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FT. DRUM AMPO INPROCESSING PACKET 

You will complete your in-processing via the Smart Voucher program which can be accessed 

on the MyPay website under Quick Links. 

To further assist you we have attached information: Finance Information Brief, how to 

complete Smart Voucher, and how to complete TLE. 

Please utilize the below checklist to ensure that all documents are attached to your travel 

voucher via Smart Voucher Program. 

Y All Soldiers incoming from the MEPS, National Guard, or Reserve, please complete the 

Accession Packet below with your calculated 1506 from your Career Counselor and 

bring completed packet to A2-6 Finance Office 2nd Floor for processing. 

Y All Soldiers with Enlistment Bonus (Not Re-Enlistment Bonus) will submit the following 

documents at the time of In-Processing: Contracts, 4/1, 4/2, 4/3, MOS Orders or Copy 

of Diploma and all pages of the Annex B (Not Annex A). 

Y Travel Voucher (DD-1351-2) (is created and submitted through Smart Voucher) 

Y PCS Orders (including all amendments, DD 1610 for TDY (If applicable) 

Y PCS Leave Form (DA-31) Ensure blocks 1-16 are completed 

Y Temporary Lodging Expense (TLE DFAS 9098 attached) for ten (10) days 

hotel lodging to Include zero balance itemized receipt. For all members 

with dependents or single Staff Sergeants and above who lodged in empty 

house/apartment/stayed with family or friend within 50 miles of the 

losing or gaining installation, you will receive ten (10) days paid for meals 

and incidentals only. 

Y Temporary Lodging Allowance - Housing approval, zero balance receipt (if 

coming from oversea location) 

Y Any orders for specialty pay entitlement(s), (if applicable) 

QUESTIONS? Please call between 1000-1500 hours Mon, Wed & Fri 

DSN 772-5421/7832 or C/V 315-772-5421/7832 












































































