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Army Military Pay Office – Military Pay and Smart 
Voucher PCS In-processing via Smart Voucher 

U.S. Army Financial Management Command

As of 11/1/2021 36000 Darnall Loop
Building 36000 Fourth Floor

Fort Hood, TX 76544
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Military Pay Brief

Please listen to the briefer, 
remember this is your 
PAY
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 Entitlements that will stop:

Hostile Fire Pay - Last day of the Departure month

Assignment Incentive Pay – Day of Departure

Save Pay - Day of Departure

Parachute - Day prior to Departure

Demolition Pay - Day of Departure

Family Separation Hardship - Day of Departure

Cost of  Living Allowance - Day prior to Departure 

 DA Form 4187  required for authorization for COLA, if 
applicable, based upon unit location 

Special Duty Assignment Pay - Day prior to Departure

Entitlements
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Leave

 DA Form 31 – Request for Leave must have a sign in and 
sign out date

 It must cover the entire period from the time the Soldier left 
the old duty station; to the time he/she reported to the new 
one

 If Soldier was TDY enroute, the leave form must cover the 
period the soldier was TDY

 If the soldier requested Permissive TDY, the DA Form 31 
must:
 Be signed by a Lieutenant Colonel (LTC)
 PTDY dates must be annotated in the remarks section
 Be stamped by the Housing Office noting when the PTDY began 
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Advance Pay
 To provide funds to a member to meet extraordinary expenses 

incident to a government-ordered relocation. It is intended to 
assist with the out-of-pocket expenses, not typical of day-to-
day military living, that precede or exceed reimbursements 
incurred in a member’s change of duty locations 

 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
Single Soldiers – regardless of grade will need to itemize expenses
Soldiers in the pay grade of CPL and below, and all Soldiers, 

regardless of rank,  requesting a 2nd or 3rd advance pay, must obtain 
their Commander’s signature and must itemize their expenses

 DA Form 2560 - Advance Pay Certification/Authorization
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Documents Required for Enlistment Bonus

 Graduation Certificate from AIT or MOS orders with effective date
 DD Form 4-1, 4-2, 4-3 (enlistment/reenlistment contract)
 DD Forms 1966-2 and 1966-3 (other personal data)
 DA Form 3286-59, 3286-63, 3289-66 OR pages 1-6 Statement for 

Enlistment United States Army Enlistment Program
 These documents can be found in your 201 file, AKO Personnel files 

(iPERMS), or from your recruiter
 If bonus is specific to MOS – Memorandum from unit commander 

stating you are performing duties in the MOS you enlisted for

 Need to submit documentation listed above to your S-1 for 
submission on a UTL to finance.

 Listed documents will NOT be accepted at finance must be 
submitted by your S-1 for accountability 
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Completing the DD Form 5960

Blocks 1-11: Self Explanatory
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Completing the DD Form 5960

Block 12 – List all of your family members

Please read block 13, if applicable to you
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Completing the DD Form 5960

Block 14 – your signature
Block 15 – date form was signed by you
Block 16 – Commander’s Signature
Block 18 – date commander signed form
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Completing the DD Form 5960

ALL SOLDIERS – regardless of marital 
status -
• Please complete this form and submit to 

your commander for his/her signature.  
• Your S-1 will then scan and place a copy 

in your iPERMS file.  
• Your BN/BDE S-1 will submit to finance, 

if needed, due to divorce, marriage, birth 
of a child.
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Completing the DD Form 5960

 Per eMessage 18-019 effective 5 March 2018
YOUR commander or your first officer in the chain of command is 

the certifying officer for the DA Form 5960

Your orders will serve as our Key Supporting Documentation 
(KSD) for changing your BAH rate to Fort Hood, TX

If orders are INCORRECT, they must be amended.
– See your S-1 or commander for guidance

If Life event occurred during your PCS move (marriage, divorce, 
birth of a child)

– Must have your commander or first officer in chain of command to sign the 
DA Form 5960

– Unit will forward DA Form 5960 on a Unit Transmittal Letter/Unit Transmittal 
Memorandum (UTL/UTM) to finance
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TRAVEL PAY BRIEF
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Travel Notes

 Travel payment(s) will not show up on your LES 
 A notification will be emailed to your AKO account when 

voucher is received and processed (disbursed)
 Settlement information will be emailed to you
 Settlement information will be available in MYPAY
 If you have been overpaid through advances, you will be 

notified by DFAS Debt Management for repayment options  
(payroll deduction may appear on LES)

www.dfas.mil/checktravelstatus
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SPLIT DISBURSEMENT

Split Disbursement allows DFAS to pay your Government 
Travel Charge Card (GTCC) for you

By using split disbursement you avoid late charges and 
penalties by CITIBANK

Avoid the harassment by your chain of command by 
using split disbursement

Don’t remember the amount – call CITIBANK to get 
amount after the briefing

14
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PCS Travel Entitlements

 Mileage and Transportation Allowance
 Covers the cost of gas for Soldier and their dependents for mileage reimbursement
 Reimbursement for two vehicles as of 1 January 2020:

 One vehicle - $0.16 Two vehicles - $0.16 
 Total for two vehicles is $0.32 per mile

 POV reimbursement for the use of more than two POCs, within the same household 
for PCS travel, may be authorized/approved if determined to be appropriate, through 
the Secretarial Process (it must be stated on the orders)

 Per diem
 To assist with payment of lodging and meals for Soldiers and dependents while 

enroute
 Per diem rate when driving POV, effective 1 Oct 2019
 Soldier $151.00 per day
 Dependents 12 and over $113.25 per day
 Dependents under 12 $  75.50 per day

 Per diem rate when flying:
 $44.25 for one day of travel when flying
 $33.19 for one day of travel for dependents over the age of 12
 $22.13 for one day of travel for dependents under the age of 12
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Temporary Duty (TDY) Enroute

• PCS or TDY orders:  
• If TDY period is not included on the original PCS order then a 

DD1610 is required, to include any amendments. 
• The PCS orders and DD1610 must have a valid line of accounting 

(LOA).

• If the LOA is invalid – check with your S-8 or G-8 to correct 

• Finance cannot: 
• correct your LOA
• Publish new DD 1610 – see your S-8 or G-8

• Must list all authorized expenses incurred (to include 
lodging)
• If In and Around mileage authorized – need a daily log
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Temporary Lodging Expense (TLE)

 TLE partially offsets the added living expenses within CONUS incurred 
by a member and dependents incident to a PCS
• It is a reimbursement for lodging at your losing or gaining station 

(maximum daily rate of $290.00)
• You are authorized 10 days of TLE on a CONUS to CONUS move or 

OCONUS to CONUS move

 Submit your TLE claim once you have completed your stay

 You must have 
• Itemized receipts for lodging (original lodging receipt with a zero balance) 

Paid in full, proof of payment. 
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Temporary Lodging Allowance (TLA)

• Authorized by the Overseas Housing Office

• To partially reimburse a member for the more than normal expenses incurred 
while occupying temporary lodgings and expenses for meals obtained as a 
direct result of using temporary lodgings OCONUS that do not have facilities 
for preparing and consuming meals

• While waiting for Government quarters assignment, or while completing 
arrangements for other permanent living accommodations when Government 
quarters are not Reimbursement for lodging at your overseas location
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Dislocation Allowance

• To partially reimburse a soldier, with or without dependents, for the 
expenses incurred in relocating the member's household on a PCS

• DLA is not authorized for first PCS move if dependents are not 
relocating

• All soldiers, regardless of rank when accompanied with dependents 
will receive DLA at the “with dependent” rate

• DLA is limited to one payment per fiscal year, unless an exception as 
stated in JTR 5450B applies

• DLA rate is based on the calendar year of the soldier’s effective date of 
travel

• DLA Rates can be found at the following web site: 
http://www.defensetravel.dod.mil/site/otherratesDLA.cfm
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DLA Rates effective 1 Jan 2021
 Gr W/O Dep With Dep

 E-9 $2,492.88 $3,286.45 

 E-8 $2,288.10 $3,029.39 

 E-7 $1,954.84 $2,812.68 

 E-6 $1,769.48 $2,598.94 

 E-5 $1,632.00 $2,337.40 

 E-4 $1,419.78 $2,337.40 

 E-3 $1,392.88 $2,337.40 

 E-2 $1,131.36 $2,337.40 
20

 Gr W/O Dep With Dep 

 O-6 $3,769.16 $4,553.77 
 O-5 $3,630.18 $4,389.37 
 O-4 $3,364.15 $3,869.30
 O-3 $2,696.10 $3,201.20 
 O-2 $2,138.67 $2,733.45 
 O-1 $1,800.89 $2,443.54

 O-3E $2,911.30 $3,440.34 
 O-2E $2,474.92 $3,104.11 
 O-1E $2,128.19 $2,867.96 

 W-5 $3,417.93 $3,734.80 
 W-4 $3,035.35 $3,423.95 
 W-3 $2,551.13 $3,136.98 
 W-2 $2,265.70 $2,885.89 
 W 1 $1 896 51 $2 495 87
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Personally Procured Move (PPM)

PPM/DITY moves are 
processed thru Transportation 
located in the Copeland 
Center (Building 18010)
Please direct all questions 

concerning your PPM/DITY 
move to Transportation 
personnel 
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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. 
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Key Supporting Documents Required

• PCS Orders and Amendments
• DD Form 1610 and Amendments, (if TDY en-route)
• DD Form 1351-2 - Travel Voucher (will be created within the 

Smart Voucher System, directions are later in the brief)
• DA Form 31 - Leave Request Form
• Receipts for any reimbursable expense $75.00 and over

• Lodging/Hotels regardless of cost
• Airfare
• Excess Baggage – must be authorized in your orders

• Other Supporting Documents may include
• TLA documents
• TLE documents
• Receipts for reimbursable expenses 
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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 dfas-smartdocs@mail.mil to your address 

book and review your spam folder for notifications
• A separate voucher (Supplemental voucher) is required to be 

completed for dependents period of travel if the Soldier moved his 
dependents to the new duty station and did not accompany them

• 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 Hood on 1 JUL 
and POV pick-up took place 15 JUL
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Smart Voucher Instructions

Instructions for Completing 
PCS Travel Voucher 
via Smart Voucher
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Smart Voucher Instructions

• Go to https://mypay.dfas.mil/#/ – do not log in
• Select “Quick Links” 
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Smart Voucher Instructions

• Under DFAS Resources, select “Smart Voucher – Complete 
a DD Form 1351-2”
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Smart Voucher Instructions

• Log in with your credentials
• Click “I Agree” twice
• Click “Login with CAC” 

• Make sure it is NOT your email certificate

CAC LOG IN FROM A GOVERNMENT COMPUTER
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Smart Voucher Instructions

• Log in with your credentials
• Click “I Agree” twice
• Click “Login with USERID and Password” 

• Make sure it is NOT your email certificate

USERID AND PASSWORD LOG IN
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Smart Voucher Instructions

Smart Voucher homepage
• Able to view old vouchers 

and create new vouchers
• Navigate through the 

voucher using the menu at 
the top of the page

• Click on “Create New 
Voucher”

• Click on “Create 
Dependent Voucher” if 
your dependents traveled 
separately
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Smart Voucher Instructions

• Category of travel will be “PCS”

• Type of user is “Active Duty”

• Select “Fort Hood, TX” as your AMPO (Finance Office)

• Select “Next”

Fort Hood, TX
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Smart Voucher Instructions
 If your dependents traveled 

with you and they are here, 
select “Yes” for claiming 
dependents.

 If your dependents traveled 
separately or are arriving at a 
later date, this voucher will 
be for your travel only. 
Another voucher for your 
dependents will be 
completed upon their arrival.

 Separate vouchers are 
needed for any dependent 
that traveled to/from a 
separate location or during a 
different timeframe. You may 
use the "Create Dependent 
Voucher" feature found on 
the Menu screen to begin a 
dependent travel claim.
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Smart Voucher Instructions

 Each dependent who 
traveled with you will be 
entered on separate pages

 Dependent’s full address at 
losing sation OR your 
dependent’s address when 
you received your orders

 Don’t forget to mark off 
“Yes” if your dependent 
completed travel

 Click “Save” to add another 
dependent
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Smart Voucher Instructions

 Click “Add Dependent”
 Address will automatically 

populate
 Again, don’t forget to mark 

“Yes” for completed travel
 In order to get reimbursed 

for all dependent travel, you 
need to list ALL
dependents that moved with 
you

 Once they are all listed and 
saved, select “Next”

 If you are claiming a 
secondary dependent, the 
approval memo from DFAS 
is required
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Smart Voucher Instructions
If you drove from your last duty 
location to Fort Hood, TX, this is 
what your Next Stop should look like
• Mode of travel: “Automobile”
• Were you personally responsible 

for the operating expenses? “Yes”
• How many vehicles did you drive? 

1 or 2
• Were you the owner/operator? 

“Yes”
• Arrival country: USA
• Arrival city: is always duty location 

on your orders 
• State: duty location on your orders   

Zip: on your Orders
• Reason for stopping: “Mission 

Complete”
• Arrival Date is the day you 

physically arrived (date you 
signed in at the Copeland Center 
(block 16 of your DA 31)

• Click “Save”

POV Drivers Only
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Smart Voucher Instructions

• Attach the PCS 
order(s), DA31, and 
all receipts required

• Specify if you have 
any unused plane 
tickets; this may be 
left blank

• Specify any general 
remarks
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Smart Voucher Instructions

 Split Disbursement 
is used if you have 
a GTCC and used it

 You can opt to have 
a specified amount 
go straight to your 
GTCC

 Select “Next”
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Smart Voucher Instructions

Verify all of your information then select “Next”
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Smart Voucher Instructions

 Review these 
comments. If you 
need any 
supporting 
documents, Smart 
Voucher will let you 
know what is 
needed.

 Click on “View 
Travel Voucher” to 
preview what your 
Smart Voucher will 
look like.
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Smart Voucher Instructions

- Check the sign box 
(if you are unable to 
check the box go back 
to the “User Type” tab 
and verify you chose 
Fort Hood under the 
“What AMPO are you 
submitting from?” 
option
- Click submit travel 
voucher.
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Smart Voucher Concerns

• Missing Complete Set of PCS Orders

• DA form 31 missing information

a. signature from sign out date, sign in date and approved extension

b.  Soldier departs duty station(on travel voucher) prior to the start date of leave

on the DA form 31

c.  Dates on the DA form 31 and DD form 1351-2 do not match

• DD 1351-2 form missing information

a. “X” member/employee

b. block # 6 and #13 are the same address even though dependents PCS’ed with 

the Soldier to the new duty station (if dependent travel and Soldier’s travel dates are

different, the Soldier can do two separate travel vouchers

c.  Smart voucher rejected back to the Soldier however the Soldier is not making necessary

corrections and resubmitting the travel voucher via smart voucher 
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Smart Voucher Concerns continued

d. Uploading more documents than necessary

e. Uploading pictures of documents that are usually distorted and not legible

f. Missing zero balance receipts for TLE and TLA payments

g. Missing DFAS form 9098 TLE:   https://www.dfas.mil/MilitaryMembers/travelpay/forms/

Ensure that you select FORT HOOD, TX as your 
servicing DMPO/AMPO?
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AMPO Points Of Contact

Need Assistance?
QUESTIONS - Contact your servicing Army 

Military Pay Office (AMPO) at 254-287-9207

Or email us at our group mailbox:
 usarmy.hood.fin-mgt-cmd.mbx.ampo-iop-travel-

section@army.mil

 If you submit PII documentation – make sure that you 
encrypt your email
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U.S. Army Financial Management Command

Army Military Pay Office


