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TERMINAL LEARNING OBJECTIVE: Given a travel voucher (DD 1351-2), basic original orders, endorsements, required copies, receipts, Defense Table of Official Distance (DTOD), and the references, audit Temporary Duty (TDY) settlements/advances for accuracy and completeness prior to certification in accordance with the JFTR.     (3432.03.03)

ENABLING LEARNING OBJECTIVES:
         (1) Given a scenario involving a member's Temporary Duty (TDY) entitlements, a calculator, supporting documentation, and the references, audit the TDY entitlements ensuring correctness in accordance with the JFTR. (3432.03.03a)

         (2) Given a completed scenario of a member's subsistence entitlement while in a Temporary Duty (TDY) status, a calculator, supporting documentation, and the references, audit the members susbsistence entitlements for correctness in accordance with the JFTR.  (3432.03.03b)

         (3) Given a scenario involving a member's constructive schedule, supporting documentation, a calculator, and the references, audit the constructive schedule of the member's travels for correctness in accordance with the JFTR.  (3432.03.03c)

         (4) Given a scenario involving a member's leave in conjunction with Temporary Duty (TDY), a calculator, supporting documentation, and the references, audit the Disbursing Data Entry Worksheet for correctness in accordance with MCO P4650.37.  (3432.03.03e)

1. ORDERS


Step 1.  Once the clerk puts the claim on your desk the first thing you need to look at is the orders.  Make sure all of them are there and they have the correct name(s) and SSNs on them.  Some orders have eight names on them i.e., Unit orders, group travel, etc.  
Step 2.  Next are the endorsements.  Make sure the names and SSNs match the original orders. If it does not match the name or SSN on the original orders, then it must be sent back to the unit. 

Once you have identified the orders with the voucher.  Go over and check to make sure that everything else that is supposed to be on the orders is correct.

Step 3. Make sure the dates are correct.  Look at the itinerary  and reimbursable expense block. If applicable. See what kind of transportation the member is taking. Definitely view the remarks block to make sure you know how to pay the claim.  Make sure that there is a Standard Document Number (SDN) and Appropriation Data (Current FY). And lastly, it should have a signature by competent authority. I.e. Commanding General or someone with "By Direction" authority.

2. DD 1351-2 
)

Step 1.  Check to see if the information on the 1351-2  coincides with the information on the orders, for instance the name, SSN, and unit for starters.  If they don't match then send the claim back.  Once we looked at that we can now go to the rest of the voucher.  Check off any prior advances and make sure that's it's annotated.  Look at the itinerary.  This is very important because there are claims that the SNM went TDY to one place and put where they stayed at on the voucher.   Make sure the SNM went to where the orders stated.  If not they need a modification to the orders for variation of itinerary. 
18)

 Step 2.  Next is the reimbursement block.  All reimbursements go in this block. If the clerk is going to pay it then he/she should have the "allowed" block filled in. Look on the back of the 1351-2 to see if there are anymore reimbursable expenses that the member could not fit on the front.  

Make sure that Block 18 is checked if applicable.  Especially if the SNM utilizes a private auto or Government auto. And most of all make sure the claim has the member's signature on it. 

Step 3.  Ensure that the clerk put a SDN on it and that the Appropriation Data is on the voucher correctly.  Make sure all of the blocks are filled in. I.e. the summary of payment blocks and the amount paid block.
)
3. COMPUTATIONS


)
Step 1. One of the biggest problems with the computations is the clerk using the incorrect Per Diem rate.  So going by the orders we should check what per diem rate the clerk used.
Step 2.  Check the "remarks" section on the orders to see what kind of messing is authorized.  Commercial messing, Government messing available, and/or Proportional messing.  Only on the full days is either of these rates utilized.  The 1st and last day is 75% of the applicable rate.  Check to see if there are periods of "No Per Diem authorized".  I.e. Field duty, Sea duty etc.. Make sure the rate utilized is the rate the member is located at midnight.

NOTE:  The clerk should never use the home duty station rate.


Step 3. Next is the lodging.  If there is any lodging the member must have a receipt or a statement in lieu of receipts no matter what the cost.  If you don't see a receipt to verify the lodging, then don't pay it. All lodging, Government or Commercial, needs a receipt.  Make sure it's not an interim receipt. If the member has commercial lodging, ensure the orders state that it is authorized.  Do not exceed the maximum lodging allowed for that area.  DO NOT INCLUDE TAX. Taxes are listed separately as a reimbursable expense.

Step 4.  Check the orders to see what to pay on transportation.  If the SNM was authorized to take Private Auto (PA), then make sure "block 18" is checked to see if the SNM was the owner/operator. If so he should receive mileage, if not they just get Per Diem.  Make sure it says "More advantageous to the Government" to rate mileage.  You might have to compare it to the cost of a Government Transportation Request (GTR) and pay the lesser of the two.

If the SNM took commercial transportation like a rental car, then it should be authorized in the orders so the SNM can be reimbursed the cost and all reimbursable expenses included with the use of the rental car. If the SNM used Government Auto (GA). Make sure he was the driver to reimburse them for fuel, tolls, etc... 

4 REIMBURSABLE EXPENSES 

Step 1.  Reimbursable expenses such as, rental cars, phone calls, and registration /conference fees should all be authorized in the orders.  Such items like Taxes for lodging, tolls, tips won't be in the orders, but the SNM can be reimbursed if claimed by the SNM. 

Step 2. FOR any monetary amount claimed in excess of $75.00 then a receipt is required, except for  registration/conference fees, and rental cars.  Regardless of what the cost is on those items, a receipt is required. All reg/conf fees  receipts should include if a meal(s) were included in the cost.
5. APPROPRIATION DATA AND STANDARD DOCUMENT NUMBER

There are no steps on how to check the appropriation data and standard document number. But make sure the clerk copies it directly from the orders. The following is a breakdown on each part of the appropriation data and standard document number:

a.  Terms used in appropriations

      (1)  Fiscal Year - The fiscal year for the government begins October 1st and ends September 30th of the following calendar year.                                                                                   

Example:  October 1, 1999 to September 30 2000 is Fiscal year 2000

   a.  The EIGHT elements of the accounting data.
      (1)  Appropriation - The first element of accounting data is the appropriation. There are seven digits in the appropriation.

          (a) The first two digits will always be "17" and indicates the Navy Department.

          (b) The third digit is the last digit of the fiscal year.

          (c) The fourth through seventh digits represent the applicable appropriation.

                1  Military Personnel Marine Corps  (1105)
                   Pay & Allowances
                   PCS Travel
                2  Reserve Personnel Marine Corps  (1108)
                   Same as MPMC, But this applies to reservists
                3  Operations and Maintenance Marine Corps (1106)
                   Temporary Additional Duty (CMC Funded)
                4  Marine Corps Stock Fund
                   Transfer of funds on paper (No cash changes hands)
         (2)  Subhead - The subhead when required, consists of four digits.  The first two digits identify the administrating office and the second two digits identify the purpose of the subhead.

         (3)  Object Class - Object classes are based upon the nature of the service, articles, or other items involved, as distinguished from the purpose for which such obligations are incurred.  The object class is a three digit number.

               (a) 021 = TDY expenses within CONUS.

               (b) 212 = TDY expenses for travel completely outside CONUS.

               (c) 213 = TDY expenses for travel from inside CONUS to outside CONUS or visa versa.

         (4)  Bureau Control Numbers -  This is an allotment authorization number consisting of five digits.  The first two digits designating the budget project and the last three, the assigned

allotment.

         (5)  Authorization Accounting Activity -  The activity designated to perform the accounting for the allotment.  Usually consist of six digits.

         (6)  Transaction Type Code -  This is a two character code identifying the type of transaction taking place.

                (a)  For all advances for travel the transaction type code is "1K".
                (b)  For all settlements the transaction type code will be "2D".

         (7)  Property Accounting Activity -  When making a purchase through the Marine Corps Stock Fund or when plant property is involved the Unit Identification Code (UIC) is used here. On TAD orders a Tango or Ton number is used.

        (8)  Cost Code -  It is a twelve digit numeric or alphabetic code and is assigned to MPMC money, or locally assigned by whatever activity is responsible for accounting when disbursing O&MMC money.
c.  Standard Document Number (SDN) -  The SDN is a 15 digit alpha/numeric code uniquely and uniformly identify financial related documents.  The 15 digit SDN consists of five elements which identify the Military Department, Document Issuing Activity, Fiscal Year, Type of document involved and a Serial Number.

         (1)  The Department Designator code is "M" for Marine Corps, or "N" for Navy and is cited in the first digit.

         (2)  The UIC to be cited in digits two through six will always be that of the activity whose funds are being charged.

         (3)  The last two digits of the fiscal year in which the basic document was issued will be cited in the seventh and eighth digits.

         (4)  The document type code "TO" will be reflected in the ninth and tenth digits of the SDN, which identifies the TAD orders.

        (5)  The serial number in digits eleven through fifteen will contain an alpha/numeric serial number.  The first of the serial number and the first digit of the TON will be designated as an alpha character of "O", "E", or "C" to designate the type of person traveling.

            (a) The character "O" indicates officers, "E" indicates enlisted, and "C" indicates civilian traveler.

            (b) The twelfth through fifteenth digits will be assigned at the discretion of the order issuing activity. 

REFERENCES
1.  DEFENSE TABLE OF OFFICIAL DISTANCE - DTOD

2.  JOINT FEDERAL TRAVEL REGULATION - JFTR

3.  MARINE CORPS TRAVEL INSTRUCTION MANUAL - MCTIM
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