               BLOCK BY BLOCK INSTRUCTIONS OF THE NEW 

                 TRAVEL VOUCHER DD-1351-2 (PSASD)

    NOTE: WHILE FILLING OUT THE FORM YOU MUST AVOID USING THE RETURN 

          KEY AS THIS WILL READJUST THE FORM LENGTH AND CREATE A 

          SECOND PAGE. YOU MUST USE THE MOUSE, TAB OR ARROW KEY TO

          NAVIGATE FROM ONE BLOCK TO ANOTHER.

BLK 1.  TYPE OF TRAVEL - Place an X on boxes which apply to 

member.  If dependents travel is involved, and DLA is claimed,

all applicable boxes must be completed.

BLK 2.  EFT INFORMATION - If the NEW or CHANGE box is selected, the 

Routing Transit Number (RTN), ACCT NO, ACCT TYPE and Name/Address 

of the Financial Institution blocks should be completed.  

If No Change/Use EFT on File box was selected, no other 

information is required.  NOTE: This section eliminates the need for 

a separate EFT election form.

BLK 3.  NAME - Type or print Last, First and Middle Initial.

BLK 4.  GRADE - Type or print Rank / Rate or Grade, CDR, ENS, DKCS, 

QMC, GM12, GS9, etc..

BLK 5.  SSN - Type or print social security number including dashes.

BLK 6.  TRAVEL ORDER NUMBER - Type or print TANGO number for TAD 

Orders or BUPERS Order number for PCS.

BLK 7.  ORGANIZATION OR STATION - Type or print command currently 

attached; COMPHIGRU THREE, COMNAVBASE, USS CONSTELLATION, etc.

CIVILIAN PAYROLL OFFICE - Indicate paying activity (i.e., DFAS-DE, 

DFAS-CL, Etc.)

BLK 8.  E-MAIL ADDRESS OR FAX NUMBER - Type or print e-mail address 

or fax number if available.  Completion of this block will allow 

voucher examiners additional means to contact travelers in case of 

problems (i.e., missing receipts, travel claim errors) and could 

possibly deter the payment delay or travel claim rejection.

BLK 9.  WORK PHONE - Type or print daytime work number including 

area code.

BLK 10 ADDRESS:  These blocks are mandatory for members claiming 

Dislocation Allowance (DLA) Single or Married.

 a.  STREET - House or apartment number and street name.

 b.  CITY - Spell out name of City or Municipality.

 c.  STATE - Two digit state code.

 d.  ZIP CODE - Five or nine digit zip code.

 e.  HOME PHONE - Home phone with area code.

BLK 11.  ITINERARY:

 a.  DATE - Indicate current year, then date of departure or arrival 

     on each block, in month and day i.e., 2/1, 11/20.  etc..

 b.  LOCAL TIME - Indicate time of departure or arrival in 24 hours 

     i. e.  0900, 1330, 1830, etc.

 c.  PLACE - Indicate place, command, city , base , activity, or 

     airport the traveler made a stop, report for duty or perform a 

     mission.

 d.  MEANS/MODE OF TRAVEL - See two digit codes on reverse.

 e.  REASON FOR STOP - See two digit codes on reverse.

 f.  NUMBER OF MEALS - Indicate number of government meals or 

     deductible meals that are available or provided while on duty or TAD 

     to stations. Meals provided by hotels or commercial flights

     are not considered government or deductible meals.

 g.  DAILY COST OF LODGING - Indicate daily hotel/motel, BEQ or BOQ 

     cost in U.S.  currency.

 h.  POC MILES - Indicate one way mileage. Example:  From home to 

     airport, Base to airport or place of departure or travel from 

     airport to home.

BLK 12.  PREVIOUS TRAVEL ADVANCES (Excluding ATM) - Indicate total 

amount of advance received from Navy disbursing officers including 

shipboard and PERSUPPDETS.  Cash advance from ATM machines charged 

to AMEXCARD and final active duty for training pay for reservists 

are not Travel Advances.  

BLK 13.  SPLIT PAY OPTION (SPO)/ AMERICAN EXPRESS - Type or Print 

amount designated to be paid directly to American Express Card 

Company (AMEXCARD).  Amount elected will be deducted from the total 

proceeds of the claim.  Remaining amount will be sent via EFT to 

travelers financial institution.  

    NOTE:  SPO IS ONLY AVAILABLE TO COMMANDS WHO ARE SUPPORTED BY

           CPS AT PSA SAN DIEGO.

BLK 14.  DURATION OF TDY/TAD TVL - Place an X on applicable blocks.  

If member (military or civilian) travels less than 12 hours, per 

diem allowances is not payable.  Certain items of expense can be 

claimed on SF 1164 Claim for Reimbursement for Expenditure on 

Official Business.

BLK 15.

  a.  LEAVE USED (MIL\CIVILIAN) - Indicate number of days leave 

  used in connection with TAD or PCS for military members.  Indicate 

  number of hours used for civilian employees.

  b.  PROCEED TIME block is for PSD USE ONLY.

  c.  TRAVEL TIME  block  is for PSD USE ONLY.

BLK 16.  POV TRAVEL - Indicate whether an owner/operator or a 

passenger on a POV.

BLK 17.  REIMBURSABLE EXPENSES (more spaces are now allocated.) - 

Print or type all items of reimbursable expenses. i.e. Lodging Cost, 

Rental Car, Conference Fees, Registration Fees, Bridge Tolls, Gas, 

Ferry Fees, Taxi Expense, Exam Fees, ETC.  Tips and Porter fees must 

be itemized, showing actual cost and number of bags.  For official 

long distance phone calls, block 24a and 24b must be completed.  

Claim for two or three POV's ICW PCS can also be shown on these blocks.  

BLK 18.

 a. DEPENDENTS ADDRESS ON RECEIPT OF ORDERS - Print or type 

    complete dependents address while attached to last command or 

    duty station.

 b. DEPENDENTS NEW ADDRESS - Required to support payment of 

    Dislocation Allowance (DLA) claim.

BLK 19.  DEPENDENTS - Type an X on Accompanied, if dependents travel 

to members new duty station or Unaccompanied if dependents did not 

relocate.

 a.  Names of Dependents, as applicable.

 b.  Relationship; son, daughter, wife, mother, etc

 c.  DOB or DOM , date of birth of children, date of marriage.

BLK 20.  DEPENDENTS TRAVEL INFORMATION.

 a.  DT TVL BEGAN - First day of dependents travel.

 b.  DT TVL ENDED - Last day of travel, date dependents arrived 

     new permanent duty station.

 c.  DID DEPENDENT(S) TRAVEL WITH MEMBER? - Place an X on applicable 

     block.  

BLK 21.  HAVE HOUSEHOLD GOODS BEEN SHIPPED - X applicable 

block.

BLK 22.  DISLOCATION ALLOWANCE CERTIFICATION - Indicate the number 

of DLA claim for the current Fiscal Year i.e.  FIRST, SECOND, etc.  

FY means the fiscal year chargeable as indicated on the orders.

BLK 23.  

 a.  CLAIMANTS SIGNATURE - Signature of traveler.

 b.  DATE - Date member sign the claim.

BLK 24.

 a.  APPROVING OFFICER SIGNATURE (For Official Phone Calls) - 

Signature of command representative authorized to obligate funds, 

normally the Admin Officer.

 b.  DATE - Date approved.

BLK 25.  REMARKS - Use this block for additional reimbursable 

expenses or any other information pertinent to the claim.  


