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CHAPTER 8

SUPERVISOR/COMMAND REVIEW OF TRAVEL VOUCHER

8-1.  GENERAL:  Before a travel voucher is submitted for payment it must be reviewed by the supervisor of the traveler.  The reviewer should have an understanding of travel payments and procedures.  The supervisor/reviewer should also have knowledge of the intent of the TDY order and that the traveler has followed the order with the least cost to the government.

8-2.  APPOINTMENT OF A DESIGNATED REVIEWER:


a.  Civilian Travel Vouchers:  The reviewer for civilian travelers should always be their supervisor.  The supervisor should also be the reviewer for all the full time workforce in the IL ARNG including AGR personnel.


b.  Military Travel Vouchers:  The designated reviewer for the (military) traditional soldier will be the full-time individual in charge at the unit/detachment level.

8-3.  SUPERVISORY/COMMAND REVIEW:  


a.  The purpose of the review is not to compute the payment but, rather to ensure the claim is complete and proper.  The supervisor/reviewer will ensure, as a minimum, that all items on the Travel Voucher Checklist are completed prior to submitting the voucher for payment.


b.  If the designated reviewer is on leave, TDY, or otherwise not available, travel vouchers will be forwarded to the individual designated at the next higher level.


c.  IN NO CASE will an individual review his/her own travel voucher.


d.  It becomes the reviewers responsibility to ensure the travel voucher is completed correctly and that all necessary receipts and orders are attached.  The “Travel Voucher Reviewer’s Checklist” explains the items that need to be reviewed.

8-4.  CHECK LIST:  

TRAVEL VOUCHER CHECKLIST FOR REVIEWERS

The items listed below will be reviewed prior to submission of Travel Voucher, DD Form 1351-2 to the USPFO for payment.  This review will be made by the designated reviewer and evidenced by signing and dating (Block 21a) of DD Form 1351-2.

(  )  Claim is presented on original Travel Voucher with the original signature of the traveler and date.  The voucher may be machine generated.

(  )  Administrative data (name, grade/rank, SSN, check mailing address, duty phone, organization/station, travel orders) are in agreement with orders.

(  )  Submit one copy of travel orders and amendment(s).

(  )  Indicate the mode of travel for each portion of the trip and the reasons for stops.  The authorized two character symbols are found on the reverse of the Travel Voucher.

(  )  Complete itinerary to show hour and date of departure from and arrival at each point of TDY or delay, including periods of authorized leave enroute.  The itinerary should indicate exactly what the traveler did.  

(  )  The voucher must be completed to show prior payments of advances received with DOV, amount, and date paid or the word “NONE” if no advance or prior payments have been paid.  A copy of the Advance Voucher or a copy of a previously paid DD Form 1351-2 must be attached.

(  )  If the lodging receipt indicates multiple occupants, claim the single room rate if the occupant is not another TDY individual.

(  )  Indicate whether or not Government Meals were available by completing Item 19, if none enter 0.  

(  )  Statement of non-availability of quarters or mess must be attached when applicable (military and civilian), or a non-availability number received from the billeting organization.

(  )  Original receipts (or statement if receipt is lost) must be attached for all reimbursement expenses in excess of $75.00.  Receipts for lodging, reimbursable registration fees, excess baggage and hire of special conveyance are required regardless of the cost.

(  )  If  rental car is authorized, it should be reserved by the Transportation Office and the most economical automobile should be used.  The traveler should purchase fuel prior to turning in the rental car to avoid the high cost of fuel charged by the rental car company.  

(  )  Is the claim reasonable and consistent with the mission and are claims for reimbursement in harmony with those authorized on the orders.

(  )  Ensure the traveler did not use more days than necessary to perform the mission or request reimbursement for additional expenses incurred for personal convenience or pleasure.

(  )  When foreign currency is used while traveling, ensure rates of conversion are shown on the travel voucher.

(  )  If a registration fee is claimed and orders authorize it, is there a statement accompanying the receipt to indicate whether or not the fee included any meals or lodging attached to the DD Form 1351-2.
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