05 December 2001

APMC TRAVEL ADVISORY 03

Subj:   EXTENDED TEMPORARY DUTY TRAVEL ADVANCES AND CLAIMS

1.  Purpose: This document provides procedures for submitting partial claims and obtaining monetary advances when attending long-term training in excess of 45 days.

2. Discussion:  The Joint Travel Regulations (JTR), C1102, which are the rules that govern our travel, state that a travel advance is based on the per diem allowance and is limited to a period of 45 days under an individual travel order.

3. Procedures:  The travel advance is computed at 80% of the per diem (lodging and meals) for the period and the specific area.    

(a)  The JTR states that only one advance per set of travel orders may be issued and just because your orders may have been modified does not mean that you will get another advance. Issuing a travel order modification does not constitute a new set of orders. However, if the advance on the original orders is for less than 45 days then additional funds may be advanced to cover a maximum of 45 days. 

(b)  A partial claim for reimbursement should be filed after you have been on the orders for 30 days.  Partial claims must indicate that it is a partial claim and you can do this by writing in big letters across the top of the claim that “This is a partial claim for 30 days”.  You are reimbursed for your allowable expenses (lodging, meals and transportation if authorized) to date. 

(c)  The APMC Financial Services Office, Travel Claims staff accepts faxes for partial payments of claims. The fax number is below when submitting your final claim, however, original documentation and original receipts must be provided so you will have to mail it in. The mailing address is provided below.   Processing time is approximately 6 to 10 days from receipt the paperwork at APMC to issuance of the funds to your electronic fund account.  

4. To file a partial claim:

(a)  Complete DD Form 1351-2, Travel Voucher or Subvoucher (example attached).

(1)  Block 1 – check the Electronic Fund Transfer block

(2)  Block 2 – check the TDY block

(3)  Block 4 through 11- self-explanatory (block 9, you can find your travel order number on the bottom of your orders, it will have a “T” in it). 

(4)  Block 15 - Indicates travel through the 1st - 30th day period, you only have to write it down as the dates you were there like 15 Sept thru 15 Oct rather than listing every single day, just make one single entry to cover the time.

(5)  Block 18 a. through 18 c. - Covers lodging expenses, taxes for lodging (write down separately), auto rental and gas, taxis, shuttle, or a monthly lease agreement and utility bill if available.  ALL Receipts must be provided (a copy is OK if you are doing a partial after 30 days, you must submit the original receipts when you submit your final claim).  You cannot include anticipated expenses, only actual expenses incurred for the period covered in your claim (e.g., if you have a monthly lodging lease or auto rental, you cannot file after three weeks claiming the entire monthly cost).   Again, make single entries that cover the whole time period like “auto rental 15 Sept through 15 Oct” and the amount. 

(6)  Make sure you sign and date the form at blocks 20a and b. 

(b)  Fax the completed claim form with copies of the receipts to the APMC Financial Services Department, Disbursing Division at 757-417-4432. 

(c)  
To mail documentation in, send to:   Afloat Personnel Management Center

Military Sealift Command                                                                                                  PO Box 120 Attn:  Financial Services Department, Disbursing Division, Travel Claims                                                       

Virginia Beach, VA 23458-0120

5.  APMC POC’s for travel claim advances and claims settlements are Ms. Mary Jo Kennedy, who can be reached at 757-417-4308 and Mr. Bob Langhorne, who can be reached at 757-417-4310.    Ms. Kennedy can also be reached via email at maryjo.kennedy@smtpgw.msc.navy.mil and Mr. Langhorne at bob.langhorne@smtpgw.msc.navy.mil.
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