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	Travel Voucher Checklist

	 
	 
	 
	1.  Complete copy of original travel orders, signed travel voucher & original receipts, and amendments.

	 
	 
	 
	2.  Manual signature of traveler or electronic signature if automated.

	 
	 
	 
	3.  Verify itinerary data on voucher; ensure it agrees with the orders.  Itinerary should be complete to show all dates, times, places, modes of travel and reasons for stops, including all stops for official business, personal convenience, and interim returns to permanent duty station.

	 
	 
	 
	4.  Lodging rates in excess of established government rates, actual expenses authorization and any change to long term training must be administratively approved and a copy of the memo retrained.  Such items must have a statement in the "Remarks" section that a memo is on file.

	 
	 
	 
	5.  Approval statements for other items claimed not specifically authorized in orders may also be administratively approved with a memo and indicated in the "Remarks" section as well; i.e., "Actual expense allowed (AEA) approved.  Memo on file."

	 
	 
	 
	6.  Traveler did not use more days than necessary to perform the mission.

	 
	 
	 
	7.  Leave taken in conjunction with TDY has been noted on the travel voucher in the "Remarks" section.

	 
	 
	 
	8.  Valid lodging receipt or statement as to why one was not furnished.  If traveler has misplaced the lodging receipt, request traveler to furnish another.

	 
	 
	 
	9.  Lodging receipt includes a clear statement as to how charge was computed, for example, whether daily, weekly, or monthly, and indicates single occupancy and/or if sharing a room with another government traveler.

	 
	 
	 
	10.  Lodging receipt clearly identifies reimbursable items.

	 
	 
	 
	11.  A statement of non-availability of meals must be attached, if applicable.

	 
	 
	 
	12.  When traveling to the Lodging Success Program Regions, the Army Central Reservations Center should be contacted before TDY is performed.  

	 
	 
	 
	13.  Receipts for all items claimed in excess of $75 for local travel or miscellaneous expense for regular travel voucher required.

	 
	 
	 
	14.  Receipts for registration fees and conference fees must be attached for regular TDY vouchers; if claiming fees on a local travel voucher the single purchase rule applies: less than $75 – no receipts required.

	 
	 
	 
	15.  Statement of number of meals, which meals, and dates of meals included in registration, conference, or for any other occasion.  Proportional meal rate applies.

	 
	 
	 
	16.  Amount of authorized TDY advance must be noted in the "Remarks" section of the travel settlement voucher, and a DD1351 attached for PCS vouchers.

	 
	 
	 
	17.  Signature for official long distance calls and for official business local calls.  Official business calls made on pay phones may be administratively approved on the travel settlement voucher with a statement to that effect.  Include a limitation amount, if applicable.  "Pay phone calls limited to $5.00." Personal and official calls must be authorized by supporting activities participant in the Travel Re-engineering Initiative.

	 
	 
	 
	18.  Verify that the rental vehicle used is the most economical vehicle used to perform TDY assignment.  GSA vehicle must be the most economical vehicle as well.

	 
	 
	 
	19.  Receipts for rental cars must be attached to settlement voucher; if claimed on a local voucher, single purchase rule applies: less than $75, receipts are not required for travel recordkeeping.

	 
	 
	 
	20.  When traveler returns the rental vehicle, the travel approving official must determine if the traveler acted in a prudent manner by filling the gas tank, when possible, prior to turn in.

	 
	 
	 
	21.  Verify mode of travel with travel orders.  If traveler elects to drive for own convenience, mileage is 10 ½ cents/mile; if traveler elects to drive instead of fly, a cost comparison must be attached clearly showing that it is more advantageous to the government.  If so, mileage is 31.0 cents/mile.  If government vehicle is authorized and traveler chooses to drive own vehicle (10 ½), or the government vehicle cannot be dispatched at the time of TDY, 23 ½ cents/mile.  On PCS’s, the mileage rate is 15 cents/mile unless accompanied by dependents.  

	
	
	
	22.  GTR ticket number (white box on ticket last set of numbers) has been annotated in the travel voucher header page.

	
	
	
	23.  Confirmatory (after the fact) travel orders must have explanation in remarks section.  For example, reason for confirmatory travel was…CEFMS was down?

	
	
	
	24.  Travel Settlement voucher should be submitted within 10 working days after completion of travel.  Failure to do so could result in late payments.

	
	
	
	25.  If foreign currency was used while traveling, the exchange rate and commission fee must be shown in the remarks section of the voucher.

	
	
	
	26.  Traveler understands the travel voucher IATS Status on screen 7.32: SENT means voucher uploaded into IATS; RECEIVED means voucher is downloaded into CEFMS; FINAL means paid; BYPASS means was previously paid.  To check settlement payment status, smartpath to 3.93.

	
	
	
	27.  As of 1 Jun 99, mileage to/from the airport will not be paid without the number of miles being specified in the remarks section of the TDY voucher.  This is in addition to recording the amount in the Travel Voucher Reimbursable Expense Screen 7.33.  This includes vicinity mileage as well, it must be specified in the remarks section.  Remarks Section Example: Mileage to and from airport total 30 miles @ .31 = $9.30.  A supplemental voucher must be filed if the traveler forgets to specify mileage in the remarks of a final voucher.

	
	
	
	28.  Traveler understands that he/she may not be reimbursed for airline/rail tickets bought and paid for by personal credit card instead of going through Carlson Wagonlit/LMO or by using the Government VISA credit card (emergency situation).

	
	
	
	29.  Any cancelled travel orders involving airline or rail tickets must be turned into LMO immediately.

	
	
	
	30.  Traveler understands that the address that is shown on his travel voucher can be changed by smartpathing to screen 10.131 and that his computation sheet will go to that address.


