SETTLEMENT OF PCS TRAVEL

f.  TRANSPORTATION OF DEPENDENTS

g.  DISLOCATION ALLOWANCE

h

. 

 TRAILER ALLOWANCE

4.  PAID BY 

5.  INDIVIDUAL PAYMENT

 6.  PAYMENTS CONSOLIDATED

7.  APPROVED FOR PAYMEN

T 

(When required by individual service regulations)

a.  TYPED NAME 

(Last, First, Middle Initial)

 b.  PER

 

c.  S

IGNATURE

8.  REMARKS

 (Continue on back if more space is needed)

9.   ACCOUNTING CLASSIFICATION(S)

10. COMPUTED BY

11. AUDITED BY

12. POSTED TO TRAVEL RECORD

     BY

13. DATE ENTERED

      (YYYYMMDD)

1. BUREAU VOUCHER NUMBER

f.  ADVANCE OF TRAVEL ALLOWANCES ELECTED BY ABOVE-NAMED MEMBER AS FOLLOWS:

 j.  DATE PAID

     

(YYYYMMDD)

g.  CHECK NUMBER

h.  CHECK DATE

     

(YYYYMMDD)

THROUGH

ATTACHED

TRAVEL ALLOWANCE PAYMENT LISTS ATTACHED

b.  RANK OR GRADE

TSgt

b.  TITLE

DD FORM 1351, JUL 1999

PREVIOUS EDITION IS OBSOLETE.




[image: image2.wmf]350 00

i.  AMOUNT PAID

$350.00

 

k.  RECEIVED IN CASH

 (Signature of payee)

TRAVEL VOUCHER

(See Privacy Act Statement on back.)

5713700 5016236 M13010 P27114 660700

c.  SOCIAL SECURITY NUMBER

123-45-6789

j.

$

a.  PER SUBVOUCHER NO.

i.

14. AMOUNT PAID

$350.00

a.  PAYEE

 

(Last Name, First, Middle Initial)

Fairclough, Robyn N.

e.  TRAVEL ORDER

 

TB-0981

d.  ORGANIZATION AND STATION

Otis ANG Base, MA

2.  D.O. VOUCHER NO.

C-20010715

3.  PAYMENT FOR

a.  ADVANCE OF TRAVEL ALLOWANCES

     

(TDY/TAD)

b.  ADVANCE OF TRAVEL ALLOWANCES

     (PCS)

c.  ACCRUED PER DIEM FOR TDY/TAD

d.  SETTLEMENT OF TDY/TAD TRAVEL

e.  SETTLEMENT OF PCS TRAVEL

f.  TRANSPORTATION OF DEPENDENTS

g.  DISLOCATION ALLOWANCE

h

. 

 TRAILER ALLOWANCE

4.  PAID BY 

DFAS-DY

Dayton, Ohio

DSSN: 5030

15 Jul 01

5.  INDIVIDUAL PAYMENT

 6.  PAYMENTS CONSOLIDATED

7.  APPROVED FOR PAYMEN

T 

(When required by individual service regulations)

a.  TYPED NAME 

(Last, First, Middle Initial)

 b.  PER

 

c.  S

IGNATURE

8.  REMARKS

 (Continue on back if more space is needed)

Member TDY from Guard base, does not have Gov't travel card or checks to have money.  Commander's letter requesting

advance be given attached.  Advance authorized.

9.   ACCOUNTING CLASSIFICATION(S)

10. COMPUTED BY

LN

11. AUDITED BY

WS

12. POSTED TO TRAVEL RECORD

     BY

13. DATE ENTERED

      (YYYYMMDD)

20010715

1. BUREAU VOUCHER NUMBER

f.  ADVANCE OF TRAVEL ALLOWANCES ELECTED BY ABOVE-NAMED MEMBER AS FOLLOWS:

 j.  DATE PAID

     

(YYYYMMDD)

20010715

g.  CHECK NUMBER

h.  CHECK DATE

     

(YYYYMMDD)

THROUGH

ATTACHED

TRAVEL ALLOWANCE PAYMENT LISTS ATTACHED

b.  RANK OR GRADE

TSgt

b.  TITLE

DD FORM 1351, JUL 1999

PREVIOUS EDITION IS OBSOLETE.



EVALUATOR’S COPY

Robyn T. Fairclough
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