Public Law 107-314

Requires use of split disbursement on travel claims

for all federal employees

Traveler Responsibilities
If you have a GTC, use only for appropriate charges

Claim only authorized and allowable expenses

Required charges
· Transportation

· Lodging

· Rental Car
Keep copies of all receipts, even if not turned in.  
· Subject to review upon request by 

 supervisor/approving official, auditor, or FSO

If member does not possess a GTC 

  - Orders must state member does not have card

  - Select EFT in Block 1 of the DD 1351-2

If member possess a GTC 

· Identify GTC charges separately on travel claim
· DD 1351-2, Block 1   


- Select split disbursement


- Identify amount to be paid to the GTC bank


- Select EFT for items paid from personal funds
· Give reimbursement package to supervisor/approving official

       for review and signature

Supervisor Responsibilities
· Review 
· Did travel occur as documented?
· Are claims reasonable?
· Are expenses authorized and allowable?
· If not, does voucher require approving official action?
· Are deviations in the best interest of the government?
· Verify questionable expenses with traveler
· Review receipts, if necessary

· Are all necessary receipts attached?
· Were transportation, lodging and rental car properly

     

charged to the GTC?   
· Is DD1351-2 Block 1 complete?
    - Is EFT checked for travelers w/o cards?
· Is Split Disbursement checked for travelers with cards?
· Has amount to be sent to the GTC bank been indicated?

· If not identified, return to traveler
· Is Split Disbursement and EFT checked for travelers who

       paid partial expenses with personal funds? 
·  Sign DD Form 1351-2, Block 20c   
· Signature NOT required for  
· Accrual vouchers for extended TDYs (advance payments) 

· Final settlement claim DOES REQUIRE signature
· Approving Official can sign Block 20c, if supervisor is

  not available
    - Perform same checks as supervisor

    - This does not negate the requirement to sign Block 21a when 

      authorizing additional entitlements

· Submit signed package to Travel Pay Office

FSO - Travel Pay Office Responsibility
· Ensure Block 1 is complete
· Ensure member and supervisor/approving official signed
· Return if incomplete

· Compute and process for reimbursement/bank payment
