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BY ORDER OF THE COMMANDER

AFFTC INSTRUCTION 65-6

HQ Air Force Flight Test Center (AFMC) 


Edwards Air Force Base CA 93524






       29 July 2002

[image: image1.wmf]TRAVEL VOUCHER OR SUBVOUCHER

Read Privacy Act Statement, Penalty Statement, and Instructions

on back before completing form.  Use typewriter, ink, or ball point

pen.  PRESS HARD.  DO NOT use pencil.  If more space is needed,

continue in remarks.

28. AMOUNT PAID

19. GOVERNMENT/DEDUCTIBLE MEALS

10.  FOR D.O. USE ONLY

(6)   Reimbursable Expenses

(7)   Total

(8)   Less Advance

(9)   Amount Owed

(10) Amount Due

Exception to SF 1012 approved by GSA/IRMS 12-91.

Electronic Fund Transfer (EFT)

1. PAYMENT 

15. ITINERARY

c.  SUPERVISOR SIGNATURE

17. DURATION OF TDY TRAVEL

14. HAVE HOUSEH

OLD GOODS BEEN SHIPPED?

        

(X one)

(1)   Per Diem

(2)   Actual Expense Allowance

(3)   Mileage

(4)   Dependent Travel

(5)   DLA

5. TYPE OF PAYMENT

 (X as applicable)

Member/Employee

a. DATE

b. PLACE

(Home, Office, Base, Activity, City and State; 

City and Country, etc.)

c.

MEANS/

MODE OF

TRAVEL

d.

REASON

FOR

STOP

e.

LODGING

COST

f.

POC

MILES

ACCOMPANIED

b. RELATIONSHIP

c. DATE OF BIRTH

 OR MARRIAGE

UNACCOMPANIED

 

7. DAYTIME TELEPHONE NUMBER &

     AREA CODE    

8. TRAVEL ORDER NUMBER

12. DEPENDENT(S) 

(X and complete as applicable)

11. ORGANIZATION AND STATION

9.  PREVIOUS GOVERNMENT PAYMENTS/

     ADVANCES

13. DEPENDENTS' ADDRESS ON RECEIPT OF

      ORDERS 

(Include Zip Code) 

6. ADDRESS.

a. NUMBER AND STREET

b. CI

T

Y

2. NAME 

(Last, First, Middle Initial) (Print or type) 

3. GRADE

c. STATE

d. ZIP CODE

4. SSN

TDY

a. DATE

18. REIMBURSABLE EXPENSES

b. NATURE OF EXPENSE

c. AMOUNT

d. ALLOWED

 d.   COMPUTATIONS

 a.   D.O. VOUCHER NUMBER

 c.   PAID BY

d. DATE

a.  DATE

b.  NO. OF MEALS

20.a. CLAIMANT SIGNATURE

b. DATE

16. POC TRAVEL 

(X one)

OWN/OPERATE

PASSENGER

24. COMPUTED BY

23. COLLECTION DATA

25. AUDITED BY

26. TRAVEL ORDER

      POSTED BY

27. RECEIVED

(Payee Signature and Date or Check No.) 

22. ACCOUNTING CLASSIFICATION

a. NAME 

(Last, First, Middle Initial)

 b.   SUBVOUCHER NUMBER

Dependent(s)

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

ARR

DEP

e.   SUMMARY OF PAYMENT

YES

NO

 (E

xplain in Remarks)

DLA

PCS

DD FORM 1351-2, JUL 2002

PREVIOUS EDITION IS OBSOLETE.

a.  DATE

b.  NO. OF MEALS

 

$ 

 

Payment by Check

12 HOURS OR LESS

MORE THAN 12 HOURS

BUT 24 HOURS OR LESS

MORE THAN 24 HOURS

21.a. APPROVING OFFICER SIGNATURE

b. DATE

Other

Split Disbursement: Amount to Government

Travel Charge Card

  e. E-MAIL ADDRESS     


Financial Management

TRAVEL CLAIMS

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY

OPR:  AFFTC/FMF (Patricia Stauning DSN 527-4590)
Approved by:  AFFTC/FM (Anne Tedrick)

Supersedes AFFTCI 65-6, 23 Sep 1999
Pages:  12


Distribution:  E


HQ AFMC/FMF......1


AFFTC/FMF............1

This instruction sets the procedures for preparing various types of travel orders and claims commonly used by Edwards Air Force Base personnel. It applies to all AFFTC military and civilian personnel and tenant organizations serviced by the AFFTC Financial Services Office (FSO). This instruction is affected by the Privacy Act of 1974. Each form required by this instruction has a Privacy Act Statement either incorporated in the body of the document or in a separate statement.

SUMMARY OF CHANGES. Para 13.1 was reworded to give clarification.  Orders Approving Official appointment was added. (para 13.1.1)

1. 
TYPES OF TRAVEL DOCUMENTS
1.1.
Travel Voucher. All travelers must send a DD Form 1351-2, Travel Voucher or Subvoucher, to the Financial Services Office (FSO) upon completion of travel. The FSO uses the document to settle the travel account, charge appropriate leave (for military members), and liquidate the obligation of funds for travel.

1.2.
Substantiating Documents. Separate documents (receipts and administrative statements or certificates) having information or evidence that clarifies or confirms facts on the travel voucher.

1.3.
Travel Order. All travelers must possess DD Form 1610 and amendments if applicable for presentation along with their travel voucher to the FSO upon completion of their travel. Travel orders and amendments are prepared by the individual’s unit and contain essential information about the travel.  The orders preparer will use the DD 1610 with the AFFTC/FM overprint (reference para 13.1 for procedures).  All original orders and amendments will be maintained by the organization.  

2.
PRIVACY ACT STATEMENTS
2.1.
The following forms are subject to the Privacy Act of 1974 (U.S.C.552a): AF Form 32, Certificate for Travel Under Classified Orders; SF 1164, Claim for Reimbursement for Expenditures on Official Busines; DD Form 1351-2, Travel Voucher or subvoucher; and DD Form 1610, Request and Authorization for TDY Travel of DoD Personnel.

3.
RESPONSIBILITIES

3.1 .
Travel Pay Office:

3.1.1.
Will compute and promptly pay properly prepared vouchers and claims. It is USAF policy that such vouchers are normally paid within 3 workdays after the day of receipt by the FSO.

3.1.2.
Is responsible for the accuracy and propriety of disbursements and ensuring that the travel statements and vouchers are accurate and show the proper transactions. The FSO is not required to prepare the traveler’s voucher but, if requested, provides assistance and guidance.

3.2.
Travelers:
3.2.1.
Must submit the travel voucher to the FSO within 5 workdays after completion of travel. 

3.2.2.  Are primarily responsible for preparing the travel statement. The traveler is entirely responsible for the truth and accuracy of the information provided both on the form and with any substantiating documents.

4.
HOW TO PREPARE A TRAVEL VOUCHER

4.1.
Upon completion of travel, the traveler furnishes a complete statement of all travel performed. (See attachment 1, Travel Voucher or Subvoucher, for detailed instructions on completing a travel voucher.)

4.2.
Importance of the statement. The traveler’s statement is the basis for a claim to travel allowances. As used here, ”claim” means the traveler’s right to travel allowances as authorized by public law and governing regulations. When the traveler has signed and presented the statement, the statement becomes an official integral part of the claim. As such, the statement is subject to Article 107, UCMJ and 10 U.S.C. 907 (false official statements), Article 132, UCMJ AND 18 U.S.C 287 (fraudulent claims). Claimant’s statement substantiates the voucher on which the dependents' travel account is settled. 

4.3.
Authentication of the Statements. By signing the original form, the claimant authenticates the statement regardless of who prepares the statement.

4.4.
Travelers using Blanket or Repeated orders must have block 21a of DD Form 1351-2 signed by an order-approving official that has knowledge of the TDY.

4.5.
Reimbursable expenses and variations not authorized on original orders may be approved after the fact by having block 21a of DD Form 1351-2 signed by an order-approving official along with a statement of what is being approved.

5.
ADVANCE TRAVEL ALLOWANCE REQUEST.

5.1.
Cash advances are no longer provided.

5.2.
DD Form 1610 with the AFFTC/FM overprint will have a travel advance statement on the reverse side. One of the following statements applies:

5.2.1.
Traveler has government charge card and PIN that will be utilized to pay all travel expenses. No FSO advance required.

5.2.2.
Traveler has government charge card; however, circumstances preclude use of both charge and ATM cash advance features. Electronic Fund Transfer (EFT) travel advance limited to 80% of all authorized and allowable expenses.

5.2.3.
Traveler is eligible for, but has declined to apply for government charge card. No FSO advance payable.

5.2.4.
Traveler has applied for but not yet received government charge card. EFT advance limited to 80% of all authorized and allowable expenses. A copy of completed application must be presented when applying for advance.

5.3.
Travelers that have had their card suspended or canceled due to abuse or nonpayment of bills are not authorized an advance from any finance office unless their commander requests the advance in writing.

6.
SETTLEMENT PROCEDURES
6.1.
The traveler must submit all travel claims including travel of dependents and transportation at personal expense.

6.2.
Final settlement vouchers, must have a complete itinerary for the entire period of travel including round trip TDY away from a TDY point and all periods of leave used. 

6.3.
Submission of travel claims will be done within five workdays after completion of travel. This applies to TDY, PCS, permissive TDY and vicinity travel.

6.4.
Submit a voucher whenever a transportation request (ticket) is used even though no reimbursable expense is involved.

6.5.
When travel is not performed the unit must revoke or rescind the original order. 

7.
ACTUAL EXPENSE ALLOWANCE (AEA) Approval of actual expense allowance of up to 150% per diem has been delegated to the Flight Test Center Commander.   The Flight Test Center Commander has further delegated approval authority to the Air Base Wing Commander, The Test Wing Commander and the Flight Test Center Vice Commander, or their equivalent.  The actual expense allowance request letter will be given to the FSO for routing to the Commander for approval or disapproval. The format for the request is in JFTR Vol I or JTR Vol II or a package is available at the FSO.
8.
COLLECTION OF INDEBTEDNESS. The FSO will take immediate collection action under provisions of DFAS-DER 7010.3, Travel Transactions at Base Level, or Joint Travel Regulation (JTR) Vol. II (Civilian), when an overpayment or erroneous payment is discovered. The following sections will be immediately implemented:

8.1.
Initial action. A written notice of indebtedness to the US Government for overpayment of travel allowances will be sent to the individual with an established suspense of 30 calendar days for settlement of the indebtedness. (Personnel who are TDY or otherwise unavailable will be given the allocated time to make settlement upon return to their duty station).

8.2.
Final action. Failure on the part of the individual to make settlement by the suspense date will result in the total amount of the indebtedness being deducted from the traveler’s regular pay.

9.
RETIREMENT OR SEPARATION TRAVEL ALLOWANCE PAYMENTS. The FSO may make an advance payment by Electronic Fund Transfer (EFT) on retirement and separation orders.

9.1.
Members retiring may receive 100% of entitlement when proper documentation is submitted indicating member’s home of selection.

9.2.
Members separating will receive 100% of mileage allowance only.

10.
VICINITY TRAVEL
10.1.
When determined to be more advantageous to the Government, reimbursement is authorized for local area transportation expenses, which are necessarily incurred by military personnel and civilian employees to conduct official business in and around the local area of Edwards AFB. Local area travel is official on- or off-base travel without the issuance of travel orders. The local area is no longer geographically indicated but is determined by the amount of time involved in travel. Mileage allowance is payable on SF 1164, Claim for Reimbursement for Expenditures on Official Business. Travel performed in 12 hours or less, which does not include the use of air travel, does not require travel orders. Travel in excess of 12 hours for military members and civilian employees, or when lodging is to be paid, will be supported by issuance of TDY orders. Military members may receive proportional per diem if a meal was procured while away from the Permanent Duty Station and no orders are issued. SF 1164 must be filed for proportional per diem. Vicinity travel claims must be signed by an orders approving official and initialed by the Unit Resource Advisor or designee to verify the accuracy of RC/CC and JON data. (Ref: JFTR Vol. 1, JTR Vol. II, AFR 177-103, and AFI 65-103).

11.
LOCAL AND NON-LOCAL TERMINALS
11.1.
The local terminals servicing Edwards AFB are Los Angeles International Airport (Primary) and Ontario International Airport (when determined to be more cost efficient by Traffic Management Office). Military members and civilian employees are entitled to travel allowances to and from the local servicing terminals when private auto is utilized. Rental cars may also be reimbursed when considered to be more advantageous to the government.

11.2.
Non-local terminals are Palmdale, Burbank, and Bakersfield or any terminal not listed as local. Travel reimbursement to non-local terminals must be reviewed and approved by local unit commander. The approval must be stated on DD Form 1610.

11.3.
Military personnel claiming terminal mileage between residence and permanent duty station who depart or return to permanent duty station as crewmembers on a Government aircraft (GP) are not authorized reimbursement for terminal mileage.

12.
MISCELLANEOUS REIMBURSABLE EXPENSES
12.1.
Reimbursable expenses are those directly attributable to the ordered travel and temporary duty performed and are in addition to per diem allowances, actual expense allowances, and transportation expenses. These expense items must be separately and specifically itemized on DD Form 1351-2, or SF 1164 showing date, location, and explanation. A receipt to support the expense claimed must be furnished for any item in excess of 75 dollars. An itemized receipt must be submitted for lodging. Lost receipts may be certified using AFFTC Form 5041.  Failure to furnish receipts will require the claimant to furnish a written explanation to support the reimbursable item claimed.

13.
ORDERS PREPARATION
*13.1  Procedures for preparing DD Form 1610 with AFFTC/FMF overprint (OP).  DD 1610OP, electronic file with AFFTC/FMF authorized overprint, is on the Edwards AFB web under AFFTC Forms.  Travel orders will be prepared locally within the originating organization.  The order is signed by the organization’s Orders Approving Official (AO) and delivered to the FSO. The FSO will certify funds availability on the order and return it to the originating organization. 

*13.1.1  Orders Approving Official appointment.  The organization commander must determine that the AO meets the qualifications as described in AFI65-103, Temporary Duty Orders, Chapter 2, “Commanders must ensure their AOs are of sufficient rank and training to make sound decisions about the TDY mission.  The AO is an individual having the capability to validate TDY requirements and approve/disapprove travel requirements for mission accomplishment.”  The organization commander must appoint the AO in writing in accordance with DOD FMR Vol. 9, Travel Policy and Procedures, Chapter 5 and provide the letter to AFFTC/FMFL.

13.2.
For those employees under the Acquisition Workforce Demonstration Project, Block 3 should show the career path and broadband level.  In parenthesis after that should be the equivalent GS grade.  For protocol purposes the highest grade level in the broadband will be used (EX:  NK-11 (GS-7), NH-IV (GS-15), etc.).  

13.3.
AFI 65-103 is the instruction for Travel Orders. The individual preparing the order should refer to this instruction for specific guidance on information to place in blocks.

13.4.
Job Order Number (JON). The orders preparer must ensure that the proper JON for their activity is part of the accounting fund citation annotated in block 19 on the order.

13.5.
Variations of itinerary. This authorization permits omission of travel to a place (or places) stated in a travel order; changes in order of travel to places shown; and travel to places not shown. It is not used in place of adequate advance planning nor is it interpreted as granting open travel authorization. Variations must be authorized in the order and are permitted only when considered mission essential. This authorization does not preclude the requirement for an amendment if the total period of the TDY exceeds 7 days or 100%, whichever is less, of the time limitations of the order.

13.6.
Personally Procured Travel. Travelers must use the local government contracted Commercial Travel Office to make all reservation for official travel. Under unusual circumstances an order-issuing official may authorize use of non-contract travel agent or direct purchase from the common carrier.  When a non-contract CTO is used, the member musts demonstrate that use of a contract CTO was attempted.  Travelers who personally arrange and pay for official travel overseas will not be reimbursed unless it is authorized in their orders. Travelers must request a special authorization in a letter through the Transportation Management Office (TMO) to their commander for approval. If the request is approved, the orders must state “Traveler authorized to personally procure transoceanic transportation.”

14.
GOVERNMENT TRAVEL CHARGE CARDS

14.1.
AFI 65-104, Government Travel Charge Card Program, governs the use of the Government Travel Charge Card program. Individuals using the travel charge card should refer to this instruction for specific guidance on the use of the card.

14.2.
All Air Force civilian and military personnel will use the card for travel expenses in lieu of an electronic advance. If an individual is not eligible for the travel charge card, he or she must have their commander’s approval in writing to obtain an electronic advance through the Financial Services Office’s Travel Branch.

14.3.
Misuse or failure to pay your account on time will not be tolerated. Commanders, supervisors, and First Sergeants will take appropriate disciplinary action against individuals who fail to comply with AFI 65-104.

14.4.
An individual must be in a reimbursable status to use the Government Travel Charge Card. Only expenses incidental to the individual’s official government travel may be charged to his or her account. Cash withdrawn from Automatic Teller Machines (ATM) must be for travel expenses that cannot normally be charged on the individual’s account, e.g.,  toll bridges, fast food restaurants.

14.5.
Payments are due upon receipt of monthly statements.  Accounts are considered delinquent when payments are not received by the charge card bank by the next billing cycle. Individuals on a long-term TDY or on several back-to-back TDY’s can arrange for interim 30-day electronic advances through the Financial Services Office.  Failure to pay a balance on a card statement resulting in the account becoming delinquent is abuse of the card. A long TDY is not an excuse for a late payment.

14.6.
The card may be used to procure supplies and services associated with personally procured household goods shipments, mobile home moves, and Do-It-Yourself (DITY) moves which have been approved by the Traffic Management Office (TMO). The card may be used to obtain cash advances for personally procured mobile home moves and DITY moves. However, the card may not be used to obtain cash advances for personally procured household goods shipments. DITY moves must be approved by TMO. Members are urged to obtain an estimate of the costs for which they will be reimbursed by the government before using the card for personally procured household goods shipments, mobile home moves, or DITY moves.

15.
FORMS PRESCRIBED:  AFFTC 5041, Receipt Certification






WILBERT D. PEARSON, JR., Major General, USAF







Commander

5 Attachments

1.
DD Form 1351-2

2.
Instructions for preparing DD Form 1351-2

3.
SF 1164 

4.
Instructions for preparing SF 1164

5.
AFFTC Form 5041

DD Form 1351-2 (Atch 1)
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PRIVACY ACT STATEMENT

INSTRUCTIONS

PENALTY STATEMENT

AUTHORITY:

  5 U.S.C. Section 5701, 37 U.S.C. Sections 404 - 427, 5 U.S.C. Section 301, DoDFMR 7000.14-R, Vol. 9,  and E.O. 9397.

PRINCIPAL PURPOSE(S)

:  This record is used for reviewing, approving, accounting, and disbursing money for claims submitted by

Department of Defense (DoD) travelers for official Government travel.  The Social Security number (SSN) is used to maintain a numerical

identification filing system for filing and retrieving individual claims.

ROUTINE USE(S):

  Disclosures are permitted under 5 U.S.C. 552a(b), Privacy Act of 1974, as amended.  In addition, information may be

disclosed to the Internal Revenue Service for travel allowances, which are subject to Federal income taxes, and for any DoD "Blanket Routine

Use" as published in the Federal Register.

DISCLOSURE:

  Voluntary; however, failure to furnish the information requested may result in total or partial denial of the amount claimed.

There are severe criminal and civil penalties for knowingly submitting a false, fictitious, or fraudulent claim (U.S. Code, Title 18, Sections

287 and 1001 and Title 31, Section 3729).

DD FORM 1351-2 (BACK), JUL 2002

ITEM 1 - PAYMENT 

    Member must be on electronic funds (EFT) to participate in split

disbursement.  Split disbursement is a payment method by which

you may elect to pay your official travel card bill and forward the

remaining settlement dollars to your predesignated account.  For

example, $250.00 in the "Amount to Government Travel Charge

Card" block means that $250.00 of your travel settlement will be

electronically sent to the charge card company.  Any dollars

remaining on this settlement will automatically be sent to your

predesignated account.  Should you elect to send more dollars

than you are entitled, "all" of the settlement will be forwarded to

the charge card company.  Notification:  you will receive your

regular monthly billing statement from the Government Travel

Charge Card contractor; it will state: paid by Government,

$250.00, 0 due.  If you forwarded less dollars than you owe, the

statement will read as: paid by Government, $250.00, $15.00

now due.  Payment by check is made to travelers only when EFT

payment is not directed.

REQUIRED ATTACHMENTS

1.  Original and/or copies of all travel orders and amendments, as

applicable.

2.  Two copies of dependent travel authorization if issued.

3.  Copies of secretarial approval of travel if claim concerns

parents who either did not reside in your household before their

travel and/or will not reside in your household after travel.

4.  Copy of GTR, MTA or ticket used.

5.  Hotel/motel receipts and any item of expense claimed in an

amount of $75.00 or more.

6.  Other attachments will be as directed.

ITEM 15 - ITINERARY - SYMBOLS

15c. MEANS/MODE OF TRAVEL

 

(Use two letters)

GTR/TKT

Government Transportation

Commercial Transportation

   

(Own expense)

Privately Owned

   Conveyance 

(POC)

- T

- G

- C

- P

Automobile

Motorcycle

Bus

Plane

Rail

Vessel

- A

- M

- B

- P

- R

- V

15d. REASON FOR STOP

Authorized Delay

Authorized Return

Awaiting Transportation

Hospital Admittance

Hospital Discharge

- AD

- AR

- AT

- HA

- HD

ITEM 15e.  LODGING COST

      

  Enter the total cost for lodging.

ITEM 19 - DEDUCTIBLE MEALS

        Meals consumed by a member/employee when furnished with

or without charge incident to an official assignment by sources 

other than a government mess

 (see JFTR, par. U4125-A3g and 

JTR, par. C4554-B for definition of deductible meals)

.  Meals

furnished on commercial aircraft or by private individuals are not

considered deductible meals.

29. REMARKS

Leave En Route

Mission Complete

Temporary Duty

Voluntary Return

- LV

- MC

- TD

- VR



INSTRUCTIONS FOR PREPARING DD FORM 1351-2 FOR SETTLEMENT OF ENTITLEMENTS (Atch 2)

1.  PAYMENT REQUIRED BY (x ONE)--Electronic Funds Transfer is mandatory.

2.  TYPE OF PAYMENT --Self Explanatory

3.  FOR D. O . USE ONLY --Not Used

4.  NAME --Self Explanatory

5.  GRADE --Rank for military; grade for civilian employees

6.  SSAN --Social Security Number

7.  ADDRESS -- Complete mailing address

8.  TELEPHONE NUMBER --Duty Phone

9.  TRAVEL ORDER NUMBER --Located on bottom right of order

10.  PREVIOUS PAYMENTS/ADVANCES --Show amount, voucher number, date received, place paid. If none, state.

11.  ORGANIZATION AND STATION -- Organization/Office Symbol/Duty Location

12.  DEPENDENTS --Used on PCS Travel

13.  DEPENDENTS ADDRESS ON RECEIPT OF ORDERS --Self Explanatory

14.  HAVE HOUSEHOLD GOODS BEEN SHIPPED? --Self Explanatory

15.  ITINERARY:


a.  DATE --enter year


b. PLACE --Places of TDY


c. MEANS/MODE OF TRAVEL -- Refer to back side of form; for example TP is transportation Request-Plane (TMO issued ticket)


d. REASON FOR STOP -- Enter reason for stop; example TD is TDY


e.  LODGING COST—Enter cost of lodging per night


f. POC Miles --If use of private auto is authorized, show miles traveled between points


16.  POC TRAVEL -- Check whether owner operator or passenger 

17.  DURATION OF TDY TRAVEL—Self Explanatory 

18.  REIMBURSABLE EXPENSES --All reimbursable expenses to include Rental Cars and Government Charge Card, ATM Fees

19.  GOVERNMENT /DEDUCTIBLE MEALS—Include all meals provided by  the government or meals included as part of a registration fee

20. CLAIMANT SIGNATURE --Sign and Date

21. APPROVING OFFICER SIGNATURE --Must be signed if Blanket or Repeated order used and for Variations when authorized

22.  ACCOUNTING CLASSIFICATION --Not Used

23. COLLECTION DATA--Not Used

24-28. Not Used 

SF Form 1164 (Atch 3)


[image: image3.wmf]Sign Original Only

CLAIM FOR REIMBURSEMENT

FOR EXPENDITURES

ON OFFICIAL BUSINESS

1.  DEPARTMENT OR ESTABLISHMENT, BUREAU, DIVISION OR OFFICE

2.  VOUCHER NUMBER

3.  SCHEDULE NUMBER

Read the Privacy Act Statement on the back of this form.

a.  NAME 

(Last, first, middle initial)

b.  SOCIAL SECURITY NO.

c.  MAILING ADDRESS 

(Include ZIP Code)

d.  OFFICE TELEPHONE NUMBER

4

.

 

C

L

A

I

M

A

N

T

5.  PAID BY

6.  EXPENDITURES

(If fare claimed in col. (g) exceeds charge for one person, show in col. (h) the number of additional persons which accompanied

the claimant.)

DATE

C

O

D

E

Show appropriate code in col. (b):

A -

Local travel

B -

T

eleph

one or telegraph, o

C - 

Other expenses

 (itemized)

MILEAGE

RATE

c 

(Explain expenditures in specific detail.)

(c)  

FROM

(d)  

TO

NO. OF

MILES

(e)

(b)

(a)

AMOUNT CLAIMED

MILEAGE

FARE

OR TOLL

ADD

PER-

SONS

TIPS AND

MISCEL-

LANEOUS

If additional space is required continue on the back.

SUBTOTALS CARRIED FORWARD FROM THE

BACK

TOTALS

7.  AMOUNT CLAIMED 

(Total of cols. (f), (g) and (i).)  

8.  This claim is approved.  Long distance telephone calls, if shown, are certified

     as necessary in the interest of the Government. 

(N

ote:  If long distance calls

     are included, the approving official must have been authorized in writing, by

     the head of the department or agency to so certify (31 U.S.C. 680a).)

10.  I certify that this claim is true and correct to the best of my knowledge and

       belief and that payment or credit has not been received by me.

Sign Original Only

ACCOUNTING CLASSIFICATION

APPROVING

OFFICIAL

SIGN HERE

AUTHORIZED

CERTIFYING

OFFICER

SIGN HERE

DATE

DATE

CLAIMANT

SIGN HERE

9.  This claim is certified correct and proper for payment.

Sign Original Only

DATE

11.

CASH PAYMENT RECEIPT

a.  PAYEE 

(Signature)

b.  DATE RECEIVED

c.  AMOUNT

      

12.  PAYMENT MADE

       BY CHECK NO.

STANDARD FORM 1164 (Rev. 11-77) 

Prescribed by GSA, FPMR (CFR 41) 101-7

$

D - 

Funeral Honors Detail

E - 

Specialty Care

DoD Overprint 4/2002
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- Continued

DATE

C

O

D

E

19

how appropriate code in col. (b):

A -

Local travel

B -

Telephone or telegraph, or

C -

Other expenses

(itemized

MILEAGE

RATE

c 

(Explain expenditures in specific detail.)

(c) 

 FROM

(d) 

 

TO

NO. OF

MILES

(e)

(b)

(a)

AMOUNT CLAIMED

MILEAGE

FARE

OR TOLL

ADD

PER-

SONS

TIPS AND

MISCEL-

LANEOUS

Total each column and enter on the front, subtotal line.

In compliance with the Privacy Act of 1974, the following information is provided:  Solicitation of the information on this form is authorized by 5 U.S.C. Chapter 57 as

implemented by the Federal Travel Regulations (FPMR 101-7), E.O. 11609 of July 22 1971, E.O. 11012 of March 27, 1962, E.O. 9397 of November 22, 1943, and 26

U.S.C. 6011(b) and 6109.  The primary purpose of the requested information is to determine payment or reimbursement to eligible individuals for allowable travel and/or

other expenses incurred under appropriate administrative authorization and to record and maintain costs of such reimbursements to the Goverment.  The information will

be used by Federal agency officers and employees who have a need for the information in the performance of their official duties.  The information may be disclosed to

appropriate Federal, State, local, or foreign agencies, when  relevant to civil, criminal, or regulatory investigations or prosecutions, or when pursuant to a requirement by

this agency in connection with the hiring or firing of an employee, the issuance of a security clearance, or investigations of the performance of official duty while in

Government service.  Your Social Security Account Number (SSN) is solicited under the authority of the Internal Revenue Code (26 U.S.C. 6011(b) and 6109) and E.O.

9397, November 22, 1943, for use as a taxpayer and/or employee identification number; disclosure is MANDATORY on vouchers claiming payment or reimbursement

which is, or may be, taxable income.  Disclosure of your SSN and other requested information is voluntary in all other instances; however, failure to provide the

information (other than SSN) required to support the claim may result in delay or loss of reimbursement.  
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INSTRUCTIONS FOR PREPARING SF 1164 FOR REIMBURSEMENT OF EXPENDITURES (Atch 4)

1.  DEPARTMENT OF ESTABLISHMENT--Not Used

2.  VOUCHER NUMBER --FSP Use Only

3.  SCHEDULE NUMBER --Not Used

4.  NAME --Self Explanatory

5.  PAID BY --FSO Use Only

6.  EXPENDITURES --List expenditures being claimed (Rental Car, Mileage, Etc.)

7.  AMOUNT CLAIMED --Total of all columns in block 6

8.  APPROVING OFFICIAL SIGNATURE --Approving Official Signs

9.  AUTHORIZED CERTIFYING OFFICER SIGNATURE --Resource Advisor signs for fund availability

10.  CLAIMANT SIGNATURE --Sign and Date

11.  CASH PAYMENT RECEIPT --Not Used

12.  PAYMENT MADE BY CHECK NO. --Not Used

AFFTC Form 5041 (Atch 5)
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