Travel Voucher or Subvoucher

(DD Form 1351-2 Mar 2000)

Detailed Instructions
All entries should be typed or printed.

Section 1.  Payment Required By:  Mark X in the box for Electronic Fund Transfer.

Section 2.  Type of Payment:  Mark X in the box TDY.

Section 3.  For D.O. Use Only:  Leave Blank.

Section 4.  Name (Last, First, Middle Initial):  Traveler’s Name.

Section 5.  Grade:  All individuals are Consultants SES as indicated in block #3 on your orders.  

Section 6.  SSN;  Traveler’s Social Security Number.

Section 7.  Address:  Traveler’s Address.

Section 8.  Telephone Number:  Daytime telephone number.

Section 9.  Travel Order Number:  From your travel orders, bottom right corner of your BTO’s (block # 22) for ASB members and upper right corner of your ITO’s for Invitees.

Section 10.  Previous Payment/Advances:  None 

Section 11.  Organization and Station:  Enter  the following; HQDA, OASA(ALT), Army Science Board, Washington, DC,  20301-0103.

Section 12. -14.   Leave Blank.

Section 15.  Itinerary:  Indicate travel Itinerary.

(a)  Date:  Enter appropriate date of departure for travel.

(b)  Place:  Enter departure and arrival locations.  Note:  There is no need to list arrival and departure at intermediate stops where the mode of transportation does not change (such as an airport stop to change planes).
(c)  Means/Mode of Travel:  Enter a two-character code from the Itinerary-Symbols 15c.,  located on the back of your travel voucher.  These codes describe travel modes, e.g. PA, GP, TP, CA, etc.
(d)  Reason for Stop:  Enter on of the two-letter codes found in the Itinerary-Symbols 15d, located on the back of your travel voucher for each stop of trip, e.g. AT, AD, TD, LV, or MC.
(e)  Number of Meals:  Normally, leave these two columns blank.  As a government traveler, you will be reimbursed for all meals at the per diem rate applicable to the area your are visiting, regardless of the actual cost of the meals.  Conference fees, which typically include the cost of some, if not all meals, are generally fully reimbursable when claimed as a reimbursable expense (see the discussion on reimbursable expenses in Section 16).  In this case, however, your per diem will be reduced for the number of meals covered under the conference fee.
(f)   Privately Owned Conveyance (POC) Miles:  List the mileage accrued while operating a private vehicle while on official status e.g. to and from the airport.  Note:  If the traveler used a POC from his or her home or office to the TDY point, the resulting mileage is reimbursable.  However, the reimbursement is limited if the travel covets a substantial difference and could have been provided by air carrier or other form of transportation.  In this case, reimbursement will be no more than the equivalent cost of appropriate commercial transportation.
Section 16.   POC Travel:  Mark the appropriate box.  If POV was used as a means of transportation to include to and from the airport, mark OWN/OPERATOR.

Section 17.  Duration of travel:  Mark the appropriate box to indicate the length of travel.
Section 18.  Reimbursable Expenses:  This block of the voucher is for claiming reimbursement for miscellaneous expenses incurred in the performance of TDY travel.  Blocks a, b, and c need to be filled in by the traveler.  Although not an exclusive list, the following are some types of travel-related expenses that are reimbursable.

(a)  Cost of lodging. Lodging expense is limited to the prevailing government lodging rate ceiling for the particular TDY area.  Taxes for lodging are to be listed as a separate reimbursable expense.

(b)  Fees for traveler's check.
(c)  Taxi or public transportation.  Note: Receipts are required for each fare $15.00 and over.
(d)  Baggage handling tips.
(e)  Air Fare.  If the tickets were purchased at the traveler's expense and were not issued by Carlson Travel, they are subject to reimbursement.  Reimbursement is limited to the equivalent government (coach class) fare applicable for the flight taken.
(f)  Conference Fees.   Mandatory fees paid for attending conferences, symposia, or meetings are reimbursable but must be pre-approved by the ASB.  However, these fees often include charges for meals offered during the meeting.  In this case, the conference receipt must indicate the number and type (breakfast, lunch, dinner) of meals covered.  The number of meals covered by the conference fee will reduce your amount of per diem.
(g)  Official phone calls. ASB related official business calls ONLY !!
(h)  Rental car expenses.  Rental cars will not be reimbursed for use in the Washington, DC area, at Summer Studies and Fall Membership Meetings.
(i)  Airport parking.
(j)  Passport Fees.  Reimbursement only authorized if required to perform
      official overseas travel.

       NOTE:  Original receipts for reimbursements are to be attached when filing your travel voucher for the above items.  Items such as dry cleaning, personal phone calls and meals are not authorized for payment and should not be included on the travel voucher.

Section 19.  Government/Deductible Meals:  Leave Blank

Section 20. a & b. Claimant Signature & Date:  Sign and date the voucher (must have your original signature).

Section 21-28:  Leave Blank.

