PROCEDURES FOR SUBMITTING A SMCR FINAL TRAVEL VOUCHER 

AND/OR A PARTIAL PAYMENT IF NECESSARY

The following must be accomplished prior to submitting a travel voucher to the Demobilized Finance Office:

1. Change DSSN to 0018.

2. Report new ECC.

3. Ensure Contingency Per Diem is stopped.

4. All travel claims will be forwarded via mail or FEDEX.

5. Submit original travel claim, no copies are required.

Do not submit final settlement until new ECC is reported.

Individual RTC’s are authorized to issue endorsements 

Covering all TDY locations (i.e., reporting, detaching, availability of lodging and messing)

Commands must contact CWO Thombs MARFORRES at (504) 678-6843 prior to authorizing commercial quarters and/or messing for Marines remaining on Active Duty at the RTC.

Final Settlements

(No payments made by DSSN 0018)

1. The itinerary must start from home.

2. The itinerary must show all travel to RTC, ILOC, IRAQ/Kuwait, and authorized stopover/delay and final return home.

3. Presidential recall orders to include all modifications.  

4. Reporting and detaching endorsements for all places visit.

5. Member must state whether he commuted daily to any TAD site to include TAD at the RTC.

6. An endorsement stating whether member is within local commuting distance as established by installation commander. 

7. Quarters and Messing endorsements for all TAD locations to include stopover points in excess of 24 hours and TAD at the RTC.  

8. Quarters and Messing endorsements must specify if contract quarters and meals were provided to the Marine while TAD at the RTC.   

9. Complete block 16 if POV was used.

10. Receipts for lodging regardless of cost.

11. Receipts for items of $75 or more. 

12. Annotate leave and concurrent TAD periods.  All leave periods should be reported prior to submitting the travel claim.

13. Annotate whether members traveled with limited or no reimbursement (group travel) and travel dates.  

Procedures for submitting a partial payment

(Regardless of previous payment)

1. The itinerary must start from home.

2. Must show all travel to RTC, ILOC, IRAQ/Kuwait, and authorized stopover/delay.

3. Presidential call-up orders.

4. Reporting and detaching endorsements for all places visit. 

5. Member must state whether he commuted daily to any TAD site to include TAD at the RTC.

6. An endorsement stating whether member is within local commuting distance as established by the installation commander.

7. Quarters and Messing statement for all TAD location and/or stopover points in excess of 24 hours.

8. Quarters and Messing endorsements must specify if contract quarters and meals were provided to the Marine while TAD at the RTC.

9. Complete block 16 if POV was used.

10. Receipts for lodging regardless of cost.

11. Receipts for items of $75 or more. 

12. Annotate Leave and concurrent TAD periods.  All leave periods should be reported prior to submitting the travel claim.

13. State on the 1351-2 the previous partial settlement dates.

Final settlements (previous partial settlements were paid by the Demob Finance Office)

1. Start itinerary the day after the last partial payment period.  

2. Presidential call-up orders.

3. Reporting and detaching endorsement from RTC.

4. Quarters and messing endorsement from RTC. Quarters and Messing endorsement must specify if contract quarters and meals were provided to the Marine while TAD at the RTC. 

5. Member must state whether he commuted daily to any TAD site to include TAD at the RTC.

6. An endorsement stating whether member is within local commuting distance as established by the installation commander.

7. Complete block 16 if POV was used.

8. Receipts for lodging regardless of cost.

9. Receipts for items of $75 or more.

10. Annotate Leave and concurrent TAD periods.  All leave periods should be reported prior to submitting the travel claim.

11. The itinerary must end at home.







