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CHAPTER 9 

TRAVEL ADVANCES
9-1.  TRAVEL ADVANCES: 


a.   Normally, travel advances will not be made earlier than three (3) days prior to commencement of travel.  Only one advance will be made to a traveler under the same set of orders and not to exceed 30 days.  Any traveler requesting an advance for more than 30 days must consider applying for a government Bank of America Card.  If a  travel card cannot be obtained, then the traveler must submit a signed request to the Voucher Exam Section stating that he/she will be needing an additional advance after the initial 30 days.  All requests for travel advances concerning military and civilian employees will be submitted to the Voucher Exam Section (PFOIL-CC), USPFO for Illinois no less than seven (7) days prior to travel.


b.  Travel Advance (EFT) authorization will be limited to persons awaiting issue of card, infrequent travelers, and persons known to be financially irresponsible.  Persons in a suspended or cancelled individual Travel Charge Card are not authorized an advance since method for pre-payment of travel costs were provided by the issuance of the card.  Eligible individuals who do not apply for the Travel Charge Card or have had Travel Charge Card privileged canceled will not be authorized a travel or cash advance.


c.  All Bank of America Card Holders are expected to use their Personal Identification Number (PIN) to receive their travel advances.  Only by exception and with the approval of the Financial Manager will advances be issued to Bank of America Card Holders.

9-2.  REQUEST AND PAYMENT FOR ADVANCES:

a.  Travelers requesting a travel advance must indicate on the Format 400 order or in block 16, DD Form 1610, advance per diem requested.  DD Form 1351 (Figure 5) must be prepared and submitted in original with 1 copy of the travel order.  This must be received in the travel office of the USPFO at least 7 working days prior to the departure date on the orders.


b.  If a rental vehicle is authorized, DD Form 1351 (Travel Voucher) must be prepared indicating the daily amount.  This amount will support the computing of the authorized advance.



c.  The traveler will have the option of requesting an advance by mail or applying in person directly to the travel section of the USPFO.  Either method of applying for a travel advance requires the following documents:




1.  DD Form 1351 (Figure 5).




2.  One copy of the duty order (Figure 4).




3.  Copy of SF 1199a or the appropriate electronic fund transfer information to include the Routing number of the bank, the type of accounts (Checking or Savings) and the account number.


d.  The advance entitlements will be based on the M&IE rate, hotel cost, if authorized rental car cost, or if applicable mileage charges.  The travelers will receive approximately 80% of the total per diem available for the trip.


e.  When filing a travel settlement voucher, DD Form 1351-2, there is a requirement to list the advance amount in the Prior Payment block with a copy of the payment sheet.

9-3.  REPAYMENT OF TRAVEL ADVANCES:

a.  General.  Employees who receive an advance of funds are required to submit a Travel Claim Voucher (DD Form 1351-2) not later than 5 calendar days after completion of the travel, so that settlement of the travel advance can be made.  If the employee does not submit his/her travel claim voucher within 30 calendar days after completion of the travel, involuntary collection of the outstanding travel advance amount will be made from the employee's pay account plus a $15 administrative fee and any interest charges that have accrued. 

b.  Outstanding Advances.  Employees will be informed that any over advance amount indicated on a computed travel claim settlement voucher must be repaid immediately upon receipt of notification by the employee of the amount due.  After 30 days, a “Due U.S.” amount will be turned over to Military Pay or Technician Pay with a $15 administrative fee and any interest charges that have accrued for collection. 

c.  Delayed Use of Advance Funds.  When an advance of funds has been received and cancellation or indefinite postponement of travel occurs, the official directing the travel will report that fact immediately to the USPFO Comptroller so that prompt collection action can be initiated.
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