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TRAVEL CLAIM PROCESS





Late Payment Fees and Charges.  Please refer to the Travel Claim Process above.  When you submit a travel claim, Accessions Department performs a courtesy review and if complete, submits your claim to the Bethesda Personnel Support Activity Detachment (PSD) for processing (as shown above).  In the event PSD delayed processing your travel claim, a supplemental travel claim can be submitted if you incurred late payment fees and charges.  “Delayed processing” is defined as 30 days have past since PSD received your travel claim along with all supporting documents.  If PSD requested corrections to be made to the claim or additional information was required, the 30 days starts over again from the time that all documents were properly received by PSD.    
To receive reimbursement for late payment fees and charges incurred on your credit card due to delayed processing, you must submit a Supplemental Travel Claim request using the same Travel Voucher Request form DD 1351-2.  A supplemental travel claim can only be submitted once you have received payment from the original travel request.  To ensure proper processing, include the following when submitting a supplemental travel claim:
1. Complete a new Travel Voucher Request DD 1351-2  with the following information:
a. Write in large letters on the top center margin of the form the word “SUPPLEMENTAL.”

b. Complete blocks 1-8 and 11 with your information.  

c. Leave blocks 12-17 blank.

d. In block 18, enter the late payment fees and charges for which you are requesting reimbursement.

e. In block 20, sign and date.
2. Attach a copy of documents supporting the fact that late payment fees have been incurred (credit card statement). 

3. Scan and email the Supplemental Travel Claim request and supporting documents to OH@med.navy.mil.

COMPLETING A SUPPLEMENTAL TRAVEL CLAIM
Step 1. Complete blocks 1-8 and 11 as shown.

SUPPLEMENTAL
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Step 2.  Enter late payment fees and charges in which you are requesting reimbursement.

Step 3.  Sign and date block 20 a, b.
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Step 4.  Scan and email the OH@med.navy.mil the Supplemental Travel Claim and supporting documents (credit card statement).
Student submits Travel Claim Request and supporting documents to � HYPERLINK "mailto:OH@med.navy.mil" �OH@med.navy.mil� 





If Request is accurate, documents are submitted to Personnel Support Activity Detachment (PSD) for processing





Accessions Department reviews Request and documents





DFAS pays the member via Electronic Fund Transfer (EFT)
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If Request is accurate and no further supporting documents are required, PSD submits payment to DFAS








PSD Reviews Request and documents











