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APPENDIX C - INSTRUCTIONS TO COMPLETE DD FORM 1351-2 

(DATED OCT 91) FOR USE BY  CADETS ATTENDING SUMMER WARRIOR FORGE/CPFT/CTLT.  COMPLETE IF YOU HAVE ANY EXPENSES TO CLAIM.
1.  Your travel voucher (DD Form 1351-2) must be COMPLETELY and CORRECTLY filled out and all required supporting documents attached or it will be returned to you.


a.   Type or use a (blue/black) pen.  PRESS HARD.  All copies must be legible.


b.   Review voucher before signing and dating in block 21a.


c.   Attach two copies of your orders, two copies of any amendments and two copies of receipts for claims over $75.00.  Attach the receipts to a blank sheet of white bond paper.

2.  Instructions for completing DD Form 1351-2.
Block 1.  Place an X in the Electronic Fund Transfer block.

Block 2.  Place an X in the TDY Block.

Block 3.  Do not mark this block; it is for the Finance Office’s use only.

Block 4.  Cadet’s full name.

Block 5.  Self-explanatory.

Block 6.  Self-explanatory.

Block 7.   Address where you want finance to mail your “Advice of Payment” or a check if they have problems with the Electronic Fund Transfer.

Block 8.  Telephone number where you can be reached if finance has a problem with this voucher.

Block 9.  Order #, date of order, order issuing authority.

Block 10.  List all payments that you have received on this order, to include ADVANCE AND PARTIAL PAYMENTS that you have received at your duty station, enroute, or at your TDY point.  If you did not receive any payments, YOU MUST SHOW "NONE".

Block 11.  School Name and address.

Blocks 12, 13 and 14.  Leave blank.

Block 15.  Show date, time (US military time, 24 hr clock) of DEPARTURE from and ARRIVAL at each point to include place of departure, home airport (No Intermediate Airports), airport servicing summer WF, summer WF station, airport servicing summer WF, home airport, place of origin.  For codes, see reverse side of DD Form 1351-2.  You must annotate number of miles traveled if traveling in a privately owned vehicle.  (NOTE:  FINANCE WILL NOT PAY FOR MILEAGE IF YOU FAIL TO LIST IT ON THE TRAVEL VOUCHER).  You must show “summer WF” while at WF.  You must show number of meals consumed in a government mess while at WF.  

Block 16.  List all reimbursable expenses that you are claiming, (i.e. cost of airline tickets if purchased with personal funds, taxicab to and from airport, and lodging (you must provide receipts regardless of the price of the ticket).  Expenses should be listed by date incurred.  Receipt is required for any item $75.00 or more.
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Block 17.  Leave blank

Block 18.  Mark mode of travel if you traveled in a privately owned vehicle.

Block 19.   Show TR number from your transportation request or airline service request form and show the cities you flew from and to.  If a TR was not issued, enter "NONE".  If you did not use your ticket or any portion thereof, you must return the unused ticket or portion to the Transportation Office.  A copy of the receipt issued by the Transportation Office must be attached to the voucher.

Block 20.   Leave blank if you are not claiming phone calls. 

Block 21a and 21b.  Sign and date your travel voucher.  Review your travel voucher.  Finance will only reimburse for items listed on the voucher.  

Blocks 23 thru 29 are left blank.

The PMS or designated cadre member will review all vouchers for accuracy.  Incorrect vouchers delay payment of travel claims.  Finance only pays for what is listed on the travel voucher.

THE PENALTY FOR WILLFULLY MAKING A FALSE CLAIM IS:  A MAXIMUM FINE OF $10,000 OR MAXIMUM IMPRISONMENT OF 5 YEARS OR BOTH.  (US CODE, TITLE 18, SECT 287, FORMERLY SEC 80)

3.  Cadets should forward travel claims with all required supporting documentation through the PMS to the appropriate finance and accounting office servicing their region.  














































