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Key Supporting Documents Required

• Documents required for In-Processing
 PCS Orders to include Amendments
 DD Form 1610 and Amendments, (if TDY en route)
 DD Form 1351-2 - Travel Voucher (will be created within the SmartVoucher

System, directions are later in the brief)
 IPPS-A Absence Request - Leave Request Form
 Receipts are required for any reimbursable expense $75.00 and over

o Lodging/Hotels receipts regardless of cost
o Airfare receipt to include Itinerary
o Excess Baggage (must be authorized in orders)

 All receipts to include the above must show a “Zero ($0) Balance” indicating
payment has been made in full

o If you were not issued a receipt with a zero balance, you may complete the applicable
Statement In Lieu of Actual Receipts located in the Forms section of the link below

o https://home.army.mil/campbell/index.php/finance
 TLA Authorization Memorandum from losing Housing Office (if not already paid)
 Promotion order if PCS orders and/or amendments do not have the correct rank

at the time travel took place
 DA Form 5960 – Authorization to Start, Stop, or Change BAH (located in the

Forms section in the link below)
o https://home.army.mil/campbell/index.php/finance
o Applicable for those who were married en route or divorced within the last year
o Must submit marriage certificate and or divorce decree/parenting plan
o All Accession must submit a DA Form 5960 signed by  KALSU Commander

when in-processing.

https://home.army.mil/campbell/index.php/finance
https://home.army.mil/campbell/index.php/finance




IPPS-A Absence Request – Request for Leave

• IPPS-A ABSENCE REQUEST
 the absence must cover the entire period from the time the Soldier left the old duty 

station to the time he/she reported to the new duty station
 If the Soldier was TDY en route, the leave form must cover the period the Soldier was 

TDY as well
 If the Soldier took Recruiting Assistance Leave (RAL), the IPPS-A Absence Request 

must:
o Have the recruiters phone number listed in the remarks section of the IPPS-A absence 

request
o Have the dates the Soldier signed in/out of the recruiting station in the remarks

 ALL PCS RELATED ABSENCES MUST BE INPUT TO IPPS-A UNDER 
"PCS EVENTS"!
o PCS Events should include the following leave types

 PCS Absence
 House Hunting
 Recruit Assist

o "Travel Days" will populate after the S-1 arrives the soldier in IPPS-A and should NOT 
be used in the initial PCS Events entry









Advance Pay

• An advance of basic pay may be authorized to provide funds to a member to 
assist in covering greater-than-normal out-of-pocket expenses related to a PCS 
move

• A member may be paid an advance of basic pay not to exceed 3 months less 
deductions

 Married Soldiers – if this is your first Advance Pay then you do not have to itemize your 
expenses.  Annotate "PCS Expenses" in block 7

 Single Soldiers, soldiers in the pay grade of E-3 and below, and Soldiers requesting a 
2nd or 3rd advance pay, must obtain their Commander’s signature and itemize their 
expenses

 Soldiers that did not request an Advance Pay prior to PCS have 180 days after arrival to 
the new duty station to request an Advance Pay. Soldiers requesting an advance pay
61-180 days after their arrival will need to itemize their expenses and have their 
Commander sign

• DD Form 2560 - Advance Pay Certification/Authorization located in the Forms 
section of the link below

• https://home.army.mil/campbell/index.php/finance
• Submit DD Form 2560, PCS Orders, and your IPPS-A absence request to Room 217 at the 

Soldier Support Center (2702 Michigan Ave)

https://home.army.mil/campbell/index.php/finance


Basic Allowance for Subsistence (BAS)

• Basic Allowance for Subsistence (BAS)
 All Soldiers are entitled to BAS
 Unaccompanied Soldiers E-5 and below that are residing in the barracks will 

have meal collections deducted from their LES.  See example below

 IAW the Army BAS Policy and AR 637-1, Commanders in the grade of O-5 or 
higher may approve a request to stop meal deductions if a soldier (E-1 through 
E-5) is assigned duties which cause him or her to miss 20 percent or more of his 
or her meals per month for 3 consecutive months

 S-1s will submit a DD Form 1475 (can be found in the Forms section of the link 
below) for each consecutive month in which meals were missed 

• https://home.army.mil/campbell/index.php/finance 
 A PAR will be signed by the O-5 and submitted by the S-1 to request to stop meal 

deductions effective after the third month of missed meals
 Religious and dietary exemptions are not authorized

https://home.army.mil/campbell/index.php/finance


Basic Allowance for Housing: Changes due to PCS

• Soldiers are entitled to Basic Allowance for Housing (BAH) at the losing 
duty station's rate from date departed to the day prior to arriving at the 
gaining duty station

• Soldiers may be overpaid BAH due to changes in locality rates and 
processing cutoffs. If this happens, a debt will be on the Soldier's Leave 
and Earning Statement (LES)

o Please watch your LES for changes. the debt may collect in full after 
processing. If you see "ADV DEBT" on the entitlement side of the LES, then 
the collection has NOT started. Expect to receive a debt letter in the next 30 
days to your .mil email

• If you are traveling from OCONUS, Non-Locality BAH will be effective from 
the date departed losing duty station to the day prior to arrival

o you can find the non-locality rates for BAH at https://www.travel.dod.mil/
Allowances/Basic-Allowance-for-Housing/BAH-Rate-Lookup/ 

• A Soldier married to another Soldier who are stationed separately and 
have no dependent children are considered single Soldiers for BAH 
purposes. A barracks room will be assigned per AR 420-1. If the spouse 
will PCS within 120 days, the Housing office may authorize the Solider to 
reside off base



Temporary Lodging Allowance (TLA)

• TLA can be authorized upon departing from an OCONUS PDS
• Required Documents for submitting reimbursement

 TLA authorization from housing (Housing Authority Approval Form/Letter)
 Statement of non-availability from housing (If applicable)
 Lodging Receipt(s) with Zero Balance (If applicable)
 PCS Orders and Amendments (Orders must include dependents)
 1 Copy of your IPPS-A absence request

• TLA reimbursement will be paid on your LES, this is not a part of the Travel 
Settlement

• TLA cannot be reimbursed if SM is on leave at the time of the lodging stay
• TLA will be submitted when SM  completes the SmartVoucher in processing.



Temporary Lodging Expense

• TLE: Temporary Lodging Expense (TLE)
 TLE is an allowance intended to partially pay members for lodging/meal expenses 

incurred by a member/dependent(s) while occupying temporary lodging in the 
Continental United States
(CONUS) in association with a Permanent Change of Station (PCS) move

 Single Soldiers in the grade of E-5 and below are not authorized TLE
 TLE will be submitted via SmartVoucher during in-processing

• TLE Eligibility:
 Reimbursement is limited to 14 days (before 1 Oct 22) 21 days (after 27 Nov 24) of 

TLE on a CONUS to CONUS move
 Reimbursement is limited to 5 days (before 1 Oct 22) 7 days (after 1 Oct 22) of TLE on 

a CONUS to OCONUS move
 No exceptions for TLE extensions currently at Fort Campbell
 In order to file this claim today, you must be finished with your TLE and have a zero-

balance receipt
 If you are not ready to file your claim today, you may submit your TLE request via 

SmartVoucher only after your original PCS Travel claim has been paid

• Documents required:
 1 copy of itemized hotel receipts indicating a zero-balance





Enlistment Bonus/Reenlistment Bonus Processing

• Selective Enlistment Bonus (SEB)
 DD Form 4 or the old 4/1, 4/2, 4/3 (enlistment/reenlistment contract)
 DA Form 3286 (Annex B)
 Graduation Certificate from AIT with MOS or MOS orders with effective 

date
 College Transcript (if applicable)
 Airborne and/or Ranger Training Certificate (if applicable)
 These documents can be found in your iPERMS or received from your 

recruiter
 Submit all documentation to your S-1 after you arrive to your unit. Once 

submitted and processed, the bonus will be credited to your LES within 
30 days and sent as a separate deposit to your financial institution

 If the amount of the bonus exceeds $10,000.00 the remaining balance 
will be paid in annual installments on the enlistment anniversary date

• Selective Reenlistment Bonus (SRB)
 All reenlistment bonuses are processed through the Battalion/Brigade 

Career Counselor and or the Retention office



Did You Know?

• Allows customers electronic access 
to:
 Allotments – Start, Stop, Change
 LES View/Print
 Pay option – Change bank account
 DFAS Vouchers Paid Within Last 12 Months
 W-2 view and print
 TSP (Election and address changes)
 W-4 adjustments (Federal and State Income 

Tax Withholding elections)

https://mypay.dfas.mil/

https://mypay.dfas.mil/


Spouse State License/Certification Reimbursement
 Pet Expenses

• Effective 12 December 2017
 When a Soldier is reassigned -- either as a PCS or permanent change 

of assignment -- from a duty station in one state to a duty station in 
another; and, the movement of the soldier's dependents is authorized 
at the expense of the Government, may be reimbursed up to a 
maximum of $1000 to cover the costs associated with the transferring 
of a spouse's professional licensing to the new state

 Please refer to Military Pay E-Message 22-012 for additional guidance 
and procedures for submitting the request

 This reimbursement is taxable income and is taxed federally at 22% 
(the same rate as a one-time lump sum payment). State taxes may 
also apply

 A W-2 will be generated via MyPay under Travel/Miscellaneous Tax 
Statement (W-2) in addition to Tax Statement (W-2)
PET EXPENSES Effective 1 January 2024

 Soldiers who PCS CONUS to CONUS can be reimbursed up to $550 
for one household pet, either cat or dog, and up to $2,000 for moves to 
or from an OCONUS location to cover costs related to the 
transportation of a pet. See JTR, par. 050107



Government Travel Charge Card (GTCC)

• Government Travel Charge Card (GTCC)
 If you used the GTCC during your PCS move, you will need to 

indicate “Split Disbursement” while completing your SmartVoucher
• You will be required to provide a dollar amount to be applied 

from your travel claim directly to the GTCC balance
 Contact your Organizational Defense Travel Administrator (ODTA) 

Immediately upon arrival to your unit to ensure your account is 
placed in a “Mission Critical Status” to avoid account becoming 
delinquent while waiting for reimbursement

 If you purchased your airline ticket with your GTCC, ensure you 
claim reimbursement for this on your SmartVoucher
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Smart Voucher Instructions

Instructions for Completing 
SmartVoucher



Smart Voucher Information

• SmartVoucher is a self-contained system that allows travelers to
complete travel voucher submissions and routes them to the finance
office for review and subsequent routing to DFAS-Rome for final
computation, audit and payment.  Payments are made to the
government travel card (if chosen by the traveler) and to the traveler

• Once the Finance office reviews the voucher and everything is correct,
your documents will be downloaded to process all required changes to
your military pay account, to include BAH; no further action is required
unless there are any additional documents that were not included



Smart Voucher Instructions

• Information Required:
 New unit of assignment (as reflected on your PCS order)
 Date of marriage
 Date(s) of birth of child(ren)
 E-mail address (add https://smartvoucher.dfas.mil/ to your address

book and review your spam folder for notifications

• A separate voucher (Dependent Voucher) is required to be
completed for dependents period of travel if the dependents
traveled from a different date/location than the Soldier

• A separate voucher (Supplemental Voucher) is required for POV
drop-off and/or pick-up if the trip was done separately from the
actual PCS travel (example, soldier reported to Fort Campbell 1
DEC and POV pick-up took place 15 DEC

https://smartvoucher.dfas.mil/


Consent Banner

• Click on the I consent
Banner

• Go to https://smartvoucher.dfas.mil/

https://smartvoucher.dfas.mil/


Privacy Act Statement

• Click on the I Agree
Banner



Smart Voucher Instructions

• Log in with  your CAC
• Make sure it is

NOT your email
certificate

OR

• Log in with your myPay
Username and
Password



Smart Voucher Instructions

• Click on “Create New
Voucher”

• If your dependents
traveled on a different
date or location than
yourself, you would
have to create a
separate Dependent
Voucher for their trip

• A supplemental voucher
is only completed if you
have already been paid
for a portion of your
travel and you need to
submit an additional
expense, e.g. TLE

danielle.m.drennen
Rectangle



User Type

• Category of travel will be
“PCS”

• Type of user is “Active
Duty”

• Select “Fort Campbell,
KY” as your DMPO or
you will not be able to
submit your
SmartVoucher at the
end

• Select Continue



Initial Information

 Travel Order # is
found in the top left
corner of the original
order

 Issue date of orders
is found in the top
right corner of the
original order



Initial Information

 Select Yes: for 
DLA if you are a 
Single E-6 and 
above

 Select Yes: if 
your dependents 
have moved to 
your current 
location

 Select No: if you 
will be residing in 
the barracks, or 
are dual military 
and stationed 
separately

 Refer to Slide 9 
for eligibility of 
TLE



Initial Information

• Enter Marital Status:
 Single
 Married
 Dual Military

• Did you perform 
Temporary Duty (TDY) 
en route to Ft. Campbell 
(does not include 
Recruiting Assistance 
Leave)

 Yes or No

• Select Save & Continue



Advances

• Did you receive any 
type of PCS Advance

o Do NOT 
include 
Advance Pay

o DO include 
DLA Advance

• Did you receive any 
payments from 
Defense Travel 
System (DTS)

• Select Save & 
Continue



Personal Information

• Enter information as
requested



Personal Information continued

• Enter information as
requested





Dependents

• Select Yes only if your
Dependents traveled
with you to your current
duty station

OR
• Select No if you do not

have Dependents or
your dependents
traveled at a different
date than yourself

• If you selected No
Dependents and No
TLE, please skip to slide
48

• If you selected No
Dependents but Yes
for TLE (Single E6 &
above only), please skip 
to slide 38



Dependents continued

• Select the
response that
applies to your
dependents travel
status

• Select Save &
Continue



Dependents continued

• Select Add Dependent



Dependents continued

• Enter Dependents
information

• Enter Relationship
 Dependent/Child
 Spouse

• If selected Spouse,
enter Date of
Marriage

• If selected
Dependent, enter
Date of Birth



Dependents continued

• Enter the address at which 
your Dependents were 
residing when you 
received your PCS orders

• Did your Dependents 
complete the travel?

• A note will pop up asking 
you if the address listed 
was the address at which 
your dependents were 
located when you received 
your PCS orders. 

o If Fort Campbell is 
not your first duty 
station, the 
address will 
typically be where 
you lived at your 
losing PDS



Dependents continued

• Add another dependent

OR

• Select Save & Continue



Temporary Lodging Expense (TLE)

• Did you live in
Government
Quarters at your
last Duty station?

• Did you live in
Government
Quarters at your
current Duty
station?



Temporary Lodging Expense (TLE)

• Did you perform a PPM
or DITY move?

• Select date that your
HHGs were picked up

• Select date that your
HHGs were or will be
delivered

• Select Save & Continue



Temporary Lodging Expense (TLE)

• Select Add a
Location



Temporary Lodging Expense (TLE)

• Complete
information
requested

• What day did you
arrive at the
Hotel/Motel/Air
B&B, etc

• Enter Zip code of
Hotel



Temporary Lodging Expense (TLE)

• What day did you
depart the
Hotel/Motel/Air
B&B, etc



Temporary Lodging Expense (TLE)

 Add a location for TLE

 Must add additional
location if stayed in
different Hotels. (Days
Inn & Holiday In
Express)

 Select Save &
Continue



Temporary Lodging Expense (TLE)

• Enter total amount
claimed each day to
include tax

• Annotate whether
you charged the
room on the GTCC

• Select Save &
Continue



Temporary Lodging Expense (TLE)

• Select the personnel
who stayed each
night at the lodging
establishment

• Select Save &
Continue



Temporary Lodging Expense (TLE)

• Check the
block and then
click on the
“Sign” block

• Select Save &
Continue



Instructions for Itinerary

• Read instructions
and then check
the block below



Smart Voucher Instructions

• Add locations to
Itinerary

• Must show each leg
of the trip

• See Examples on the
next few pages
before completing
Itinerary



Itinerary Examples Driving

Example Driving with no leave taken:  (Do not include any stops 
where you stayed the night enroute)
Departure Location = Last Duty Station (Fort Bragg, NC)
Arrival Location = Fort Campbell KY (New Duty Station)

Example Driving with leave taken: (Do not include any stops where 
you stayed the night enroute)
Departure Location = Last Duty Station (Fort Bragg, NC)
Arrival Location = Pensacola, FL (City/State of Leave Location)
Departure Location = Pensacola, FL (City/State of Leave Location)
Arrival Location = Fort Campbell KY (New Duty Station)



Itinerary Examples Flying CONUS to CONUS

Example of Flying with no leave taken:
Departure Location = Last Duty Station (Fort Bragg, NC)
Arrival Location = Fayetteville, NC airport (City/State of airport you flew out of)
Departure Location = Fayetteville, NC airport (City/State of airport you flew out of)
Arrival Location = Nashville, TN airport (City/State of airport you flew in to)
Departure Location = Nashville, TN airport (City/State of airport you flew in to)
Arrival Location = Fort Campbell, KY (New Duty Station)

Example of Flying with leave taken:
Departure Location = Last Duty Station (Fort Bragg, NC)
Arrival Location = Fayetteville, NC airport (City/State of airport you flew out of)
Departure Location = Fayetteville, NC airport (City/State of airport you flew out of)
Arrival Location = Atlanta, GA airport (City/State of airport you flew in to take leave)
Departure Location = Atlanta, GA airport (City/State of airport you flew in to take leave)
Arrival Location = Marietta, GA (City/State of Leave Location)
Departure Location = Marietta, GA (City/State of Leave Location)
Arrival Location = Atlanta, GA airport (City/State of airport you flew out of from leave)
Departure Location = Atlanta, GA airport (City/State of airport you flew out of from leave)
Arrival Location = Nashville, TN airport (City/State of airport you flew in to)
Departure Location = Nashville, TN airport (City/State of airport you flew in to)
Arrival Location = Fort Campbell, KY (New Duty Station)



Itinerary Examples Flying OCONUS to CONUS
Example of Flying with no leave taken:
Departure Location = Last Duty Station (Camp Casey, Korea)
Arrival Location = Yongsan, Korea airport (Overseas airport you flew out of)
Departure Location = Yongsan, Korea airport (Overseas airport you flew out of)
Arrival Location = San Francisco, CA airport (City/State of airport you flew in to)
Departure Location = San Francisco, CA airport (City/State of airport you flew out of)
Arrival Location = Nashville, TN airport (City/State of airport you flew in to)
Departure Location = Nashville, TN airport (City/State of airport you flew in to)
Arrival Location = Fort Campbell, KY (New Duty Station)

Example of Flying with leave taken:
Departure Location = Last Duty Station (Camp Casey, Korea)
Arrival Location = Yongsan, Korea airport (Overseas airport you flew out of)
Departure Location = Yongsan, Korea airport (Overseas airport you flew out of)
Arrival Location = San Francisco, CA airport (City/State of airport you flew in to)
Departure Location = San Francisco, CA airport (City/State of airport you flew out of)
Arrival Location = Dallas Fort Worth Airport (City/State of airport you flew in to take leave)
Departure Location = Dallas Fort Worth Airport (City/State of airport you flew in to take leave)
Arrival Location = Dallas, TX (City/State of Leave Location)
Departure Location = Dallas, TX  (City/State of Leave Location)
Arrival Location = Dallas Fort Worth Airport (City/State of airport you flew out of from leave)
Departure Location = Dallas Fort Worth Airport (City/State of airport you flew out of from leave)
Arrival Location = Nashville, TN airport (City/State of airport you flew in to)
Departure Location = Nashville, TN airport (City/State of airport you flew in to)
Arrival Location = Fort Campbell, KY (New Duty Station)



Itinerary Examples Flying and Driving combined

Example of Flying and Driving combined with leave taken:
Departure Location = Last Duty Station (Baumholder, Germany)
Arrival Location = Frankfurt, Germany Airport (Overseas airport you flew out of)
Departure Location = Frankfurt, Germany Airport (Overseas airport you flew out of)
Arrival Location = Baltimore, MD Airport (City/State of airport you flew in to)
Departure Location = Baltimore, MD Airport (City/State of airport you flew out of)
Arrival Location = Indianapolis, IN Airport (City/State of airport you flew in to take leave)
Departure Location = Indianapolis, IN Airport (City/State of airport you flew in to take leave)
Arrival Location = Evansville, IN (City/State of Leave Location)
Departure Location = Evansville, IN (City/State of Leave Location)
Arrival Location = Fort Campbell, KY (New Duty Station)



Means/Modes of Travel & Reason for Stop

Means/Modes of Travel
PA – Privately Owned Auto (Your Personal Vehicle) 

CA – Commercial Auto (Taxi/Uber/Lyft), 

CB – Commercial Bus (Paid for by Soldier)

GB – Government Bus (Issue/Paid by Government)

CP – Commercial Plane (Paid for by Soldier)

GP- Government Plane (Issue/Paid by Government)

Reason for Stop
AT – Awaiting Transportation (Waiting at an airport for a 
connect flight. Must be less than 24 hours)

AD – Authorized Delay (for layovers while en route that are 
more than 24 hours)

LV – Leave

MC – Mission Complete (Arrival at new Duty Station)

TD – Temporary Duty (official TDY stated in orders or a 1610)



Common Zip Codes

• Common CONUS airport zip codes
 Atlanta, GA Airport: 30320
 Augusta, GA Airport: 30906
 Baltimore, MD Airport: 21240
 Columbia, SC Airport: 29170
 Dallas, TX Airport: 75261
 Kansas City, MO Airport: 64153
 Nashville, TN Airport 37214
 New York, NY Airport: 11430
 Richmond, VA Airport 23250
 Seattle, WA Airport: 98158
 St. Louis, MO Airport: 63145
 San Francisco, CA Airport:  94128

• USPS Zip Code Query: https://tools.usps.com/go/ZipLookupAction

https://tools.usps.com/go/ZipLookupAction


Itinerary

• Enter the date you 
signed out on leave 
Must match the Start 
Date on the IPPS-A 
absence request

• Choose departure 
country

• Enter the Zip code of 
your last duty station

• Annotate your last duty 
station

• Annotate the State 
where you departed

• What mode of Travel 
did you use? See slide 
53



Itinerary

• Enter the next place
you went after
departing your last
duty station

• Enter Country

• Enter zip code of
location

• Enter City

• Enter State

• Select Reason for
Stop. See slide 53



Itinerary 

• You will continue to 
add locations 
ensuring to include 
each leg of the trip 
until you reach your 
final destination of 
Fort Campbell

• Select Save &
Complete



Itinerary

• Review Itinerary
to ensure that
each leg of the
trip is annotated.

• Select Save &
Continue



Reimbursable Expenses

• Click on Add 
Expense if claiming 
items (Do not claim 
any lodging en 
route or TLE here)

• Skip to slide 60 if 
not adding any 
expenses



Reimbursable Expenses

• Select One-
Time or Daily
expense

• Enter date of
expense

• Select Type of
expense

• Enter amount of
expense

• Select Save



Attaching Supporting Documentation

• Attach all
supporting
documentation

• See slide 2 for
required
documentation

• Annotate whether
you have unused
tickets

• Add any
additional
remarks

• Select Save &
Continue



Split Disbursement

• Review split
disbursements

• Select Save &
Continue



Summary/Preview

• Review all
information
listed

• Select Save &
Continue



Submission

• Click on View/Print
Voucher.  This will
bring up a copy of
the 1351-2 that was
generated by your
responses

• Review 1351-2 to
ensure all necessary
blocks are complete

• Sign the Voucher by
checking the

• Submit Voucher



Personally Procurred Moves (PPM) (formerly 
known as "Do It Yourself (DITY)" Moves) -- 
(Transportation)

• PPM claims are filed on a separate voucher from the 
SmartVoucher you complete at KALSU and is submitted through 
the Transportation Office directly.

• Complete your PPM Closeout packet, and submit to 
Transportation during one of the Transportation PPM briefings held 
Monday-Thursday, promptly, at 1000, 1300, or 1430.

• For questions about PPM Closeouts, please call the Transportation 
Office directly at 270-798-7151 or email:

usarmy.campbell.asc.mbx.lrc-obpersprop@mail.mil

mailto:usarmy.campbell.asc.mbx.lrc-obpersprop@mail.mil
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