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In — Processing Packets

» 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.

Packlet 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. [f 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



PCS Travel Packet

» 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.htmil

» The below SmartVoucher Guide can assist you in completing this requirement

# Microsoft
wverPoint Presentat

Rangers read TherWay!



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)

= | eave Form

= BAH Memo

» Provide S1 a digital version of complete packet for further processing.
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m [ravel Lodging Expense (TLE)

» 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 =) =

Document

» Receipts for lodging and lodging taxes you will claim

» Use the attachment below as a guide
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» 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.

Adobe Agobat Adobe Aaobat Adobe Aaobat Adobe Agobat Adobe Agobat
Document Document Document Document Document
: , Expense
DD 2278 PPM Checklist Fraud Notice PPM Travel Voucher i
Certification
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PPM 1351 example

~Read Privacy Act Siatsment,
form. Use typewsitor, ink, or ball
-p-e.l. needed, wlnnm-ﬁ..

-onl.:kb.fct‘ comploting

tatement. and Instructio
TRAVEL VOUCHER OR SUBVOUCHER pen. PRESS HARD. DO NOT use pencil. ifmore

TP NT m— 3 ummﬂmumhnwrmmmmmmumamww
flectronic Fund ges for . and rentsi car ¥ you are & chfn empioy ea. uress you elect & dfrant persannel ars mauared
=D n8‘}‘2"".p B aare (3 Orly eCEstary whan & GTCE Is Gret) wiile on ofiical Cavel for five Govenment.
lﬁmmwcrndt Pay h‘—" Qo of this ly to the G tTravel Chage Card contractor S
2 NAME (Lasz, Frst Midcle initial) (Prial or bype) A GRADE 4 88N &. TYPE OF PAYMENT (X o5 sppicebia)
| Elipa dipdipp S E2b """'sp"
& ADDRESS. o NUMBER AND STREET b CTY ¢ STATE  [d. ZP COOE xm Other N
-1 DA HLONEGA GA | 30533 Owperdiarts) DLA
:. E-MAIL ADCRESS T N e T T | 10. FORD.Q. USE ONLY
DAY TIME NUMBER & ; = T TSN | % PREVIOUS GOVERNMENT PAYMENTS/ a DO VOUCHER NUMBER
g ADVANCES
306-078
11 ORGANIZA TION AND STA TION b SUBVOUCHER NUMBER
USAIS RGR TNG 05 BN HHC, Dshlonega, GA 30533 DAHLONEGA.
12 DEPENDENT(S) (X and as e TS DEPENDENTS ADDRESSON RECEST OF | ¢ PAIDBY
| accompamen | naccoseanED NP iy ,
8 NAME (Last, First. Midcio indal) b RELATIONSHIP | © 0B Nanans " |
= ca BEEN SHPPED?| o COMPUTATIONS
x | ves | NO (Explain in Remanks)
5 mNERARY = 0 T
2 DATE | B PLACE (Homs, Oice; Sty Gty and Smia. oL OF | R s e — =
— = Py
ARR = =
DEP / e
ARR
= W
= ) =~
oe( §/ d
ARR SR
=3 / | & samarY OF PAYMENT
ARR > (1) Per Dem
@ Aﬁdm— Aln.m r-';— 7
AR ) Mieage
5. POC TRAVEL (Xone) | | owseoPERATE | | PASSENGER 17. DURATION OF TRAVEL (4) Dependars T avel
18 REIMBURSABLE EXPENSES (9 oA g 5
12 HOURS ORLESS —
a DATE b NATURE OF EXPENSE  AMOUNT < ALLOWED (9 Reimbusatie Epenses
aely| TRAGES %5 39.26 = MORE THAN 12 HOURS | @) Tou .
1 Teiy] s FEE &. o BUT24 HOURS ORLESS | (g Less Advance
14— uﬂﬁ A AS Z13.c0 MORE THAN 24 HOLRS | Amou: Owed
Ko - g1 Caudts SReRsit 42.00 [ (1) Amourt Due
19. GOVERNMENTIDEDUCTIBLE MEALS
a DATE b NO OF MEALS a DATE b NO. OF MEALS
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DD Form 2278 example

AND COUNSELING CHECKLIST
(Read Privacy Act S

APPLICATI)N FOR DO IT YOURSELF MOVE

on beck befare completag form. )

(Ywm
- 2/2

3. MEMBER OR EMPLOYEE INFORMA TION

5. NAME fast First. AMocie bitisl FI o RANXIGRADE

SFC/E-7

<. SSN

a4 AGENCY
KXXK-XX-XX l

United States Army

4. THIS SHIPMENT/STORAGE IS REQUIRED INCIDENT TO THE FOLLOWING ORDERS:

a TYPE ORDERS X o) & DATE OF ORDERS

d. ISSUED BY
HQ JRTC & FT POLK

O 20181102
> PERMANENT d NEW DUTY ASSIGNMENT
TEMPORARY

USAISRGR TNG 05 BN HHC, Dahlonega, GA 30533

=. ORDERS NO.
306078

. NUMBER OF MLES

675

h. PAVING (AFOIFAAD) NAV Y AND MARINE CORP
Finance and Accounting Office
JACKSONVILLE, FL 32212

‘\—kkuu_\ —e ST

TAMLone A |, A 3¢5 33

m

RESIDENCE
T™>

ey

o app 8. MEMBER RESPONSIBIUT Y (X and complets as applicable)
a. Option of GBL (Van)andfor DITY move (noritamporany
x 8 ). X |a. Operating allowance @mount)
= b. DITY move aushorized fran FORT POLK, LA ro Pick up rertal vehicle and ensure s an.
to DAHLONEGA, GA x Pick up date (YYYYRMAMDOD): 20190!1 1
c. ITO/TMO provided with accurate estanate weaight of HHGs. c. mwmmuuwmemwm
= 1 1000 x Use govemment, public, commmerdcal scales.
X |d. Maxsmum authoized weight . |3°m 2 d Name rark, Sodcal Secwrity Nusmber, Weighmaster's
= e Unauthorized hems (POV'S, — signature reqguired on each weight ticket.
fiammabies. etc). »x |= Traliers weighed attached to prime mover §o passangers
x f. Power of Amtomey, if required. abosrd - weigh antire Wt at same Sme).
x g. Type of vehicle atharzed POV). X |f. DITY moves reguire DD Form 1351-2.
N i ‘i.mam'mmmmwmo g. DD Form 22 78 and weight tickets must be submitted to
. > payng office/ TMOMTO to receive incentive psyment. |
»x |i. Temporary storage. 90 days of sorage Provide Rental Contract fwot required for A¥ Farce and Army. )
8. COST COMPUTATION
a. ESTIMATED CONSTRUCTIVE COSTS b. PAIDBY DSSN
1) MTMC RATE SOLIOTATIONS PLUS SS00 £ 6667.84
FPERCWT X EST. WT. OR'WT. ALLOWANCE E ©. VOUCHER NO. <. DATE OYYYYRWOO)
RZILOCALRATE PERCWT X EST. WT.OR'WT. s o I
ALLOW. e. | agree to Tumish two weght GCkets within 45 days from the start
of this move. If | fai to do so. | voluntarily consent to collection of
2) ESTIMATED GROSS INCENTIVE s 6334.45 all govermement costs of this move from my pay. | aiso vduntarily
consent to collection of any uneamed advance opemung allowance
{4) ADVANCE OPERATING ALLOWANCE S o up to a maximum of $ from my pay.
NCENTI WILL P, WATHOUT ACCEPTABLE WEI S D ED NTS.
10.1 CERTIFY THAT | HAVE READ AND UNDERSTAND MY RESPONSIBALITIEES AND CONDITIONS PRINTED ON THIS FORM.
= SIGMN OF MEASSEN GENT b. DATE SaGNED <. ATURE Cﬂ.1£l.3] < DATE SIGNED
A z SFediq Magf IA_AQM 3 E,\O |
1. A TION T TMO
a ACTUAL CONSTRUCTIVE COSTS

{7) RATE PER CWT

MUSSSO0x

ol —=——— 800

ACTUAL WT. ORWT.ALLOW.

2) LOCAL RATEPER CWT
XACTUALWT. OR ' WT. ALLOW.

- 0.00

s o
b CONSTRUCTIVE COST OF cE OR

LOCALMOVE IS &

e and gross tokers )
2 TWMO ACCT. DAYA.

IDI: 2 1. TAC: CAES. SAC: PAR76I13PB0O6078. MDC: 3AE9S
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