  TRAVEL CLAIM SUBMISSION CHECKLIST                         
1. Include 2 copies of all orders, amendments, and supporting documents………………...Yes:__
No:__
N/A:__

  (Itemized Receipts – Billeting, ATM Withdrawals, Airfare tickets

    and SATO fees, Rental Vehicle, etc…)

2. Payment been identified………………………………………………………………… 
Yes:__
No:__
N/A:__

    a.  EFT marked (Is account active?)……………………………………………………...Yes:__
No:__
N/A:__

    b.  Split Disbursement
(MANDATORY FOR ALL MILITARY PERSONNEL)… Yes:__
No:__
N/A:__

    c.  Split Disbursement Cost Identified in Block 1………………………………………. Yes:__
No:__
N/A:__

3. Advances taken? (Note:  If none taken enter ‘0’ in Block  9)………………………... Yes:__
No:__
N/A:__

    a.  What is the dollar amount $__________ (Block  9)

4. Itinerary verified with orders and ensure completion…………………………………… Yes:__
No:__
N/A:__

    (Block 15a use date of travel, not time. i.e.: 25 Aug) (Block 15b-Location)

5. Mode of travel verified? (Block 15c) (Ensure orders authorize it)………………………
Yes:__
No:__
N/A:__

    a.  Airfare cost (Block 18)……………………………………………………………….
Yes:__
No:__
N/A:__

    b.  POC miles/POC Travel (Check Block 15f and 16); POC mileage cost (Block 18)…
Yes:__
No:__
N/A:__

6. How much did you withdraw using your Government Travel Card (GTC)? (Block 18)

   a.  Did you identify and enter “ATM  Fees”?$______ (Block 18)………………………
Yes:__
No:__
N/A:__

   b.  Did you identify and enter Bank of America (GTC) surcharge fee? 






        3% or $2.00 (whichever greater) $_____ (Block 18)…………………………………
Yes:__   No:__    N/A:__

7. Were you (customer) directed by billeting to stay downtown?…………………………
Yes:__
No:__
N/A:__

    Is your statement of non-availability attached?………………………………………… 
Yes:__
No:__
N/A:__

8. Are valid lodging receipts attached? (Block 18)………………………………………..
Yes:__
No:__
N/A:__

    If valid lodging receipts are not attached, is a signed certification statement

    or AETC Form 180 (Statement in Absence of Receipt) attached?………………………
Yes:__
No:__
N/A:__

9. Are valid receipts attached for reimbursable expenses 

    of $75 or more? (Block 18)…………………………………………………………….. 
Yes:__
No:__
N/A:__

    If valid receipts are not attached, is a signed certification statement or

    AETC Form 180 (Statement in Absence of Receipt) attached?…………………………
Yes:__   No:___  N/A:__

10. Were there Conference and/or registration fees? (Block 18)………………………….
Yes:__
No:__
N/A:__

      Orders must state if meals and/or lodging was included in fee

      and must be annotated in Block 19.

11. Original signature of traveler (Block 20a)……………………………………………..
Yes:__
No:__
N/A___

      (REQUIRED FOR ALL TRAVEL CLAIMS) 

 12. Supervisor (Block 20c) and/or Approving Official signature (Block 21a)?……….. …Yes:__  No:__
N/A:__

      (REQUIRED FOR ALL TRAVEL CLAIMS)


      











13. Approving Official signature (Block 21a)……………………………………………
Yes:__
No:__
N/A:__

      (MANDATORY on Blanket and Repeated Orders)

14. Approving Official signature (Block 21a)……………………………………………
Yes:__
No:__
N/A:__

      (MANDATORY for all expenses not covered on the orders)

ADDITIONAL INFORMATION

15. If in doubt about a particular expense, put it on voucher in Block 18 and explain expense in Block 22.  The Finance Office will

      determine if expense is reimbursable.  If it’s not claimed on the voucher, the item can’t be paid.

16. Further guidance for completing the DD Form 1351-2, may be directed to HQ AU/FMFC (Customer Service Branch).
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