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ANNEXES:

A ‑ Voucher Batch Assembly

1.  PURPOSE.  This standing operating procedure (SOP) assigns responsibilities and prescribes policy and procedures for processing claims for Do‑it‑Yourself (DITY) moves for military personnel on permanent change of station (PCS) orders.  Claims may involve Active Guard/Reserve (AGR) personnel reassigned between units within the <State> Army National Guard or AGR/M‑day personnel ordered to duty for a period of 20 weeks or more.  The duty may involve attendance at a service school or active duty for other purposes.

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

3.  REFERENCES.  Joint Federal Travel Regulations, Volume 1.

4.  POLICIES.

    a.  The DITY option is available to all Army soldiers on a voluntary basis for movement of household goods or personal baggage.

    b.  All DITY moves must be approved, IN ADVANCE, on DD Form 2278 by the transportation office servicing the area from which the move will originate.  A soldier who makes his own arrangements, without written authorization, is not entitled to, and WILL NOT be paid, a DITY incentive.                       

  

    c.  Movement of household goods may be accomplished with a rental truck or cargo trailer or privately owned truck/cargo trailer as long as that vehicle is not designed primarily for transportation of passengers.  The soldier may borrow a vehicle for purposes of the move provided he has the owner's written permission.

    d.  A soldier using the DITY method is also entitled to PCS travel allowances for himself and dependents.  These are separate entitlements and should be processed on separate DD Forms 1351-2.

 

    f.  The Commercial Accounts and Travel Section of USPFO‑<STATE> is responsible for computing, processing and forwarding, to the F&AO, all claims for DITY incentive payments.

    g.  Federal tax will be withheld at a flat rate of 20% on the taxable portion of the DITY incentive.  State and local taxes will not be withheld. 

    h.  DITY incentives are not authorized to be paid from the imprest cash funds located and managed by the USPFO-<STATE>.

    i.  Controls will be established to insure all transportation data is posted to the individual's DD Form 1588 (Record of Travel Payments).

5.  ORDER PREPARATION.  All orders for a period of duty which would constitute  a permanent change of station (PCS) will direct the soldier to report to the supporting transportation office for counseling regarding PCS entitlements.  Personnel located in <State> will utilize the transportation office at Fort Snelling or Grand Forks Air Force Base. 

6.  SOLDIER COUNSELING.  Soldiers on PCS orders will be counseled regarding the availability of DITY incentives and estimated moving costs.  This counseling will be accomplished by the supporting transportation office.  If the DITY option is elected by the soldier, authorization will be indicated on DD Form 2278. 

7.  ADVANCE PAYMENTS.  The supporting transportation office will compute the amount of advance payment.  The amount of advance payment is indicated in block 9 of DD Form 2278.  The transportation office will send the individual to the local Disbursing Office for payment.  Payment is generally received the same day.  A copy of the advance payment document will be attached to the individuals settlement claim.

8.  CLAIM SUBMISSION.  Upon completion of the move, the soldier must prepare and forward DD Form 1351‑2 with supporting documents to USPFO‑<STATE>, ATTN: <STATE>AG‑PFO‑CT.  The following documents must be attached to the travel voucher.

        (1)  Five (5) copies of travel orders.



(2)  5 copies of DD Form 11351-4 are required if movement of dependents is authorized.

        (3)  Two copies of DD Form 2278.                

        (4)  Certified weight tickets (Tare and Gross) for each vehicle loaded.  Unless use of constructive weight is approved in advance by the transportation office.   

        (5)  Proof of vehicle ownership, rental agreement or, in the case of a borrowed vehicle, proof of vehicle ownership and written permission to use the vehicle.

        (5)  DD Form 1351 or substitute reflecting any advance payments received.                                                                   

9.  TRAVEL SECTION PROCESSING.

    a.  Whether received by mail or hand delivered, travel vouchers will be given to the pre‑edit examiner who will:                                     

        (1)  Date stamp the voucher.                    

        (2)  Verify:

            (a)  The voucher is prepared completely and correctly.

            (b)  The traveler has signed the voucher.

            (c)  Unit level review procedures have been accomplished and the reviewing official has signed and dated the voucher.

            (d)  Supporting documents are present.

            (e)  Itinerary and dates are consistent with travel authorized in the orders.

            (f)  If advance payments are shown on the voucher, appropriate supporting documentation is attached.

        (3)  If any of the items are missing or incorrect, obtain copies of missing doucments from local files or return the voucher to the traveler for completion and/or correction.      

        (4)  Post voucher count to daily voucher count record.

    b.  Upon completion of pre‑edit, the voucher is given to the computation examiner, who will:

        (1)  Forward the DD Form 2278 and weight tickets to the US Army Transportation Office, Ft Snelling <STATE> or Grand Forks ND for completion of sections 11 & 12 of the DD Form 2278.

        (2)  Suspend the travel voucher for 20 days pending return of the DD Form 2278 from the Transporation Office.

        (3)  Upon return of the DD Form 2278, the DITY incentive will be completed by IATS.  Travel allowances will be computed and paid on a separate DD Form 1351‑2.

        (4)  Prepare TD Form W‑2 and Federal Tax Deposit Coupon (Form 8109).  Retain the first and last copies of the TD Form W‑2 and a photocopy of the TD Form 8109 for quarterly tax deposit filings.

        (5)  Post the individual's DD Form 1588 with payment information.

        (6)  Batch, mark and distribute documents as indicated at Annex A.

        (7)  Forward the travel voucher and supporting documents to the F&AO for assignment of a DOV number and payment of the claim.                      

    c.  The F&AO will post the DOV number to the Travel Copy and return it to the Travel Section for retention in functional files.
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