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APPENDIX J

PROCESSING ADVANCE TRAVEL PAYMENTS
A.
Purpose


To provide procedures for processing advance travel payments.  Advances should be discouraged, and maximum use of the Government sponsored charge card encouraged.  However, when paying advances, compute the advance for the minimum amount to meet mission requirements and as required by regulation.  Advances for temporary duty (TDY) and permanent change of station (PCS) will not be paid earlier than 10 workdays before departure on travel, unless specific authorization from the order-issuing official is present.

B.
Scope

This appendix applies to the travel divisions in the Operating Locations (OPLOCs) under the command and control of Defense Finance and Accounting Service - Indianapolis Center (DFAS-IN) and Defense Military Pay Offices (DMPO) and Finance and Accounting Offices (FAOs) in the DFAS-IN network.

C.
Procedures

1.
A request for a travel advance is received.  Requests go to the control section.


2.
The control section ensures that the following documents are present:



a.
Travel orders 



b.
Header sheet or memorandum containing pertinent information such as a check mailing address (encourage electronic funds transfer (EFT) as much as possible) and a voice and/or fax number where the traveler may be reached.


3.
The control section makes any required photocopies.  This section assigns the advance to a block ticket and logs it into the automated travel system.  The block is passed to the processing section.


4.
The processing section computes the advance on the automated travel system.  The processing section pays special attention to whether or not the traveler has a Government sponsored charge card.  The advance is computed in accordance with current guidelines depending upon the type of travel involved.  In no case will the advance exceed 80% of the per diem rate plus 100% of other reimbursable expenses.  Upon completion of the computation, the processing section releases the block for passing to disbursing division or DFAS-IN’s Directorate for Centralized Disbursing as appropriate.


5.
If a travel advance cannot be paid, contact the traveler by telephone or fax.  If unable to contact the traveler, prepare and send a memorandum stating why the advance cannot be paid.
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