Navy Reserve Travel and Pay Processing Checklist

Whal You Need To Know

|. Messing and Berthing
I:I Verify whether you will be reimbursed for commercial or govermment berthing and messing:

D A Berthing Endorsement or Certification of Non-Avoilability (CHA) is required for reimbursement of commerciol lodging expenses (hotel costs). 1 o CHA is not provided on your ifinerary
and you are directed to sty in government berthing, you must sty in government quarters or obtain o (NA endorsement from the local berthing outharity,

D Vesify govemment messing availubility/non-availability of check-in. |f messing is directed but not available, endorsement ar order madification is required for maal r2imbursement.

2. SELRES Pay & Allowance [for AT & ADT orders)

I:I Upan reparting for duty, submit ta that Command’s local PSD:
|:| Orders with Commond Endarsements (Note: Orders must be imprinted with the word “DRIGINALY )
[ ] Cony of cument/verified NAVPERS 1070/60 “Page 2.

[ ] Completed and signed ACDUTRA PAY AND ALLOWANCE CHECKLIST (requirement vores by PSD).

3. SELRES Travel Claim Checklist [for all orders: AT, ADT: & IDTT|

|:| Subrmit the following to your Reserve Activity within two (2) warking doys of completing trovel:

[ ] Completed Travel oucher DD 1351-2 with ORIGINAL signoture.
I:‘ Copy of endarsed orders.
D Second copy of endorsed arders (anly required for 07T processing).

|:| Receipts for lodging (regardless of amouni) ond ofl reimbursable expenses over $75.00 or more. Credit cord receipts are nof occeptable for rental cors--actual rental cor receipfs ore
raquired.

D Copy of SATO Trave! Hinesary (if trovel incured).
| D Completed Direct Depasit “verificotion” form with Electronic Furds Transfer (EFT) dato (some PSDs require this oaly upon chonge to EFT dato; requirement varies by PSD).
!:l Certification of Hon-Avoilobility (CHA) for commerdial bdging/meots from the BECYBOG (f SATO hos not already provided this on your ltinerary.

I:I Reserve Activity Authorizing Officer {A0) opproval.

WOTE: Incomplete Trovel Clnims e cesult in refurned or fncomplete pojprgnt!

To rinimize geovs on your Trovel Claims, see defaited instructions fo your PSD and globol forms of Aittp./wwwpsosd_novy mil or view the Trvel section of “The Gouge™ (SELRES Sunvival Guids) ot:
wirw.nmvolesarve navimill = COMNAVRESFORCOM (Private Sick) = Welcame Abpord = Customer Service = THE BOUGE,

REF: SFTR VO T and JTR VOL 2,/ DODEMR VOLS L2570
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