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   1.  LEARNING OBJECTIVES:

TERMINAL LEARNING OBJECTIVES:  Given a travel voucher (applicable DD 1351 form), basic orders, (certificate in lieu of orders or NAVMC 11060 form), required copies, endorsements, receipts, Defense Table of Official Distance, and the references, audit Permanent Change of Station (PCS) settlements/advances to ensure accuracy and completeness prior to certification in accordance with the JFTR. (3432.03.04)

ENABLING LEARNING OBJECTIVES:
        (1) Given a scenario involving a member’s Permanent Change of Station (PCS) entitlements, supporting documents, a calculator, and the references, audit the member’s PCS entitlements for correctness in accordance with MCO P46540.37.  (3432.03.04a)

        (2) Given a scenario involving a member’s elapsed time while in a Permanent Change of Station (PCS) status, a calculator, supporting documentation and the references, audit the member’s elapsed time for correctness in accordance with MCO P4650.37.  (3432.03.04b)

        (3) Given a scenario involving a member’s dependants Permanent Change of Station (PCS) entitlements, supporting documentation, a calculator, and the references, audit the dependents PCS entitlements for accuracy in accordance with the MCO P4650.37.  (3432.03.04c)

        (4) Given a scenario involving a member’s dislocation allowance entitlements while in a Permanent Change of Station (PCS) status, supporting documentation, a calculator, and the references, audit the dislocation allowance entitlements for correctness in accordance with MCO P4650.37.  (3432.03.04d)

        (5) Given a simulated situation pertaining to a member’s temporary lodging expenses, a calculator, supporting documents, and the references, audit the temporary lodging expenses for correctness in accordance with the JFTR.  (3432.03.04e)

1.  1351-2
Step 1.  Ensure all blocks are filled out.  There are some particulars blocks that have certain things to be watchful for.

     A. Block 10- if filled out, ensure that all pertinent information is correct according to advance stamp on orders.

     B.  Block 12-if filled out, ensure the family member information is filled out, i.e. Date of Marriage, and birthdays of children.  Look in Block 29 on back of 1351-2 to see if there are any additional family members and ensure the above information is annotated.

     C.  Block 15

         1.  Part A-ensure dates are in chronological order

         2.  Part C-ensure modes of travel are annotated all throughout the itinerary.

         3.  Part D-ensure reasons are annotated all throughout the intinerary.

NOTE:  If PA is annotated, look at block 16 and see if also annotated.
     D.  Block 17 (does not apply to PCS)

     E.  Block 18- ensure reimbursable expenses for transportation match the one in Block 15 part C. (make sure they are all accounted for).

NOTE:  If reim expenses are 75.00 or more look for and confirm there is a receipt for item.

     F.  Block 19 (does not apply to PCS)

     G.  Block 20- ensure that it is signed and also confirm that it is the same person listed in block 4.

     H.  Block 29 (back of 1351-2) look for Temporary Lodging Expense (TLE) statement.

2.  1351-2C
Step 1.  Ensure the blocks are filled out correctly.

     A.  Block 4-make sure it is the same as on the 1351-2.

     B.  Block 15

         1.  Check Part A to make sure it's filled out and in the correct chronological order.

         2.  Parts C&D make sure they are filled out all the way through the itinerary.

     C.  Block 18 same rule as on the 1351-2

     D.  Block 19 same rule as on the 1351-2

     E.  Block 29 same rule as on the1351-2, in addition look for multiple POV statements and who rode with who, as well as Place of Marriage and information relating to family members.

3.  ORDERS
Step 1.  Make sure name and SSN match 1351-2.

Step 2.  Ensure all report dates to and from PDS' and tad sites match 1351-2 dates.

Step 3.  Look for advance stamps and make sur they match the ones listed on the 1351-2.

4.  COMPUTATIONS
1.  MEMBERS.

    A.  Malt (PA all the way) ensure that the clerk paid correctly according to what Block 16 has annotated as to owner/operator or passenger. (Ordered Distance and max. days for per diem.)

    B.  2-Way comparison (Commercial all the way), ensure clerks have paid the correct commercial modes on actual for THAT leg of travel.  ensure that they have paid the transportation costs to and from the servicing terminals..

(NOTE: the per diem for both sides should be the exact same.)
C.  2-Way comparison (Commercial and PA),

        1.  MALT-should be ORDERED DISTANCE and MAX. days for per diem.

        2.  ACTUAL-ensure clerks have accounted for EVERY mode of travel for reimbursement and EVERY day the Marine is PHYSICALLY TRAVELING.

2.  FAMILY MEMBERS.

    A.  For all ways of computations ensure clerk is using the proper age of family member based on the effective date of orders and when family members traveled.

    B.  Make sure the correct percentages are used, 75% for family members at the age of 12 and over and 50% for those under 12.

    C.  When traveling non-concurrent the spouse gets 100% of the per diem the Marine would have gotten.

    D.  Make sure the modes of travel match the computation and comparison used.

3.  DISLOCATION ALLOWANCE (DLA)

    A.  Ensure clerk has used the appropriate rank and family member status for claim.

    B.  Make sure the DLA own right rate is used if applicable. I.e. member married to                              member without children.

NOTE:  Accession claim does rate DLA or TLE.
4.  TEMPORARY LODGING EXPENSE (TLE)

    A.  Ensure receipts are for areas in the vicinities of the old or new PDS'.

    B.  Ensure clerk has used the correct vicinity for max. per diem rate as well as for the daily BAH.

NOTE:  Ensure clerk uses the correct rank for BAH rate.
    C.  Make sure the clerk does not deduct BAS for officers and BAH on the 31st day of the month.

    D.  Ensure clerk does not exceed 10 day max. payable or the max. of $180.00  per day.  Make sure the clerk pays only 5 days when going overseas.

5.  TDY COMPUTATIONS.

   A.  Ensure clerks have read orders and endorsements to determine availability of Quarters and Messing.

   B.  Ensure receipts for lodging matches what was paid.

   C.  Ensure clerks have not paid the last day at the TDY site under TDY per diem.

   D.  Make sure that the clerk uses TDY appropriation data from the orders for the TDY computations.

5.  APPROPRIATION DATA
   A.  Ensure the clerk uses the correct type. I.e. accession, oconus, separation.....

   B. Ensure clerk uses correct lines in regards to Officer or Enlisted.

   C.  Make sure the clerk divides the family members correctly according to their                                ages.

   D.  Ensure the object class is changed to 012 for DLA and the TTC is 1K for advances.

   E.  Ensure all lines add up to total on Computation sheet.

6.  DISCREPANCY NOTICE (DN)
   A.  Make sure the claim is completely reviewed to include the orders , computations, and the vouchers before returning the claim to the unit.

   B.  Make sure the DN is precise in what is wrong with the claim and what needs to be done to correct it.

   C.  Make sure spelling is correct and writing is legible and  give a good P.O.C.
REFERENCES:  

1. JOINT FEDERAL TRAVEL REGULATION (JFTR)

2. MARINE CORPS TRAVEL INSTRUCTION MANUAL (MCO P4650.37)

3. DEFENSE TABLE OF OFFICIAL DISTANCE
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