
Finance In-Processing 

Guide



 At a minimum, you will create TWO packets during In – Processing.  All DITY 

moves will require an additional packet, totaling THREE:
1. PCS Travel Packet

2. Finance Installation In-Processing Packet

3. Transportation Packet (DITY move only)

 PCS Travel Packet – Purpose:
 For payment of per diem, DLA, etc.

 This process is completed by the Service Member using the portal based SmartVoucher tool.

 Required payment method is split-disbursement. 

 Packet will be processed through DFAS.  Any corrections identified, you will be notified directly, by DFAS via 
email.

 Finance Installation In-Processing Packet – Purpose:
 FBGA finance will arrive you to the installation, removing your ‘In-Transit’ status.  If this action does not take 

place within 90 days of your ETA/RPT DT, your pay will be STOPPED AUTOMATICALLY.

 Updates your BAH rate, based off your zip code.

 Submit for TLE if applicable

 This packet is completed by the Service Member, the BN S1 will submit to FBGA Finance. 

 Transportation Packet – Purpose:
 For personnel conducting DITY move only IOT claim incurred expenses

 Transportation is the appropriate directorate, BN S1 can only advise

 This process is completed by the Service Member

 Packet will be processed through Fort Stewart Transportation via email

In – Processing Packets



 The packet will consist of: 
 Signed SmartVoucher (DD Form 1351)

 PCS Orders to include any amendments (if any)

 TDY Orders (if any)

 Receipts for any expenses you are claiming

 Use the Link below to begin:   

https://www.dfas.mil/militarymembers/travelpay/smartvoucher.html 

 The below SmartVoucher Guide can assist you in completing this requirement

PCS Travel Packet



Finance Installation 

In-Processing Packet

 The packet will consist of: 

 DD Form 1351 (Copy of signed SmartVoucher)

 PCS Orders to include amendments (if any)

 TDY Orders (if any)

 DFAS Form 9098 (TLE)

 Leave Form

 BAH Memo

 Provide S1 a digital version of complete packet for further processing.



 TLE is an allowance intended to partially pay members for lodging/meal 

expenses incurred within a 50 mile radius of the new duty station in 

association with a Permanent change of Station (PCS) move.

 Requirements for TLE Submission

 DFAS Form 9098 

 Receipts for lodging and lodging taxes you will claim

 Use the attachment below as a guide

Travel Lodging Expense (TLE)



Transportation Packet

DD 2278 PPM Checklist Fraud Notice PPM Travel Voucher Expense

Certification

 Personally Procured Move (PPM / DITY) move is completely voluntary.

 The packet will consist of: 
 PPM Checklist 

 Fraud notice

 PPM Travel Voucher (Separate from your SmartVoucher)

 DD Form 2278

 Expense Certification

 Use the below documents to build this packet.



PPM 1351 example 



DD Form 2278 example 


