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 LEARNING OBJECTIVES.  
    a.  Terminal Learning Objective.  Given a travel voucher, basic orders, endorsements, required copies, receipts, access to an automated system with applicable software and internet conductivity, access to Integrated Automated Travel System (IATS), and the references, audit Temporary Duty (TDY) Settlements/Advances to meet standards of accuracy per the references prior to release for certification. (3432.03.03)

    b.  Enabling Learning Objectives.
         (1) Given a scenario involving members Temporary Duty (TDY) entitlements, a calculator, supporting documentation, and the references, audit the TDY entitlements to ensure correctness in accordance with the references. (3432.03.03a)

         (2) Given a scenario of a members Subsistence entitlements while in a Temporary Duty (TDY) status, a calculator, supporting documentation, and the references, audit the members Subsistence entitlements for correctness in accordance with the references.  (3432.03.03b)

         (3) Given a scenario involving a members Constructive Schedule, supporting documentation, a calculator, and the references, audit the Constructive Schedule of the members travel for correctness in accordance with the references.  (3432.03.03c)

         (4) Given a scenario involving a members Leave in conjunction with Temporary Duty (TDY), supporting documentation, a calculator, and the references, audit the Disbursing Data Entry Worksheet for correctness in accordance with the references.  (3432.03.03d)

         (5) Given a scenario involving an Advance for TDY travel, a calculator, and with the aid of reference, identify in writing the proper payment for the scenario in accordance with the references.  (3432.03.03e)

1.  ORDERS.   

    a.  Step 1.  When you receive the claim for audit the first thing you must verify is the orders.  Make sure all of them are there and they have the correct name(s) and SSNs on them.  Some orders have multiple names on them i.e., Unit orders, group travel, etc. 

    b.  Step 2.  Verify the endorsements.  Make sure the names and SSNs match the original orders. If it does not match the name or SSN on the original orders, then it must be returned to the unit.  Once you have identified the orders with the voucher.  Go over and check to make sure that everything else that is supposed to be on the orders is correct.

    c.  Step 3.  Ensure the dates are correct.  Verify the itinerary and reimbursable expense blocks. Identify the modes of transportation.  Definitely review the remarks block to determine what is authorized.  Ensure there is a Standard Document Number (SDN) and Appropriation Data (Current FY). And lastly, it should have a signature by competent authority. i.e. Commanding General or someone with "By Direction" authority.

2. DD 1351-2:  

    a.  Step 1.  Verify that the information on the 1351-2 coincides with the information on the orders.

        (1) Verify the name, SSN, and unit, etc. If they don't match then send the claim back. 

        (2) Check any prior advances and make sure they are annotated.  

        (3) Verify the itinerary.  This is very important because you’ll see cases where a member will be ordered to a specific location and perform their duty at another.  Make sure the member went to where the orders stated.  If not they need a modification to the orders for variation of itinerary.

	Codes for Mode of Travel

	1st Character
	2nd Character

	“T”
	Transportation Request
	“A”
	Auto

	“G”
	Government
	“B”
	Bus

	“C”
	Commercial
	“M”
	Motorcycle

	“P”
	Privately Owned
	“P”
	Plane

	
	
	“R”
	Rail

	
	
	“V”
	Vessel


REASON FOR STOP - Use only two letter codes from reverse side of DD1351-2.

                (a) "AT" = Awaiting transportation

                (b) "LV" = Leave en-route

                (c) "MC" = Mission Complete

                (d) "AD" = Authorized delay

                (e) "TD" = Temporary duty

POC TRAVEL (block #16)- This block on the voucher must be completed when PA is shown in the itinerary.  An "X" will be reflected in the appropriate block.

DURATION OF TDY TRAVEL (block #17)- This tells us how long the trip is from 12 to 24 hours or more than 24 hours.

    b.  Step 2.  Next is the reimbursement block.  All reimbursements go in this block. If the clerk is going to pay it then he/she should have the "allowed" block filled in. Look on the back of the 1351-2 to see if there are anymore reimbursable expenses that the member could not fit on the front.  Make sure that Block 18 is checked if applicable, especially if the member utilizes a Private or Government auto. And most of all make sure the claim has the member's signature on it. 

    c.  Step 3.  Ensure that the clerk put a SDN on it and that the Appropriation Data is on the voucher correctly.  Make sure all of the blocks are filled in. i.e. the summary of payment blocks and the amount paid block.

3. COMPUTATIONS.  

      a.  Travel Status.     (JFTR U2200)                                                                       

          (1) Travelers are entitled to travel and transportation entitlements while in an                                                                         official travel status only.

          (2) Travelers are in a travel status while:

                (a) Performing travel away from their permanent duty station on public business under competent orders.

                 (b) During all periods of necessary delay in route.

                 (c) During all periods of temporary duty.

            3.  Travel Status on TDY orders:

                  (a) Commences - at the time the traveler leaves his/her home, office or permanent duty station, whichever occurs last.

                   (b) Terminates - at the time the traveler returns to his/her home, office, or permanent duty station, whichever occurs first.

                   (c) Includes:

                          1 All periods of travel to and from the TDY point or points.

                          2 All time spent at the temporary duty station or stations.

     b. Travel Time Allowable.  (JFTR U3005)                                                

          (1) It is necessary to compute travel time on TDY orders to properly pay the per diem entitlements.  The travel time will be determined by the mode of travel directed or authorized.

          (2) If the orders direct travel to be performed by a specific mode of transportation on a "when available" basis, but authorize another mode of transportation for the convenience of the traveler at no expense to the government, then the following is applicable:

                 (a) Mode of travel directed is available, but not utilized.  The period for which per diem allowances are payable shall be for the time consumed by the mode of transportation used not to exceed the travel time that would have been used if the travel had been performed by the directed mode of transportation.

                  (b) Mode of travel directed is not available, or the orders do not specify any mode of transportation.  The per diem authorized will not exceed that payable for the travel over a usually traveled route by air or surface common carrier, whichever meets the requirements of the orders and is more economical to the government.

          (3) Travel by private owned conveyance. 

                  (a) When a traveler is authorized to travel by POV, the traveler will rate 1 day of travel for each 350 miles driven.  For any miles over 350 with at least 51 more miles the traveler will rate an additional day.

                   (b) When travel orders specifically state that travel by privately owned conveyance is authorized as more advantageous to the government, per diem allowances are payable for the actual time necessary to perform the directed travel, not to exceed the maximum number of days for that distance.

                   (c) When privately owned conveyance is used for the convenience of the traveler, the total per diem payable will not exceed that payable for constructive travel over a usually traveled route by air or surface common carrier whichever more clearly meets the requirements of the orders and is more economical to the government.

     c.  Transportation Entitlements.                                                               

          (1) Reimbursement for the actual cost of transportation.

               (a) Transportation requests are not available at the time and place required and the traveler procures transportation on common carrier at personal expense.

               (b) May elect to receive reimbursement for the actual cost of the transportation for the mode of transportation authorized and actually used.

               (c) Must be substantiated by receipts or a statement of lost receipts.

          (2) Travel directed by Government Conveyance. (JFTR U3002)   When such conveyance was available but travel was performed by common carrier at personal expense, reimbursement for personally procured transportation is authorized limited to the cost of the directed mode.
          (3) Monetary Allowance in Lieu of Transportation. (JFTR U2600)
                (a) When the use of a POC is considered to be more advantageous to the government, and the traveler is owner/operator, the traveler is entitled to MALT for the official distance of the ordered travel at the rate applicable per mile for the type of conveyance used as follows:

                       1 Private Auto                $.50 per mile 
                       2 Private Motorcycle      $.47 per mile     

                (b) When the use of a POC is not considered to be more advantageous to the government for temporary duty travel, and such use is for the traveler's convenience, the traveler is entitled to the lesser of the following:

                      1 MALT for the official distance of the ordered travel, for the actual time involved or the constructive travel time, whichever is less, plus Per Diem.

                      2 Actual travel not to exceed the cost of a TR plus Per Diem.

                      3 When POC is authorized as more advantageous to the government for travel between the traveler's quarters and his temporary duty station, reimbursement is based on the certification of the traveler as to the distance involved when it cannot be obtained from the DTOD.

                       4 If the orders direct use of government transportation requests and the traveler performs travel at personal expense, payment of the MALT is prohibited, unless the appropriate authority issues a non-availability statement.

     d.  Leave Taken In Connection With TDY.                                                 

          (1) If the time between the date of departure and the date of return to the permanent duty station is more than the authorized travel time, the remaining period in charged as leave.

EXAMPLE OF LEAVE AT END OF TDY
     A Marine departs from Camp Lejeune, his TAD site, on 25 April.  The Marine reports at the PDS (Norfolk, VA)  on 28 April.  Leave and travel time will be accounted for as follows:

26 Apr- days of travel (constructive schedule shows that the Marine could have returned to Norfolk at, 26 Apr.  Travel status terminated, 26 April.)

                 27 Apr- day of leave.

                 28 Apr- day of duty.

EXAMPLE OF LEAVE AT BEGINNING OF TDY
       The Marine departs PDS (Norfolk VA) on 23 April.  The orders state to report to Camp Lejeune for TDY by 2400 29 April, the member actually reports on 29 April.  Leave and travel time will be accounted for as follows;

             23    Apr - day of detachment.

             24-28 Apr - 5 days of leave.

             29    Apr-    (constructive schedule shows that the Marine could have departed Camp Lejeune on 29 Apr. Travel status starts 29 April) 

          (2) Use the following disbursing diary statement to report TDY leave.

TTC 521 000 STRT TAD LV- ____(1)_______ __(2)___|_____(3)_______

(1) Eight-digit date leave began
(2) Two-digit number of days leave taken (01, 15)
(3) Eight-digit date of return from TDY, or arrival at the TDY station
     e.  Per Diem Allowance for Temporary Duty.  (JFTR U4101)        

         (1) General knowledge.
             (a) Per Diem is a daily allowance payable for all periods of temporary duty, designed to cover the cost of lodging, meals, and incidental expenses relating to the ordered travel.

             (b) The Per diem allowance for each day of TDY is established on the basis of the actual amount the traveler pays for lodging, plus a prescribed amount for meals and incidental expenses (M&IE), the total amount not to exceed the applicable locality rate.  The day of departure from the PDS and the day of return to the PDS in connection with TDY will be 75% of the applicable M&IE rate. 

              (c) When Per Diem is NOT payable.  (JFTR U4102).  

                  1 The period in which per diem is not payable will commence at 0001 on the day after the day of arrival and will terminate at 2400 on the day prior to the day of departure.

                      a No per diem is payable for any period a traveler is in FIELD Duty.

                      b No per diem is payable for any period of temporary duty while a traveler is an inpatient in a hospital.  This does not preclude payment of per diem for the day of arrival at a hospital or for the day of departure.

                       c No per diem is payable for any period of temporary duty aboard a government vessel when both quarters and mess are available.

                       d No per diem is payable for the period in which a "Group Travel" status exist, except for meals and/or quarters necessarily procured.

         (2) Meal portion of per diem.  The three meal types are:

             (a) Government mess available at no charge: U.S. Government meals (free or at the sea duty, field duty, and flight operations rate) during statuses such as sea duty, field duty, or group travel. 

             (b) Government mess meal cost: A Government mess used or made available to the member, for which the member pays the full Government mess meal rate.

             (c) Commercial meals: All meals purchased from other than a government mess.

         (3) Incidental Expense portion of per diem.

             (a) Incidental expenses are expenses that the member can incur while TDY that is not included in the meal or lodging cost.  Such expenses include:

                 1 Fee and tips to bellhops, maids, porters and baggage handlers at hotels

                 2 Personal laundry, cleaning and pressing of uniforms

                 3 Phone calls necessary to reserve lodging

                 4 Mailing cost associated with filing travel vouchers and payment of Government charge cards

                 5 Local transportation to meals if meals cannot be obtained at the TDY site.

                 6 Taxes (except for lodging in CONUS). 

          (b) CONUS rate is $5.00

          (c) Outside CONUS rate is $3.50 if the lodging is on a U.S. installation.

     (4) Lodging Expense portion of Per Diem.

          (a) Definition of Government Quarters:  Any sleeping accommodations owned or leased by the U.S. Government, provided they are made available to, or utilized, by the traveler concerned.

          (b) Lodging cost includes charges paid for government quarters or other lodging, not to exceed the maximum lodging listed in Appendix's B and D of the JFTR.

          (c) Lodging with friends or relatives.  If a traveler stays with friends or relatives while TDY, no cost for lodging will be allowed. (JFTR U4129.E)
          (d) Requirement for Dual Lodgings on a single day.  When a traveler is required by military necessity (not personal convenience) to procure or retain lodging at more than one location on a calendar day, the lodging cost for where the member slept is the allowable lodging costs for the day.  The other lodging cost incurred is reimbursable as a miscellaneous expense if authorized.      

          (e) Per Diem Computations.

              1 Per Diem rates:

                 a CONUS - per diem rates are located in Appendix D, JFTR.

                 b OUTSIDE CONUS - per diem rates are located in Appendix B, JFTR.

              2 Per diem is based on the location of the traveler at 2400, however, there are occasions when the traveler is en-route to a TDY location and does not arrive at the lodging site until after 2400, in that case, the maximum per diem will be determined as if the traveler had been at the lodging location prior to 2400.

              3 If authorized travel requires more than one day and a stopover for the night is required, the maximum per diem will be based on the stopover point.  The M&IE rate is payable to the traveler without itemization of expenses and without receipts.

              4 Determining the M&IE Rate for full days. (JFTR U4149)  
Note:  We covered earlier that the date of departure and date of return to the PDS would be 75% of the applicable M&IE rate.
                  a In CONUS, as listed in Appendix D, JFTR. $15.80 ($10.80 per day for meals in a Government mess plus $5.00 for incidental expenses).

                  b Outside CONUS, as listed in Appendix B, JFTR.

                     1  $10.80 per day for meals in a Government mess plus the incidental amount listed in Appendix B for the locality concerned, or $3.50 when the traveler is utilizing quarters on a U.S. installation.

                     2 If lodging is required, the lodging cost, not to exceed the lodging maximum prescribed for the locality concerned in Appendix B will be added to the M&IE rate to determine the per diem rate for the day.

                  c TDY of More than 12 Hours but Less Than 24 Hours

                     1 Per Diem will be determined by allowing 75% of the M&IE rate for the location of the TDY. 

                     2 If more than one location is involved and the traveler is not required to obtain lodging, the per diem will be based on the highest M&IE rate of all the locations concerned.

      (5) Proportional Meal Rate.  This rate is an average of the locality M&IE and the New Government Mess Available Rate. The proportional Per Diem Meal Rate plus the appropriate Incidental Expense allowance is payable.  The Proportional Meal rate is paid only on the day the member enters a Field, ship, inpatient, or when orders authorize it as the payable per diem rate for that locality. 

          (a) Proportional Per Diem is computed using the following steps:

              1 Step One: Add the meal portion of the applicable M&IE rate (Full M&IE rate less the full incidental rate) to the Government mess available rate of $10.80.

              2 Step Two: Divide that total by two (2) and round to the nearest dollar.  This total is the proportional meal rate.

EXAMPLE

The M&IE rate used for this example is the CONUS rate of

$61.00, with the meal portion of $41.00

Step One:  $61 + $10.80 = $71.80
Step Two:  $71.80 divided by 2 + $35.90 (Rounded to $36.00)
Step Three:  $36.00 + $5.00 = $41.00

    (6) Per Diem for day in/out of Field, Ship, and Inpatient status.  (TAN 08-03) Per Diem on these days is paid based on the travel and/or messing status on that day per the following rules.


   (a) If the day is a travel day.  Pay the full M&IE rate.


   (b) If the day is at the TAD site and commercial messing is being paid and one or two meals are provided at no cost.  Pay Proportional Per Diem.

        (c) If the day is at the TAD site and the Government messing rate is being paid and one or two meals are provided at no cost.  Pay the Government Messing rate (10.80).


   (d) If all three meals are being provided at no cost, pay only the incidental expense.

    (7) Steps for verifying the computations.
        (a) Step 1. One of the biggest problems with the computations is the clerk using the incorrect Per Diem rate.  Therefore verify the per diem rates the clerk used.

Once you establish the correct rate, we can now move on.

        (b) Step 2.  Check the "remarks" section on the orders to see what kind of messing is authorized. 

             1 Commercial messing, Government messing available, and/or Proportional messing.

                 a Only on the full days is either of these rates utilized. 

                 b The 1st and last day is 75% of the applicable rate. 

                 c Check to see if there are periods of "No Per Diem authorized".  i.e. Field duty, Sea duty etc.

                 d Make sure the rate utilized is the rate the member is located at midnight.

NOTE:  The clerk should never use the home duty station rate.
       (c) Step 3. Verify the lodging receipts.  The member must have a receipt or a statement in lieu of receipts no matter what the cost.  If you don't have a receipt to verify the lodging, then don't pay it. All lodging, Government or Commercial, requires a receipt.  Make sure it's not an interim receipt. 

            1 If the member has commercial lodging, ensure the orders state that it is authorized. 

            2 Do not exceed the maximum lodging allowed for that area. 

            3 DO NOT INCLUDE TAX. Taxes are listed separately as a reimbursable expense.

       (d) Step 4.  Check the orders to see what the authorized/directed mode of transportation was. 

            1 When the member is authorized to take Private Auto (PA) as being “more advantageous to the government”, then make sure "block 16" is marked to see if the traveler was the owner/operator. If so he should receive mileage, if not only pay Per Diem. 

            2 When the member is authorized to take Private Auto not to exceed to the cost of a GTR and marked owner/operator in “block 16”.  Then you must compare it to the cost of a Government Transportation Request (GTR) and pay the lesser of the two.

            3 If the traveler utilized commercial transportation like a rental car, then it must be authorized in the orders to be reimbursed the cost and all reimbursable expenses included with the use of the rental car. 

            4 If the member used Government Auto (GA). Make sure he was the driver to reimburse them for fuel, tolls, etc.

        (e) Step 5.  If leave is taken in conjunction with TAD, the auditor must ensure that the Disbursing Data Entry Worksheet is processed in accordance with the office S.O.P.

4 REIMBURSABLE EXPENSES.  (APPENDIX G)
   a.  Transportation To or From Carrier Terminals.

      (1) By public means of transportation.    Authorized for the taxi, bus, streetcar, subway, or other public carrier fares. Reimbursement for the airport limousine fares between the airport and airport terminal is authorized.

      (2) By privately owned conveyance.
          (a) When privately owned conveyance is actually driven to, and from the servicing terminal, the owner operator may be reimbursed at the rate of $.50 per mile, plus parking fees paid at the terminal.

           (b) Member can be reimbursed $.50 per mile if POC is driven, round trip, from home to PDS for departure on TDY.

           (c) Ferry fares, road, bridge and tunnel tolls and parking fees.    

           (d) None of the above is reimbursable when a traveler is in a mileage or monetary allowance status.

  b.  Allowable Tips.

      (1) Train Attendants, not to exceed $1.00 each calendar day.

      (2) Baggage handling (except at hotels).

            (a) Customary tips (no amount specified).

            (b) Number of pieces of baggage handled will be shown on the claim.

            (c) When government property and personal property are intermingled, it must be shown that an additional charge was involved for handling the government property.

       (3) Tips to taxi cab drivers.  15% of the fare increased to the next multiple of 5. 

       (4) Tips when free transportation is provided.  Not to exceed $1.00 for each one-way trip.

   c.  Excess Baggage.   Must be authorized in the orders.

   d.  Use of Special Conveyance.  Members may be authorized a rental car.  The reimbursable expenses include but are not limited to:

       (1) Gasoline

       (2) Oil

       (3) Reimbursement for the cost of purchasing extra collision insurance (i.e. Collision Damage Waiver Adjustment) outside Continental United States (CONUS) only.

    e.  Government Conveyance.
       (1) Use is limited to official business, to and from place of lodging, place to obtain meals, comfort or health of the traveler.

       (2) Reimbursable expenses for government conveyance.  Cost of gasoline, oil, parking fees, parking meters, repairs, non-personal services, guards and storage.

   f.  Ferry Fares, Road, Bridge, and Tunnel Tolls.
        (1) Are reimbursable for travel performed outside the limits of the permanent duty station.

        (2) Must be itemized.

        (3) Authorized for Government conveyance and rental cars.

    g.  Registration Fees.    (JFTR U1420 AND U4165-2b.)  Must be authorized in the orders.

    h.  Communication Services.   (JFTR U1405)
        (1) Cost of local official telephone calls.

        (2) Long distance telephone calls will be allowed if they are certified as necessary in the interest of the government and they must be itemized.

    i. Traveler's Checks.     The cost of purchasing traveler's checks may be reimbursed.

    j.  ATM And Administrative Fees Billed To The Government Charge Card.      Reimbursement for uses of ATM machines for travel advances is authorized.  A traveler will be reimbursed 3.0% of the authorized amount of advance plus the ATM Fee.

    k.  Mileage In and Around TDY Site.  Transportation between place of lodging and place of business and between place of business and place where meals are procured, not to exceed 30 miles per trip, maximum of 4 trips per day.

    Taxes for hotels are not to be included in the cost of the hotel cost.  It is a separate entitlement, and is reimbursed as a miscellaneous expense.

    m.  Energy Surcharge.  As a result of high energy prices, lodging facilities charge an additional energy surcharge to lodging costs.  This charge is fully reimbursable as a miscellaneous travel expense.

    n.  Receipt Requirements.
        (1) Receipts are required for the following:

              (a) All lodging costs in any amount,

              (b) Rental cars in any amount.

              (c) Conference fees in any amount are required, along with a statement from the traveler as to whether or not any meals were included in the cost.  If a meal was included in the cost of the fee, the traveler will state which meal or meals.

              (d) Other expenses that cost $75.00 and higher.

      o. Step 1.  Reimbursable expenses such as, rental cars, phone calls, and registration /conference fees should all be authorized in the orders.  Such items like taxes for lodging, tolls, and tips won't be in the orders, but the member can be reimbursed if claimed by the traveler. 
     p. Step 2. Verify required receipts in excess of $75.00.
5. APPROPRIATION DATA AND STANDARD DOCUMENT NUMBER. 

   a.  There are no steps for verifying the appropriation data and standard document number. However make sure the clerk copies it directly from the orders. The following is a breakdown of the appropriation data and standard document number:

    b.  Terms used in appropriations.

       (1) Fiscal Year - The fiscal year for the government begins October 1st and ends September 30th of the following calendar year.                                                                                   

Example:  October 1, 2006 to September 30 2007 is Fiscal year 2007
    c.  The nine elements of the accounting data.
       (1) Appropriation - The first element of accounting data is the appropriation. There are seven digits in the appropriation.

           (a) The first two digits will always be "17" and indicates the Navy Department.

           (b) The third digit is the last digit of the fiscal year.

           (c) The fourth through seventh digits represent the applicable appropriation.

                1 Military Personnel Marine Corps (1105)
                  Pay & Allowances
                  PCS Travel
                2 Reserve Personnel Marine Corps (1108)
                  Same as MPMC, But this applies to reservists
                3 Operations and Maintenance Marine Corps (1106)
                  Temporary Additional Duty (CMC Funded)
                4 Marine Corps Stock Fund
                  Transfer of funds on paper (No cash changes hands)

        (2) Subhead - The subhead when required, consists of four digits.  The first two digits identify the administrating office and the second two digits identify the purpose of the subhead.

        (3) Object Class - Object classes are based upon the nature of the service, articles, or other items involved, as distinguished from the purpose for which such obligations are incurred.  The object class is a three-digit number.

         (4) Bureau Control Numbers - This is an allotment authorization number consisting of five digits.  The first two digits designating the budget project and the last three, the assigned allotment.

         (5) Sub allotment - This is a one digit alphabetic or numeric character assigned by the sub allotment grantor for further division of the allotment.  For most CMC funded accounts the number is "0".  IT IS NO LONGER USED IN THE APPROPRIATION                                                        

         (6) Authorization Accounting Activity - The activity designated to perform the accounting for the allotment.  Usually consist of six digits.

         (7) Transaction Type Code - This is a two-character code identifying the type of transaction taking place.

              (a) For all advances for travel the transaction type code is "1K".
              (b) For all settlements the transaction type code will be "2D".

              (c) For all money due to the government the transaction type code is “2I”.
         (8) Property Accounting Activity - When making a purchase through the Marine Corps Stock Fund or when plant property is involved the Unit Identification Code (UIC) is used here. On TAD orders a Tango or Ton number is used.

        (9) Cost Code - It is a twelve-digit numeric or alphabetic code and is assigned to MPMC money, or locally assigned by whatever activity is responsible for accounting when disbursing O&MMC money.
     d.  Standard Document Number (SDN) - The SDN is a 15 digit alpha/numeric code uniquely and uniformly identifies financial related documents.  The 15 digit SDN consists of five elements that identify the Military Department, Document Issuing Activity, Fiscal Year, and Type of document involved and a Serial Number.

         (1) The Department Designator code is "M" for Marine Corps or “N for Navy and is cited in the first digit.

         (2) The UIC to be cited in digits two through six will always be that of the activity whose funds are being charged.

         (3) The last two digits of the fiscal year in which the basic document was issued will be cited in the seventh and eighth digits.

         (4) The document type code "TO" will be reflected in the ninth and tenth digits of the SDN, which identifies the TAD orders.

         (5) The serial number in digits eleven through fifteen will contain an alpha/numeric serial number.  The first of the serial number and the first digit of the TON will be designated as an alpha character of "O", "E", or "C" to designate the type of person traveling.

            (a) The character "O" indicates officers, "E" indicates enlisted, and "C" indicates civilian traveler.

            (b) The twelfth through fifteenth digits will be assigned at the discretion of the order issuing activity. 

6. TRAVEL ADVANCES TDY.    (JFTR U4900)

a.  Policy. 

    
(1) Cash travel advances shall not be authorized unless an exception is granted. Annotate the maximum advance amount authorized on the travel order.

    
(2) The standard practice is for the traveler to use his or her government travel card to obtain cash from an automated teller machine (ATM). Also annotate on the travel order the maximum ATM cash advance amount that may be withdrawn using the government travel card. 

    
(3) Personnel who are not eligible for government travel cards may obtain travel advances only via electronic funds transfer (EFT). The supervisor, in coordination with the disbursing officer, may authorize cash advances in limited situations where no other process is available to accomplish the mission. 
b.  Travel Advances General Information.  
(1) Policy. Members traveling on official business:

   


(a) Are responsible for their travel expenses, but

   


(b) Should not have to pay official travel expenses entirely from personal funds (unless the member decides not to use Government resources such as the Government-sponsored contractor-issued travel charge cards or traveler's checks).

(2) Responsibilities of Commands.

   


(a) May issue travel advances for certain expenses, as authorized in this Part, and

   


(b) Should ensure members take all reasonable steps to minimize the cash burden on both the command and the member (such as using the Government-sponsored contractor-issued travel charge cards.).

c.  U4905 Allowable Advances
(1) Authorization. Travel advances may be paid when:

   


(a) Authorized on orders, and

   


(b) Permitted in accordance with:

      


1 The DODFMR, Volume 9 (DOD Services), or

      


2 Service regulations (Non-DOD Services).

(2) Advances may be for:

   


(a) Per Diem,

   


(b) POC mileage allowance,

   


(c) AEA,

   


(d) Reimbursable expenses, and/or

   


(e) Advance Lodging Deposits. Members may be reimbursed an advance room deposit when it is required by the lodging facility to secure a room reservation prior to official TDY travel. Members are financially responsible for repayment of the advance deposit if the deposit is forfeited because the TDY travel is not performed for reasons unacceptable to the agency.

(3) Amount Allowed.

(a) Travel advances, as authorized on the travel orders by the order issuing official, should not exceed 80 percent of the estimated additional cash expenses permitted. 

(b) In the event that: (1) a travel charge card is not accepted at the TDY location, (2) the card is not authorized to be used for PDT travel, or (3) the employee has not been offered the travel card, that information shall be shown in block 16 of the travel order and that entry is the basis for authorizing an advance up to 80 percent. 

EXAMPLE #1

Marine departs on or about 4/3 from Camp Lejeune, NC to go TAD to Quantico, VA for 13 days.   Member’s mode of travel will be by POV. Government mess is avail and Quarters are avail at $8.00 a day.  Member is not a Government cardholder and requests an advance.

Step #1 Determine what the advance is for.

      Advance for mileage, meals and lodging

Step #2 Determine the locality rate for the TDY site.

      Locality rate for Quantico is $41 + 5 = $46.00

Step #3 Determine Quarters/Mess status.

      Quarters avail at $8.00 day and mess is avail


Step #4 Look up the mileage from PDS to TDY site and return

      Mileage from CLNC to Quantico, VA is 319 x 2 = 638 with return.

(41+5) 75%+8= 42.50                 319 x 2 x .5 = 319.00
(10.80+5)+8)(11)=261.80      

(41+5) 75%=34.50           
                    338.80
Take the Per Diem and multiply by 80%.
$338.80 x 80% = $271.04
Per Diem $271.04 + Mileage $319.00 = Total = $590.04 (rounded to $590.00)
The AMT of the advance is $590.00
EXAMPLE #2

Marine departs on or about 5/11 from Camp Pendleton, CA to go TAD to DFAS KC for 25 days.  Member’s mode of travel will be Government Air.  Quarters/Mess are not available.  Member does not have a Government Charge Card but has applied for it.

    Step #1 Determine what the advance is for.

      Advance for meals and lodging

    Step #2 Determine the locality rate for the TDY site.

      Locality rate for Kansas City, MO is $46 + 5 = $51.00 and Max lodging is $96.00.

    Step #3 Determine Quarters/Mess status.

      Quarters/mess is not avail


(46+5) 75%+96 = 134.25
(46+5)+96 = 145(23) = 3381.00
(46+5) 75% = 38.25
                    $3553.50 

Take total Per Diem and multiply by 80%.

3553.50 x 80% = $2842.80 (rounded to $2842.00)
The AMT of the advance is $2842.00
REFERENCES
1.  DEFENSE TABLE OF OFFICIAL DISTANCE - DTOD

2.  JOINT FEDERAL TRAVEL REGULATION - JFTR

3.  MARINE CORPS TRAVEL INSTRUCTION MANUAL – MCTIM

4.  TRAVEL POLICIES AND PROCEDURES MANUAL – DOD FMR VOL-9

5.  GOVERNMENT TRAVEL CHARGE CARD PROGRAM (GTCCP)

6.  ASSIGNMENT, CLASSIFICATION, AND TRAVEL SYSTEMS (ACTS) MANUAL.
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