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Travel Advances 


Major Glenn Rowley

Updated by 2nd Lt Karunesh Khanna, August 2002

AUTHORITY: Joint Federal Travel Regulation, Vol. I (military) and Joint Travel Regulation, Vol. II (civilian) (31 Dec 01); AFI 65-103, Temporary Duty Orders (23 Feb 01); AFI 36-2906, Personal Financial Responsibility (1 Jan 98); AFMAN 34-255, Directory of Government Quarters and Dining Facilities (1 Jan 98).

HOW TO GET IT

Official travelers may obtain an advance of their travel expenses solely through a Government Travel Card (GTC) program. This program is currently administered by Bank of America. All ANG travelers are eligible for the card, however, commanders have the authority to deny a card to anyone with financial problems or a history of card abuse. Members may obtain a card application from your local finance office. The finance office will forward the application to Bank of America. New card applications will be processed within three business days of receipt.  Rush processing for delivery of GTCs within 24 hours is available at an extra charge to the Government. 

Members are required to use the GTC for all official travel. 

GOVERNMENT TRAVEL CARD 

CASH ADVANCE:  GTC holders may obtain advance travel payments through automatic teller machines (ATMs). Maximum per-day dollar limits for travel advances payable through the ATM system are currently $250 per day and $500 per 7-day period. The benefit to travelers is that they have access to a regular supply of cash for meals and incidental expenses during the course of the TDY without the need to carry large sums of cash, which are susceptible to theft or other loss. 

All cardholders will automatically receive a Personal Identification Number (PIN) with the card. This PIN allows cash withdrawals from most ATMs. PINs are received by mail usually within 10 days after receiving the Card. 

Travelers in possession of or eligible for a card are limited to the following amounts of travel advances: 100% for meals and incidental expenses, and 80% for all authorized and allowable expenses such as meals, lodging and incidentals (taxi, registration) when the card cannot be used. 

HOW TO REPORT IT 

Once travel is completed, members should file DD Form 1351-2, Travel Voucher or Subvoucher, to obtain full reimbursement. Members should use reimbursements to pay the card company. Cardholder statements are payable in full upon receipt and delinquency will not be tolerated. A long TDY trip is no excuse for late payment of the GTC bill.  Members on a long TDY may make arrangements with the finance office to submit a voucher for payment for a portion of the TDY (ex: monthly vouchers for extended TDY).

NOTE: To ensure that applicable fees are reimbursed only for official travel expenses, travelers will not be reimbursed for ATM fees when the ATM advance was taken earlier than 5 days prior to departure. 

KWIK-NOTE: The Government Travel Card program is easily abused. Ensure that members know that they may use the GTC ONLY for official travel expenses. 
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