TRAVEL CLAIMS THE EASY WAY - TAD

1.  This pamphlet has been provided as a quick reference tool for completing a Temporary Additional Duty (TAD) travel claim.  If further detail is needed or clarification is necessary, the primary source for travel information is the NAVSO P-6034 (Joint Federal Travel Regulations (JFTR), Volume I and Marine Corps Order P4650.37C (Marine Corps Travel Instruction Manual (MCTIM)).  The guidelines for reimbursement are:  (1) file your claim within three working days of completing PCS travel, and (2) attach a copy of your orders and all required receipts.

2.  Instructions
a. Block 1 (Payment).  Type of payment you wish to receive.  As of 

January 1, 1998 the Department of Defense requires DoD personnel to use

Electronic Funds Transfer (EFT), which automatically deposits the funds into the bank account.  Another option is split disbursement.  Split disbursement allows the traveler to pay off the travel card balance and place the remaining funds into an EFT account.  To choose split payment option, the member must check the “split payment” block on the travel claim and write in the monetary amount to be sent to the travel card.  

    b.  Block 2 (Type of Payment).  Place an “X” in the Temporary Duty (TDY) block.  

    c.  Block 3.  N/A.

    d.  Block 4 (Name).  Fill in your last name, first name and middle initial.

    e.  Block 5 (Grade).  Fill in the appropriate grade for you rank (i.e., E-1, W-3, O-6).

    f.  Block 6 (SSN).  Fill in your social security number, with or without the dashes.

    g.  Block 7 (Address).  Fill in your complete home address.

    h.  Block 8 (Daytime Telephone Number and Area Code).   Fill in a telephone number where you can be reached during the day, usually your work number. 

    i.  Block 9 (Travel Order Number).  For DD 1610 orders, this number is found in block #22, “TRAVEL ORDER NUMBER,” at the bottom of the orders.  On SABRS generated orders, this number is listed on the bottom as “CURRENT FY STD DOC NO”.  Be aware of the difference between the letter “O” and the number “0”.

    j.  Block 10 (Previous Government Payments/Advances.  If you received an advance, note the amount and the DOV number.  If you have not received an advance, write “NA” or “None” in the block.

    k.  Block 11 (Organization and Station).  Your current organization.  This information will aid in getting the settled travel claim documentation to your administrative unit.  

    l.  Block 12.  N/A.

    m.  Block 13.  N/A.
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n. Block 14.  N/A.

    o.  Block 15 (Itinerary)

  (1) Date.  Day, month and year that travel event took place--times are no longer necessary. (Example: 5/20/01 or 06JUN01).

  (2) Place.  Place where travel event occurs (home, office, base, activity).  Dep (Departure)-Place that you departed on the said date.
Arr (Arrival)-Place where you arrived on the said date.

    (3) Means/Mode of Travel.  A two-letter code of which the first letter is determined by the supplier of the travel.  The second letter is determined by the actual mode of travel.  

  First Letter:                                Second Letter:

    P (Private owned)                            A (Auto)

          G (Government)                               B (Bus)

          T (Transportation request-MAC flight)        P (Plane)

          C (Commercial)                               R (Rail)

                                                 V (Vessel)

                                     M (Motorcycle)

  (4) Reason For Stop.  There are five codes used for this section:

            TD-TAD/TDY (Temporary duty at a non-permanent duty station)

LV-Leave site (Place where leave is taken)

AT-Awaiting transportation (Authorized periods spent waiting for transportation)

MC-Mission Complete (End of travel)


  (5) Lodging Cost.  Write the total charge for lodging on one line and the total lodging taxes on the next line.


   (6) Privately Owned Conveyance (POC) Miles.  Number of miles driven in POC.  The distance is determined by the DTOD.  The current mileage rate is 34.5 cents/mile in an automobile, and 26 cents/mile on motorcycle.

    p.  Block 16 (POC Travel).  Note whether you were the owner/operator or a passenger in the vehicle.
    q.  Block 17 (Duration of TDY Travel).  Mark the block that corresponds to the amount of time you spent TAD.

    r.  Block 18a-d (Reimbursable Expenses).  Expenses authorized in your orders.  Below are some examples of reimbursable expenses:

  (1) ATM Fees (cash advances)

  (2) Lodging (up to the maximum allowed rate for the area of TAD)

    (3) Laundry [up to $2/day if travel is 7 days or more (military), or 4 consecutive nights (civilian), for each day of travel]

  (4) Conference fees (receipt is required for any amount)

  (5) Rental car (if authorized)
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(a) Gas (only for rental car.  For POC, MALT is given when traveler is owner/operator)

(b) Oil 

(c) Reimbursement for the cost of purchasing extra collision insurance outside of CONUS  
        (6) Transportation to and from carrier terminals (These are not reimbursable when traveler is in a mileage or monetary allowance (MALT) status).

(a) Taxi, bus, streetcar, subway or other public carrier

(b) Parking

(c) Ferry fares, road, bridge and tunnel tolls

  (7) Allowable Tips
(a) Tips for cabs (maximum amount is 15 percent of fare, rounded to the next 5 cents)

(b) Tips for baggage handling (except at hotels).  The number of bags handled must be listed.

(c) Tips for free transportation not to exceed $1.00 for each one-way trip.

(d) Tips to train attendants not to exceed $1.00 per calendar day.

  (8) Excess baggage (if authorized in orders)

  (9) Communication services (if authorized in orders)

  (10) Traveler’s checks—the cost of purchasing traveler’s checks may be reimbursed.

  (11) In and around mileage-if authorized in orders (number of miles driven and a log must be attached).

  (12) Taxis to hotels

        (13) Receipts are required for all registration/conference fees, lodging, and automobile rentals.  Additionally, any other expense that is $75.00 or more must have a receipt.

    s.  Block 19 (Government/Deductible Meals).  N/A 

    t.  Blocks 20a and b (Claimant Signature and Date).  YOU MUST SIGN AND DATE HERE BEFORE YOU TURN IN THE TRAVEL CLAIM!

    u.  Blocks 20c and d.  N/A

    v.  Blocks 21a and b.  Approving Official’s signature and date. 

    w.  Blocks 22-28.  N/A
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3.  Definitions

    a.  Temporary Additional Duty (TAD)

    b.  “Member” is the person on which all entitlements are based/person who rates entitlements.

    c.  Defense Table Of Distances (DTOD).

4.  References
    a.  NAVSO P-6034 Joint Federal Travel Regulations (JFTR), Volume I

    b.  Joint Travel Regulations (JTR), Volume II

    c.  Department of Defense Financial Management Regulations (DODFMR 7000.14-R), Volume 5.

    d.  Department of Defense Financial Management Regulations (DODFMR 7000.14-R), Volume 9.

d. MCO P1000.6G (ACTS Manual)

e. MCO P4650.37C Marine Corps Travel Instruction Manual (MCTIM)

Questions or comments-2nd Lt. Banweg (703)784-2216
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