PERSUPPDETMTRYINST 7240.1H

PERSUPPDET MONTEREY INSTRUCTION 7240.1H
Subj:
TRAVEL ADVANCE/CLAIM PROCESSING FOR TAD/TDY, PCS, ACDUTRA,


AND INVITATIONAL TRAVEL ORDERS (ITO)

Ref:
(a)
PERSUPPACTSANDIEGOINST 7300.1E


(b)
Joint Travel Regulations Volume 2 (Civilian)


(c)
Joint Federal Travel Regulations Volume 1 (Military)


(d)
Department of Defense Financial Management Regulation Volume 9


(e)
Enlisted Transfer Manual


(f)
Officer Transfer Manual


(g)
Department of Defense Financial Management Regulation Volume 5


(h)
DFAS Center Columbus OH DTG 180651Z JUN 97 - Travel Advisory 08/97


(i)
Department of the Treasury 31 CFR 208 Final Rule 25 September 1998


(j)
Department of Defense Financial Management Regulation Volume 10 par. 110101

Encl:
(1)
PCS/TDY Travel Advance Request  (PERSUPPDET Monterey 7220/20)


(2)
Privately Owned Vehicle (POV) Travel Certificate (PERSUPPDET Monterey



7220/9)


(3)
EFT Information Sheet (PERSUPPDET Monterey 7200/6)


(4)
Letter of Indebtedness  (PERSUPPDET Monterey 7220/16)


(5)
Letter of Authority to Approve/Authorize Travel Documents


(6)
Invitational Travel Order (PERSUPPDET Monterey 4650/8)


(7)
Military & Civilian Traveler Briefing Sheet (PERSUPPDET Monterey 7200/7)


(8)
Lost Lodging/Other Receipt Statement (PERSUPPDET Monterey 7220/23) 

1.
PURPOSE.  To provide guidance and procedures in processing and accounting for official travel (other than claims filed via Travel Manager system) by military and civilian personnel including civilians invited by customer commands who are being served by PERSUPPDET (Personnel Support Activity Detachment) Monterey.  This instruction constitutes a major revision and should be read in its entirety.

2.
CANCELLATION.  PERSUPPDETMTRYINST 7240.1G

3.
BACKGROUND.  Reference (a) states policy, responsibility, accountability and procedures for the processing of travel claims submitted by customer commands.  References (b) through (f) provide guidance on preparation and issuance of travel orders.  The issuance of incorrectly prepared travel orders may result in payment of entitlements which commands did not intend to authorize, or denial of reimbursement of certain expenses.  Reference (g) establishes management controls associated with travel claims and other claims submitted on a claim for Reimbursement on Official Business (SF 1164).
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4.
DISCUSSION.  An important aspect of PERSUPPDET Monterey customer service is the expeditious and efficient processing of claims.  To ensure timely processing, reference (a) establishes certain interface functions to be performed by customer commands and PERSUPPDET Monterey.  These functions are excerpts or condensations of material from other official sources and not intended to contradict other directives, publications, or regulations.

5.
POLICIES AND PROCEDURES

a.
PERSUPPDET Monterey will process claims within 10 working days after receipt, as directed by references (a) and (d).  Travel claims received will be time-date stamped on the day received at PERSUPPDET Monterey.  The day of receipt will count as Day 1 in determining the 10 day processing period.


b.
Travel claims incident to TAD, TDY and invitational travel will be submitted via the command's travel control point.  This will allow commands to track the submission and payment of claims within the established guidelines of references (d) and (g).


c.
PERSUPPDET Monterey will charge Navy travelers leave when leave is authorized in the orders, or when excess travel time is incurred.


d.
Travel Advance:



(1)
PCS Travel advance payment.  Payment of PCS advance travel allowances will be made per reference (d) and based on the traveler's request as stated on enclosure (1).  If the traveler is performing travel by privately owned vehicle (POV), enclosure (2) must also be completed and submitted with the request.  PCS travel advances are payable up to 10 days prior to scheduled transfer date.



(2)
TAD/TDY Travel Advances.  TAD/TDY travel advances will be paid per reference (d), provided the traveler's command/department issues a memorandum explaining why the Government Travel Card is not used. (Note:  Request for cash travel advance is only authorized if Government Travel Card can not be used due to circumstance/s beyond the traveler's control.  Amount of advance is limited to 80% of M&IE plus 100% of all the other anticipated expenses. For non-card holder(s) (or travelers that have had their card revoked due to non-payment or inappropriate use), travel advance is limited to 100% of M&IE plus known cash transactions such as taxi fares and conference fees, but not to include lodging and/or rental car in accordance with reference (h).)  If authorized, TAD/TDY travel advance will not be made available more than three working days prior to commencement of travel.


e.
Method of Payment.  Travel Payments/ACDUTRA claims.  All travel payments (liquidation and advances), with the exception of claims involving the use of L30 and G30 MCPS programs (ACDUTRA, AT, ADT, etc.), will be paid via Electronic Fund Transfer (EFT) per reference (i).  Travelers must submit an EFT Information Sheet (enclosure (3)) at least once,
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to Claims and Vouchers section, to register their EFT data into PERSUPPDET Monterey's database.


f.
Claim for Reimbursement for Expenditures on Official Business (SF 1164).  For travel where per diem is not payable (e.g. travel less than 12 hours), expenditures such as mileage, parking fees, conference fees, bridge tolls, and occasional meals will be claimed on SF 1164.  Per reference (j), purchases (supplies and/or services) other than mentioned expenses (unless covered by a different statute/directive which is clearly indicated on SF 1164) will not be reimbursed unless the following statement signed by traveler and authorized by AO is on SF 1164:



"I certify this claim is true and correct.  There was an unforeseen and urgent



 reason to spend my funds, and I have not received credit or payments."


g.
Collections.  When an excess travel advance is discovered during the settlement of a travel claim, the traveler will be notified using enclosure (4) requesting them to make restitution within 15 days.  The traveler will be expected to repay the over advance as computed unless it can be clearly shown that an error in computation has occurred or a reimbursable expense has been erroneously disallowed.  After 15 days from date of notification, and no arrangement nor restitution is made, the following actions will be taken:



(1)
Navy military personnel.  Over advance will be collected from member's pay (with monthly collection not to exceed 2/3rd disposable pay or current regulation).



(2)
Other services military personnel and Federal civilian employees.  Over advance will be processed as Pay Adjustment Authorization (DD 139) and forwarded to the servicing DFAS where the pay record is being maintained.  PERSUPPDET Monterey will keep track of forwarded DD 139 (send tracer copy if needed) until the over advance is settled.

6.
RESPONSIBILITIES

a.
Customer Command Responsibilities (for TAD/TDY/ITO, PCS, and Reservists Travel) 



(1)
TAD/TDY/ITO Travel.  Commanding Officers/Officers in Charge are responsible for the administration, control and accountability of their individual travel OPTAR funds.  To help in the verification of validity of orders, commands have to provide PSD Monterey "Letter of Authority to Approve/Authorize Travel Documents" (enclosure (5)) in accordance with references (b) and (c).  A single command designated travel control point should be designated to meet internal control as required by references (d) and (g).  Additional specific responsibilities are as follows:




(a)
Prepare NAVPERS 1320 military TAD orders, or DD Form 1610 civilian TDY orders, or ITO orders (see enclosure (6)).
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(b)
Determine availability of government meals or lodging at TAD/TDY site and endorse orders on type of per diem authorized (I.E. GM, PMR, or CMR Authorized).  (Note:  Rule of thumb:  authorized per diem rate can be upgraded after the fact, but never downgraded.)




(c)
Abide by and implement the DOD Government Travel Card program in accordance with reference (d).




(d)
Issue a memorandum addressed to OIC PERSUPPDET Monterey if cash advance is required by traveler in lieu of using Government Travel Card (see paragraph 5d(2) above.)




(e)
Provide copy of Military and Civilian Travel Brief Sheet (enclosure (7)) to traveler. 



(2)
PCS Travel.  Commands are responsible for ensuring that arriving or departing personnel follow administrative requirements set forth in references (e) and (f).  PERSUPPDET Monterey's Receipts and Transfer Section will assist military travelers in completing travel advances requests and travel claims.  HRO will assist civilian travelers.  (Note:  PERSUPPDET Monterey will forward Civilian PCS travel claims to PSA San Diego for settlement.)



(3)
Reservists Travel (ACDUTRA, AT, ADT, etc.).  Chief of Naval Reserve normally issues orders.  It is the responsibility of the Reserve Centers to act as control points and to:




(a)
Verify accuracy of personal information contained in orders.




(b)
Request revision/modification/amendment to orders from CNAVRES if needed.




(c)
Verify and issue copy of member's NAVPERS 1070/602 (Page Two).


b.
Additional Command Responsibilities:



(1)
Establish controls to ensure travelers submit travel claims within 5 working days after completion of all types of travel.



(2)
Assist member in completing claims prior to submission to PERSUPPDET Monterey for settlement.



(3)
Ensure travel claims are complete and are supported by:




(a)
Original and one copy of the travel orders.  If original orders are lost/destroyed, include the following statement on DD 1351-2:  "I certify that my original orders have been lost
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or destroyed.  I further certify that no previous claim has been submitted and in the event my original orders are found, no further claim will be submitted."




(b)
Original and one copy of receipt of all expenses claimed over $75.00





(c)
Original and one copy of lodging, rental car, and conference fees (regardless of amount) if applicable. 




(d)
Original and one copy of Lost Lodging/Other Receipt Statement (see enclosure (8)) signed by the traveler when original receipts are lost or misplaced.




(e)
Ensure that rate of exchange used is indicated on the travel claims (DD 1351-2) for all types of foreign travel.


c.
Traveler responsibilities.  Traveler shall:



(1)
File his/her TAD/TDY/ITO travel claim with PERSUPPDET Monterey (if not Travel Manager) via the command's travel control point within 5 days of completion of travel.



(2)
File his/her PCS travel claim at PERSUPPDET Monterey during the check-in process.  Include dependent travel if applicable.  (PERSUPPDET Monterey receipt section will ensure the traveler has copies of all receipts required, statements and endorsements prior to submission to Claims and Vouchers Section.)



(3)
File his/her ACDUTRA/AT/ADT/etc. reservist orders claim during the check in process.  When per diem is payable, a travel voucher (DD Form 1351-2) will be submitted with Active Duty Travel Pay Vouchers (NC Form 2120) to support payment of all travel allowances. Receipts for lodging and/or rental car must be provided no later than 3 working days before the end of active duty, so they can be included in the travel per diem reimbursement.  If lodging and/or rental car receipts are not provided, travel per diem will be included in the final check but will not include lodging nor rental car expenses.  Lodging and rental car expenses will then have to be filed as supplemental claim and will be paid no later than 10 days from receipt by the Claims and Vouchers Section.


d.
Deputy Disbursing Officer PERSUPPDET Monterey responsibilities.  The Deputy Disbursing Officer PERSUPPDET Monterey, acting for the Disbursing Officer, PERSUPPACT San Diego, is the accountable individual for all disbursement and collection of government funds in connection with travel advances and liquidation. The Deputy Disbursing Officer has the authority and responsibility to question and demand proof of expenditures prior to settlement of a claim.
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e.
Officer in Charge PERSUPPDET Monterey responsibilities.  The Officer in Charge is responsible to the Commanding Officer, PERSUPPACT San Diego to ensure that advances and liquidation of travel claims by Civilian and Military personnel of commands serviced by PSD Monterey are processed in accordance with this instruction.


BRANDEE L. MURPHY

Distribution:
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