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1.  PURPOSE.  This standing operating procedure (SOP) assigns responsibilities and prescribes policies and procedures for processing claims for payment of allowances associated with official travel.  The procedures in this SOP apply to official of military personnel, including Active Guard/Reserve (AGR), and civilian employees of the <State> Army National Guard.       

2.  APPLICABILITY.  This SOP applies to the all personnel assigned to USPFO for <State> involved in receiving, computing, processing, or paying travel claims submitted by personnel of the <State> Army National Guard.

3.  REFERENCES. 

    a.  Joint Federal Travel Regulations, Volume 1, Uniformed Service Members.

    b.  Joint Travel Regulations, Volume 2, Department of Defense Civilian Personnel.                                                             

    c.  Army Regulation 37‑106.

     

4.  POLICIES.

        

    a.  Close coordination with the transportation office will be maintained to insure all travel and transportation data is received.

    b.  Controls will be established to insure all travel data is posted to DD Forms 1588 or automated travel record and travel records are examined to preclude improper payments. 

    c.  Control of travel vouchers reflecting indebtedness will be maintained to insure collection is made.

    d.  Daily, weekly, and monthly travel voucher totals are compiled and reported to determine performance levels and assist in personnel management.

5.  RESPONSIBILITIES. 

    a.  Resource Manager. 

        (1)  Managing all personnel assets assigned to the Resource Management Division. 

        (2)  Assigning sufficient qualified personnel assets to the Commercial Accounts and Travel Section to adequately receive, compute and process travel claims received in the section.     

        (3)  Providing adequate funding to permit necessary formal training of personnel assigned to the Travel Section.

        (4)  Providing adequate reference materials to allow for accurate processing of vouchers and research of questionable claims.

        (5)  Providing sufficient hardware and software to accurately and efficiently process vouchers, if automated systems are used.

    b.  Chief Pay and Voucher Examiner.   

        (1)  Managing personnel assets allocated to the Military Pay and Technician Pay Sections and the Commercial Accounts and Travel Section.

        (2)  Providing assistance and guidance to section supervisors in both technical and personnel management matters.

        (3)  Providing technical guidance and assistance to voucher examiners during the absence of the section supervisor or in difficult cases involving regulation interpretation or irregularities.  

        (4)  Randomly auditing travel vouchers to insure proper processing and computation.         

    c.  Supervisory Voucher Examiner.

        (1)  Managing personnel assets assigned to the Commercial Accounts and           Travel Section.          

        (2)  Providing day‑to‑day supervision of and assistance to personnel assigned to the Commercial Accounts and Travel Section.

        (3)  Insuring installation of Integrated Army Travel System (IATS) updates upon receipt. 

        (4)  Conducting an on‑going training program for voucher examiners, addressing new or changed policies or procedures or reviewing areas requiring additional emphasis.



(5) Initiates and monitors collection and credit action to adjust over and under-payments identified through random audit.

    d.  Voucher Examiner.

        (1)  Receiving and computing travel vouchers to determine individual entitlements.

        (2)  Perform appropriate checks for correct accounting information and electronic transmittal to the disbursing office.  

        (3)  Maintaining files of processed vouchers, transmittal letters, collection letters and other correspondence in accordance with regulation.  

        (4)  Posting daily totals to the travel voucher count record for inclusion in the monthly workload data report.                                                                     

        (5)  Maintaining adequate files of processed vouchers and other correspondence in accordance with current regulation.     

6.  GENERAL. 

    a.  The conditions of entitlement to travel and transportation allowances for military personnel are contained in the Joint Federal Travel Regulations, Vol I.

    b.  The conditions of entitlement to travel and transportation allowances for civilian employees are contained in the Joint Travel Regulations, Vol II.

    c.  AR 37‑106 delineates Army policies and procedures for processing and paying travel entitlements authorized by the JTR/JFTR.                      

    

    d.  An individual must submit a properly completed DD Form 1351‑2 together with orders authorizing the travel and necessary supporting documents and receipts in order to receive payment of any travel entitlements.

 

    e.  The Defense Finance and Accounting Service assigns Disbursing Office Voucher (DOV) numbers to all travel claims.  The Travel Section downloads these DOV numbers for electronic posting to the IATS database.

    i.  Automated travel records will normally be used to record all  travel settlements.  A DD Form 1588 will normally only be used in the event of failure of the automated system, and then only as a temporary means of recording travel information until the automated system is brought back on line.

7.  RECORD OF TRAVEL PAYMENTS (DD FORM 1588) OR AUTOMATED TRAVEL RECORD.
    a.  A travel record will be opened when the first travel travel claim is received from an individual soldier.

    b.  The record will continue to remain open as long as the individual is a member of the <State> Army National Guard. 

    c.  The Travel Section will stamp the date of receipt on all documents and electronically post receipt and assignment data to the IATS database.              

        (1)  Ensure documents are complete and proper for payment.

        (2)  Mark any vouchers with missing or incorrect documentation for return to the traveler.                    

(3) Compute vouchers according to current regulations.

(4) After completion of audit and/or correction, release to disbursing.

(5) Upon payment of travel claim, download payment information to the traveler’s automated 1588.             

5

