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Military Pay Brief

5/31/2024Integrity - Service - Innovation

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



Disclaimer

 For those Soldiers that are in-processing near the 
mid-month cutoff for pay effecting the 15th pay- 
check (usually between the 4-7th of the month) 
and the end of month cutoff  for pay affecting the 
1st of the month pay-check (usually between the 
20-23rd of the month) you may occur a debt for 
overpayment of entitlements for previous duty 
station that will reflect on the end of the month 
LES.
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Leave

 IPPS-A leave request 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 soldier must have a DD-
1610

 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
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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  



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)
 DA Form 3286-59, 3286-63, 3289-66 Annex B(not Annex A) all pages 1-

10/11
 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 and 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 -
• Fort Cavazos BAH starts effective date you 

sign-in to installation. 
• 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



TRAVEL PAY BRIEF



How To Submit Travel Pay Claims?
 All PCS Travel Pay requests and reimbursements are 

processed through the Smart Voucher System.
 You can submit claims for: 
Dependent travel and DLA
Hotels (TLE)
Flights
TDY in-around mileage
POV mileage pay
PCS Per-Diem

 Detailed instructions on completing a Smart 
voucher for PCS Travel Pay located on slide 27



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

http://www.dfas.mil/checktravelstatus


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

5/31/2024Integrity
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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 



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 14 days of TLE on a CONUS to CONUS move or 

OCONUS to CONUS move no more than 75 miles from losing or gaining 
duty station. Any hotels in between is covered in per diem.

• NO EXTENSION will be authorized for reimbursement beyond the 14 days 
authorized.

 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. 



Temporary Lodging Allowance (TLA)

• Authorized by the Overseas Housing Office
• Soldier must have following documents to request TLA for overseas hotels  

Statement of Non-Availability (SNA)/Housing Authority Memo, Hotel Receipt 
(detailed and zero balance), DD Form 1351-2, TLA Request Memo.

• Submit directly to Finance office

• TLA is to partially reimburse a member for expenses incurred while occupying 
temporary lodgings overseas. 

• This entitlment requires prior authorization from the overseas housing office.



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 - $0.22 Two vehicles - $0.22 
 Total for two vehicles is $0.44 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 2023
 Soldier    $166.00 per day
 Dependents 12 and over $124.50 per day
 Dependents under 12  $  83.00 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



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

http://www.defensetravel.dod.mil/site/otherratesDLA.cfm


DLA Rates effective 1 Jan 2024

 Gr W/O Dep  With Dep
 E-9 $2,901.73 $3,825.45
 E-8 $2,663.36 $3,526.23
 E-7 $2,275.44 $3,273.97
 E-6 $2,202.82 $3,270.94
 E-5 $2,202.82 $3,270.94
 E-4 $2,202.82 $3,270.94
 E-3 $2,171.53 $3,270.94
 E-2 $1,867.10 $3,270.94 
 E-1 $1,724.50 $3,270.94 
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 Gr W/O Dep  With Dep 
 O-6 $4,387.31 $5,300.61 
 O-5 $4,225.56 $5,109.25 
 O-4 $3,915.89 $4,503.90 
 O-3 $3,138.27 $3,726.23 
 O-2 $2,489.43 $3,181.75 
 O-1 $2,096.25 $2,844.29
 O-3E $3,388.77 $4,004.57
 O-2E $2,880.83 $3,613.20 
 O-1E $2,477.24 $3,338.32
 W-5 $3,978.49 $4,347.32
 W-4 $3,533.16 $3,985.50 
 W-3 $2,969.53 $3,651.46 
 W-2 $2,637.29 $3,359.20 
 W-1 $2,207.55 $2,905.21 



AMPO Points Of Contact

Need Assistance?
QUESTIONS - Contact your servicing Army 

Military Pay Office (AMPO) at 254-287-9697 or 
254-618- 7609

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

section@army.mil

 

      

mailto:usarmy.hood.fin-mgt-cmd.mbx.ampo-iop-travel-section@army.mil
mailto:usarmy.hood.fin-mgt-cmd.mbx.ampo-iop-travel-section@army.mil


References

 DoD Financial Management Regulation Volume 7A - Military 
Pay Policy And Procedures - Active Duty And Reserve Pay

 Joint Travel Regulation
 Chapter 5



Documents Required
For

 Military Pay and PCS Travel and TDY 
Enroute Processing

Documents Required 



Packet Breakdown
Arrival/Travel Packet

 Completed Smartvoucher
 DFAS 9098 – TLE Form, if applicable

 PCS Orders to include
 Amendments, if applicable
 DD 1610, if applicable

 Itemized daily lodging receipt for TLE 
claim with a ZERO balance, if 
applicable

 Receipts for any reimbursable expense 
over $75.00

 IPPSA– Leave Form with blocks 14 and 
16 completed

 TLA Packet

 DMPO Form – TLA Worksheet

 DD 1351-2 – Travel Voucher

 DA 31 – Leave Form with blocks 
14 and 16 completed

 PCS Orders to include
 Amendments, if applicable
 DD 1610, if applicable

 Itemized daily lodging receipt 
for TLA claim with a ZERO 
balance

 Authorization from Overseas 
Housing Office



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



Completing the Travel Voucher

Smart Voucher Instructions
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• Log in with your credentials (myPay username and password)

OR

• Click “Login with CAC” 
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Smart Voucher homepage

• Can view old vouchers and 
create new vouchers

• Click on “Create”
• Click on “New Voucher” 

to create a voucher
• Click on “Create 

Dependent Voucher” if 
your dependents traveled 
separately

• Click on “Create Travel 
Advance” to request 
advanced travel or 
advanced DLA 
payments.
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• Category of travel will be 
“PCS”

• Type of user is “Active Duty”

• Select “Fort Cavazos, TX” as 
your AMPO for PCS

• If separating, select either “I 
am retiring from service” or “I 
am separating from service” 
as appropriate.

• Select “Continue”
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 Travel Order # - found in the top 
left corner of your orders

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

 If you are not submitting voucher 
to an AMPO, you must upload 
your orders here.

 Did your household goods move?

 You can claim DLA if your 
dependents traveled with you OR 
if you are a single E6 and above 
OR traveling from an 
unaccompanied PCS and your 
family is here

 NOTE: If you received a DLA 
advanced payment, you MUST 
select YES for DLA

I
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 If your spouse is active duty 
military, select “Yes” 

 Fill in using your spouse’s 
information:
 Social Security Number
 First name
 Last name
 Branch of service 
 Current duty station



Smart Voucher Instructions

34

 You will answer “Yes” if you 
took a travel advance or 
DLA advance
 Does not include a Pay 

Advance
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 Enter your personal information
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 Use local address if you have 
one

 If you do not have a permanent 
address, use the following: 

 Replacement Detachment  
Building 16008

     Fort Cavazos, TX 76544



Smart Voucher Instructions

 Unit of Assignment: 
 New unit you are 

going to
 Make sure to 

include:
– “Fort Cavazos, TX”

 Email address can be 
military or civilian
 Use an email that 

you use often

 Do you have GTCC? 
“Yes” or “No”

37
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 If your dependents traveled 
with you and they are here, 
select “Yes” for claiming 
dependents. If you and your 
family left the last duty location 
at the same time and drove 
two vehicles.

 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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• Check the “Traveled” box 
for each dependent you 
are claiming or click “Add 
Dependent” to add new 
dependents
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 Each dependent who traveled 
with you will be entered on 
separate pages

 Dependent Street, City, State, 
Country and Zip Code is your 
OLD address (address at last 
duty station) OR your 
dependent’s address when 
you received your orders

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

 In order to get reimbursed for all 
dependent travel, you need to 
list ALL dependents that moved 
with you

 If you are claiming a secondary 
dependent, the approval memo 
from DFAS is required

 Click “Save” to add another 
dependent
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 TLE Eligibility
 Were you assigned 

unaccompanied housing (i.e a 
barracks room) at old duty 
station? Yes or No

 If yes, what date did you clear 
housing? Enter date.

 Were you assigned 
unaccompanied housing (i.e a 
barracks room) at new duty 
station? Yes or No

 If yes, what date did you sign 
into housing? Enter date.

 Did you do a PPM/DITY move?
 Date household goods picked 

up? (If unknown use leave sign-
out date on DA31)

 Date household goods delivered 
or scheduled for delivery? (If 
unknown use leave sign-in date 
on DA31)
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• Click “Add a Location”
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 TLE Location

 Select YES to enter TLE lodging 
locations.

 TLE location must be within 75 
miles of gaining or losing duty 
station.

 Enter required lodging 
information.

 If you are claiming “meals only” 
select NO for daily lodging costs.

 Each hotel location or rate 
change must be entered 
separately. Select yes until all 
dates and locations to be 
claimed are listed. 

 Select next when completed.
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 TLE Expenses

 From your lodging receipt, add 
daily lodging cost (minus pet 
fees) and taxes together. This 
will be your daily lodging total.

 Enter the total daily lodging cost 
in the amount block for the 
appropriate day.

 IMPORTANT: Select yes or no 
depending on if GTCC was 
used.
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 TLE Persons Claimed

 Check each block for persons 
claimed as applicable for 
each date range.
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 TLE Certification

 Check the signature box
 Click the Sign button
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 This is how you get 
reimbursed for your travels

 We need to know every time 
you changed modes of 
transportation
 i.e. Cab to the airport then 

got on a plane
 You will need your leave form 

for the dates that you signed 
in and out (blocks 14 &16)

 Select the box in the bottom 
left
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CLICK ADD
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 CONUS DEPARTURE
 The day you departed your 

previous duty station.
 This must be on or after your 

DA 31 block 14 sign out date 
or your IPPS-A Absence 
Request Form

 CONUS/HI/AK
 Enter USA
 Use last duty location – Last 

Duty Station not where you 
resided

 Zip code from your orders
 Mode of travel: “Automobile”
 Were you personally 

responsible for the operating 
expenses? “Yes or No”

 Were you the 
owner/operator? “Yes or No”
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If you drove from your last 
duty location to Fort 
Cavazos, TX, this is what 
your Next Stop should look 
like
 Mode of travel: 

“Automobile”
 Were you personally 

responsible for the 
operating expenses? 
“Yes”

 Were you the 
owner/operator? “Yes”

 Did you drive to/from 
terminal? “No” 

 Click “Save”

POV Drivers Only



Smart Voucher Instructions
 Arrival country: USA
 Arrival city: is always “Fort 

Cavazos, TX” NOT where 
you are residing at or going 
to reside at

 State: Texas    Zip: 76544
 Arrival Date is the day you 

signed in at your new duty 
station (on or before DA 31 
block 16 sign in date)

 Did you incur any lodging? 
This is separate from TLE. 
 We will fill out a different 

form for your TLE stay
 Do not list hotels in route 

during travel. These are 
covered by your travel per 
diem

 Click “Save”

51
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 Reason for stopping: 
“Mission Complete”

 Select “No” for vehicle 
drop off/pick up

 Click “Save & Continue”
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 OCONUS DEPARTURE
 The day you departed your 

previous duty station.
 This must be on or after your 

DA 31 block 14 sign out 
date.

 OCONUS
 Enter country departing from
 Use last duty station
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We need to know how you got to the 
airport first.
 Mode of travel is “Automobile” if you 

took a cab or someone drove you; 
“Bus” if you took a bus

 Arrival country
 What bus depot= airport that you 

flew out of 
 Answer the next questions based on 

your travel

Flying to Fort Cavazos: Part 1
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Flying to Fort Cavazos: Part 1 Cont.

 Reason for 
stopping at the 
airport is 
“Awaiting 
Transportation”

 Day you arrived 
should be the 
same day or next 
day

 Lodging 
expenses? Only if 
you have an 
authorized delay
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Part 2 is about the day you left the airport
 Mode of travel “Plane”
 Arrival country/airport/state/zip code 

is the location that you flew into 
 When flying from OCONUS 

location, First stop is the port of 
entry to USA

 Did the government own the plane?
 Did you have to pay for your plane 

ticket? 
 If you used your GTCC, you 

personally paid for your ticket

Flying to Fort Cavazos: Part 2
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Flying to Fort Cavazos: Part 2 Cont.

 Reason for 
stopping is

      “Awaiting 
Transportation”
 Arrival date 

 Should be same 
day or next day

 Lodging expenses?
 Does not include 

TLE
 Click “Save”
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Part 3 is about the day you left the arrival 
airport
 Answer the questions regarding mode 

of travel

Flying to Fort Cavazos: Part 3
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Flying to Fort Cavazos: Part 3 Cont.  Arrival ZIP CODE is 
“76544” 
 Your final arrival 

city will always be 
your new duty 
location

 Reason for stopping 
at your new duty 
location is ALWAYS 
“Mission Complete”

 Arrival Date is the 
day you signed in at 
your new duty 
station (on or before 
DA 31 block 16 sign 
in date)

 Lodging expenses 
do not include TLE
 Will be filled out a 

separate form
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 Check your itinerary for 
completeness
 Remember, we need to know 

every time you change modes of 
transportation

 Select “Save & Continue”
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 Reimbursable expenses 
include: 
 Tolls
 Airfare
 Excess Baggage (Must be 

stated on the orders)
 Authorized Delay at Airport
 Taxi Cabs 
 CTO fees

 If you have a reimbursable 
expenses, select “Add”
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 Select “One Time Expense” or 
“Daily Expense”

 Select date of expense
 Select type of expense
 Insert the amount

 Remember, a receipt is needed 
for anything over $75 and all 
lodging

 Select “No” or “Yes” if it was 
charged to you GTCC

 Click “Save”
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 If you have other 
Reimbursable Expenses, 
select “Add”

 If no others, select “Save & 
Continue”
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 Add a Document-see next slide

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

 Specify any general remarks

I

Step 9
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ADD a document
 Click Add a Document

 Select the appropriate 
category. Note: a 
document must be 
uploaded in the orders 
category before 
submission to DFAS.

 Choose file location and 
upload document
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 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

 Keep in mind, you 
are responsible for 
your GTCC

 Select “Save & Continue”
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Verify all of your information then select “Next”
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 Check the sign box

 Click submit travel 
voucher

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



U.S. Army Financial Management Command
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