
Evacuation Travel Voucher 
Guidance 

-For Families-
Presented by the 60th Comptroller Squadron



Member/Employee With Dependents? 
-OR-

Employee Without Dependents?





Mil to Mil

• Mil to Mil without dependents: 
• Each member will do a DTS voucher
• Lodging claimed by the person who booked the room

• Mil to Mil with dependents:
• Both will complete hard-copy vouchers
• Only the member who booked the lodging is authorized to claim it.
• Members cannot “double dip” with dependents



Agenda

1. Certification Roster
2. Payment Timeline
3. Required Documents
4. How to fill out the voucher
5. How to submit your documents to Finance
6. Entitlement Resources



Please Be Patient 



Certification Roster

• This will be the official list of everyone was ordered to evacuate
• Made by your CSS and Reviewed/Approved by your CC
• Finalized product goes to the MPF  

• MPF shares with Finance

• Finance does not send forth your claim until you/your dependents are 
on the roster

• Missing or incorrect information on this roster will delay 
reimbursement

• Evacuation Warning areas do not qualify for reimbursement



Processing Times

• 1-2 business days with Finance 
• 7-12 business days at the AF Financial Services Center

• Finance does not calculate or pay out what you are due
• Please do not call or email for a status. This slows the process down 

for everyone. (3,500+ evacuees)
• Finance will not accept an incomplete or incorrect submission
• Submissions are taken by Finance in person at designated locations 

listed later in this brief. DO NOT SEND TO ORG BOX



How To Complete Your Claim

• Please follow along closely
• These slides are also available for reference on the 60th Comptroller 

Website
https://eim2.amc.af.mil/org/60cpts/FSO_Resources/default.aspx



Required Documents

1. DD Form 1351-2
2. Lodging Receipt(s)

• Itemized to show name, each day, amount each day, and paid balance
• The Name on the receipt will dictate who makes the claim for the lodging

3. Receipts for any expense over $75
4. Duplicate Payment Certification
5. EFT Information 



DD Form 1351-2, Travel Voucher

• Member/Employee can travel with dependents
• Claim on the same 1351-2 as dependents
____________________________________________________
• Dependents can travel separately or without member/employee

• Deps claim on their own 1351-2
• Voucher will be in the primary dependent’s name/SSN

• Even if it is a Minor child 
• Can be signed by parent/have parent EFT info



789  TMK

Example Voucher –
Member -or- Employee Accompanied

• For any mistakes, please line through once and place your initials next 
to the correction.

Example: 456 Bestest Western, Sacramento, CA



789  TMK

• For any mistakes, please line through once and place your initials next 
to the correction.

Example: 456 Bestest Western, Sacramento, CA

Example Voucher –
Dependents Unaccompanied



1351-2, Lower Portion

Sign Here Date Here



Odd Expenses
• Dual Lodging – Approved cases-by-case

• Wherever you spent the night at midnight is what you will claim as lodging.
• The hotel you had to evac will be claimed as a dual lodging expense.

• Members are authorized 24 hours to return after the evac order was lifted. 
• An additional night of lodging after order was lifted may be paid.
• Fees for a late checkout can also be claimed. Approved case-by-case.

• Taxes and fees can be claimed separately from the flat room rate
• Lodging = $120
• Hotel Tax = $9.30
• Hotel Fee = $4.02

• OR
• Lodging =$133.32



Duplicate Payment Certification Sheet 
Duplicate Payment Certification Sheet 
Evacuees/members might be reimbursed expenses from several commercial 
or government sources. The intent of this certification is to clarify the term 
“duplicate payment” and aid in the prompt processing of travel claims 
associated with limited evacuation. A duplicate payment is a government 
payment claimed by a traveler for an expense paid to the traveler for the 
same expense by another entity i.e. FEMA, Red Cross, insurance, etc. (per 
JTR 010302). Additionally, expenses reimbursed, or to be reimbursed, by 
another entity must not be paid by the government/US Air Force. Any debts 
created from duplicate payments do not qualify for remission/waiver rights. 
The traveler is financially responsible for returning duplicate payments 
received, including any allowances covered in the JTR. 
Travelers filing claims must certify statement 1. OR 2. AND statement 3. 



Duplicate Payment Certification Sheet 



EFT Information



How to submit your claim
‼Please do not send to our ORG BOX. 
‼The Finance counter is closed due to COVID. Do not visit.

• Virtually accomplished evacuation claims will be accepted and 
spot checked at the in-person briefings.

• In person briefing locations, times, and dates by your unit’s 
leadership. 

• Updates will be posted to the Comptroller SharePoint as we receive 
them.



Entitlements

https://www.defensetravel.dod.mil/

For information on what is payable to you and how it will be 
calculated, please visit the link above for more information. 

Please keep in mind that Finance does not compute entitlements.
• Per Diem
• Lodging
• Mileage Rate
• Reimbursable Expenses



Closing Remarks

• Bring your completed forms and ID to an in-person briefing to submit
• Please triple check your EFT information
• Expect payment within 20 business days of submission. 
• Please refrain from calling or emailing us within the 20 day window. 
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