
Command Pay & Personnel 
Administrator (CPPA) 

Travel Claims & NP2



Objectives

Identify the steps to complete a travel claim.

Review NP2 upon submission of travel voucher.

Define specific entitlements and allowances.



Travel Claim and Voucher

A written or electronic request for reimbursement of expenses associated with 
official travel. 



Travel Entitlements

 Transportation Allowance

 

 Per Diem Allowance

 

 Miscellaneous Reimbursable Expenses



Transportation Allowance

The amount of reimbursement depends upon the type of transportation 
authorized or approved, the type of transportation available, and the 
type that the traveler actually uses. Multiple transportation options are 
available to a traveler. The Government will consider the needs of the 
traveler, the purpose of travel, the cost, and other factors and then do 
one of the following: 

A. Provide Government transportation. 

B. Purchase commercial transportation on behalf of the traveler. 

C. Reimburse the traveler for personally purchased transportation. 

D. Reimburse the traveler for use of a privately owned vehicle (POV).



Per Diem Allowance (See Current Rates)

The per diem allowance is a daily rate meant to cover living expenses. 
It provides the maximum amount a traveler may be reimbursed for 
lodging, meals, and incidental expenses. The following list of standard 
incidental expenses applies to all travelers:

A. Fees and tips paid to hotel employees, porters, baggage carriers, 
and flight attendants for all official domestic and foreign travel. 

B. Laundry, dry cleaning, and pressing of clothing only while outside 
the continental United States (OCONUS). 

C. Tax and service charges, other than vendor surcharges for using 
a credit card, for any of the expenses listed in this paragraph. 

D. Expenses related to lodging that are listed in the room account. 

E. Transportation tips for courtesy transportation (for example, an 
airport shuttle).



Miscellaneous Reimbursable Expenses 

Miscellaneous reimbursable expenses are one of the three major types of 
standard travel and transportation allowances.

Miscellaneous expenses that are neither transportation-related nor per diem-
related may require AO authorization or approval.



Traditional vs. NP2

Traditional:

▪ Forms will be filled out manually by the Sailor and CPPA. 

▪ Once the forms are received, the CPPA reviews and submits the travel claim package for 
processing to the TPC.

NP2:

▪ Forms are generated via the NP2 Travel Voucher Wizard.

▪ The CPPA can return the claim to member if corrections are need or route to TPC for 
processing.



Traditional Travel Claim Submission

Travel Claim liquidation efficiency requirements:

▪ Submit each Travel Claim package in 1 PDF file and in the document order outlined in 
the Traveler checklist.

▪ Only submit documents that are required to liquidate the travel claim.

 

Submit a supplemental Travel Claim if:

▪ A reimbursable expense was not reimbursed or included with the original voucher.

▪ Delayed travel of dependents was authorized.

▪ A liquidated claim requires correction.

▪ Include the full, original travel claim package with any supplemental claims.



NPPSC 1300/2 (Traveler Checklist)

Corresponding initials 
must be filled out for 

accountability



Traditional Travel Claim Documents

▪ Travel Voucher (DD Form 1351-2); and Travel Voucher Continuation Sheet 
(DD Form 1351-2C), if needed.

▪ All flight itineraries for member and dependents, used or unused. A 
reservation is not a receipt.

▪ Zero balance lodging receipts for any authorized lodging (I-Stops, etc).

▪ Temporary Lodging Expense (TLE) Certification (NPPSC 7220/2)

▪ TLE zero balance receipts

▪ Electronic Funds Transfer Information (NPPSC 7000/1) (Only if required)

▪ Orders and all modifications—with all endorsements and accounting lines, 
newest to oldest.

▪ Receipts are required for any reimbursable expenses that cost $75 or more. 

▪ Appointment/Termination Record (DD Form 577). 



Verify all 
Endorsements: 

Detaching, 
Intermediate 
and Ultimate 

Activities 

Estimated 
Detach 
Date 

(EDD)

Estimated 
Date of 
Arrival 
(EDA)

PCS Orders



PCS Orders (Accounting Data)

The accounting data is 
required for any type of 
travel payments.

Without this data, your 
orders are not funded 
for any travel 
entitlements.



Travel Voucher
DD Form 1351-2



DD Form 1351-2 (Travel Voucher)

The DD Form 1351-2 is 
required to document a 
traveler’s elapsed time and 
provide information 
regarding the travel and any 
reimbursable expenses.





Completing the DD Form 1351-2 (Cont’d)

“Reason for Stop” (Two letter code)
      AD:  Authorized Delay is used for overnight stays or if 
              delayed at airport over midnight.
      AT:  Awaiting Transportation is used when waiting for   
              other modes of travel. This is usually conducted in    
              same day travel, no overnight at terminal.
      HA:  Hospital Admittance is used to indicate inpatient care
              at a medical treatment facility or hospital.
      HD:  Hospital Discharge is used to indicate discharge from
              inpatient care.
      TD:  Temporary Duty is used to indicate time spent 
              performing official business at a location other than  
              the old or new permanent duty station (PDS)
      LV: Leave is used to indicate time away from military 
              duty; either on site, at home of residence or chosen 
              location.
      MC:  Mission Complete is used to conclude travel. “MC”  
               for Permanent Change of Station (PCS) indicates the 
               date the entitlement being claimed is executed to the 

new PDS. For example, MC for enroute travel is the 
              date the  member arrives at the new PDS to report 

for duty. MC for a Personally Procured Move is the 
date the Household Goods (HHG) arrive at the new 
PDS. 



Complete the Temporary Lodging Expense (TLE) 
Certification (NPPSC 7220/2) and provide zero balance 
lodging receipts. 

TLE Limitations:

▪ 10 days CONUS-to-CONUS.  

▪ May be split between detaching and ultimate 
activities.

▪ 5 days CONUS-to-OCONUS. 

▪ Must be used within the vicinity of the 
detaching CONUS activity.

▪ 10 days OCONUS-to-CONUS. 

▪ Must be used within the vicinity of the 
ultimate CONUS activity.

NPPSC 7220/2 (TLE Certification) 



Knowledge Check

Q1.  Why is it important to use the NPPSC 1300/2 
(Traveler Checklist)?

Q2.  Where do travel claims get submitted and within 
how much time?

Q3.  What documents must be submitted with each 
travel claim?



Break slide

10-15 min break 



NP2 Travel Voucher

CPPA Role



How to access training



How to access training cont.



Tools in NP2

When a service member logs into NP2, they have an option to use the “Calculate 
your Travel Entitlement”.

The Travel Entitlements Calculator provides the ability to estimate travel 
entitlements. 

The actual entitlement will be determined when all applicable travel vouchers are 
submitted. 



How to access training cont.



How to access training cont.



Travel Claim Entitlements



NPPSC 1300/2 (Traveler Checklist)

Even If the check list is 
not needed in the NP2 
claim as you can see 
these are items that 
should be looked for 
and verified by the 

CPPA and AO



NP2 CPPA Travel Voucher Overview

NP2 is expanding automation of the Travel Voucher submission process to 
reduce errors and expedite Sailor travel reimbursement. 



NP2 Travel Voucher Flow Breakdown

SAILOR

▪ Will continue to complete and 
electronically sign an online Travel 
Voucher in NP2, upload receipts and 
any additional key supporting 
documents, and electronically submit 
the voucher to their CPPA for 
approval.

▪ Will receive email notification when 
their Travel Voucher has been directly 
returned to them from the TPC clerk 
for corrections and resubmission 
through their CPPA.

▪ Are required to upload their endorsed 
orders with their voucher submission.

CPPA

▪ Upon CPPA voucher approval,  NP2 
will automatically place the approved 
voucher in a queue for TPC clerks to 
access, select, and process. 

▪ This automation eliminates the need 
for CPPAs to manually print, scan, 
and transmit vouchers.

▪ Receive email notification that a 
voucher has been returned from the 
TPC clerk to the Sailor for correction 
and resubmission through the CPPA. 

TPC

▪ Vouchers will automatically be 
available in NP2 for retrieval to 
begin processing.

▪ Vouchers requiring corrections can 
be routed back to the Sailor for 
correction and resubmission 
through the Sailor’s CPPA.

▪ Once the TPC clerk approves a 
voucher for pay, the data from the 
voucher will be uploaded into the 
WinIATS for payment processing.



Establishing a CPPA role in NP2

CPPAs who possess the CPPA profile in NSIPS are automatically 
granted the CPPA MyNavy HR Workforce role in NP2 for the purpose of 
reviewing electronic Travel Vouchers. 

Currently, the only way for a Command Approving Official (with a 
DD577) to review and approve Sailors’ Travel Vouchers in NP2 is to first 
establish a CPPA profile in NSIPS.

NP2 CPPA Role Establishment



NP2 
Travel Voucher Wizard



Things to keep in mind…

• Ensure all documents have been submitted.

• All document requirements must be met and reviewed for accuracy by the CPPA.

• TLE is an option the service member can select if applicable. However, the TLE 
Certificate must be completed and uploaded with all other required documentation in 
NP2 or TLE will not be processed. This will cause a kick back affecting timeliness.

• Check the service member MMPA when reviewing the NP2 Voucher to be aware of 
certain travel entitlements such as DLA with dependents/single.

• When reviewing the service member’s travel claim, verify all order endorsements for 
arriving/ detachment dates as well as MMPA and NISPS history of assignments.



Things to keep in mind…

• In order to recycle a claim, the 1351-2 must be viewed.

• If you recycle a claim, the claim is removed from the CPPA’s list. It will return when the 
member resubmits the claim.

• Orders history should show the members orders within NP2. If unavailable, they will 
need to be pulled from the member’s NSIPS ESR.

• If the member is submitting a supplemental, it must be annotated in the remarks 
section on the 1351-2 and must indicate the purpose of the supplemental.



MMPA

Check the service member MMPA when reviewing the NP2 Voucher to be aware of 
certain travel entitlements such as DLA with dependents/single.

When reviewing the service member’s travel claim, verify all order endorsements 
for arriving/detachment dates as well as MMPA and NISPS history of assignments.



DJMS COMMON VERBS

JJAA –MMPA Inquiry

LOPG – Enlisted Master File  

L0OG – Officers Master File

36



MMPA LOGIN

UNCLASSIFIED 1/7/2024 37



JJAA - Login

UNCLASSIFIED 1/7/2024 38



Recognizing FIDs 

UNCLASSIFIED 1/7/2024 39

Open



MMPA JJAA BREAKDOWN

Basic Pay – Open

Updated based on rate change, 

grade change, longevity

Action indicator code

Transaction is closed

Accompanied status 

0 = w/o dep / 1 = w/dep

Zip code determines rate of 

BAH

UNCLASSIFIED 1/7/2024 40



LOPG

UNCLASSIFIED 1/7/2024 41



Screen 3 Member Data

Current command in 
addition to gain and 
loss information.

Information for advancement exam eligibility.
UNCLASSIFIED 1/7/2024 42



L0OG

1/7/2024 UNCLASSIFIED 43



Officer Screen Selection Menu

1/7/2024 UNCLASSIFIED 44



Officer Summary/Duty History

1/7/2024 UNCLASSIFIED 45



DMO MMPA Inquiry

1/7/2024 UNCLASSIFIED 46



MMPA LOPG Web Entitlements

UNCLASSIFIED 1/7/2024 47



Travel Voucher Summary

Once the service member is paid, a Travel Voucher Summary can be 
requested for a breakdown of the travel claim payment.



Travel Voucher Summary

The block this claim 

belongs to within the 

IATS system

The actual date paid

The date the claim 

was prepared in IATS

The dates the encompass the claim



Travel Voucher Summary

Total amount paid 

after advances and 

current claim have 

been calculated

Total is the sum of the previous 

section. Less partial payments 

account for any prior payments 

made to this claims

Total amount paid per 

entitlement authorized



Travel Voucher Summary

Remarks made by 

TSC clerk to 

provide more 

information on the 

claim, will also 

show reasons why 

payment was done 

in a specific 

fashion

This section just holds the 

initials of who has worked on 

the claim within IATS



Travel Voucher Summary

Shows a break down of what was reimbursed to the 

member on each given date of travel



Travel Voucher Summary

The maximum lodging rate 

authorized per the area the 

member staid in

the actual lodging amount per 

the members Zero balance 

receipt



Travel Voucher Summary

The shows the amount the 

service member selected to be 

sent to pay off there GTCC 

amount



Routing Guidance



Routing Guidance



Routing Guidance



Routing Guidance



Best Practices 

▪ Ensure service member provides all required documents IAW the NPPSC Traveler 
Checklist (especially all orders/modifications).

▪ Ensure lodging receipt is itemized with a zero balance.

▪ Ensure CPPA has a documented DD577 when signing as the Approving Official (AO).

▪ If using the GTCC, make sure split disbursement is selected and the amount entered.

▪ Maintain access to current forms and utilize NPPSC Traveler Checklist. 
https://www.mynavyhr.navy.mil/References/Forms/NPPSC-Forms/ 

https://www.mynavyhr.navy.mil/References/Forms/NPPSC-Forms/


References

▪ Joint Travel Regulation (JTR)
▪ Chapter 5, Permanent Duty Travel, Part A, Uniformed 

Members Only
▪ Appendix G: Quick Reference Tables for Reimbursable 

and Non-Reimbursable Official Travel Expenses

▪ DOD FMR Volume 9
▪ Chapter 6:  Permanent Duty Travel 
▪ Chapter 8:  Processing Travel Claims

▪ MILPERSMAN 1070-270:  NAVPERS 1070/602, Dependency 
Application/Record of Emergency Data 

▪ Defense Travel Management Office Website:  
http://www.defensetravel.dod.mil/    
▪ Travel Tools
▪ Training Resources
▪ Travel Regulations and Allowances
▪ Travel Programs and Assistance

▪ NAVADMIN 129/22: Mandatory Use of the Navy 
Personnel and Pay (NP2) MyPCS Travel Voucher 
Submission Tool and Government Travel Charge 
Card (GTCC) during Permanent Change of Station 
(PCS) Travel

▪ MILPCS Travel Claim Settlement SOP: 
https://flankspeed.sharepoint-
mil.us/sites/MyNavyHR_MNCC/Lists/SOP%20PDFs/
AllItems.aspx

▪ Other Associated SOPs 

▪ Receipt SOP https://flankspeed.sharepoint-
mil.us/sites/MyNavyHR_MNCC/Lists/SOP%20P
DFs/AllItems.aspx 

http://www.defensetravel.dod.mil/
https://flankspeed.sharepoint-mil.us/sites/MyNavyHR_MNCC/Lists/SOP%20PDFs/AllItems.aspx
https://flankspeed.sharepoint-mil.us/sites/MyNavyHR_MNCC/Lists/SOP%20PDFs/AllItems.aspx
https://flankspeed.sharepoint-mil.us/sites/MyNavyHR_MNCC/Lists/SOP%20PDFs/AllItems.aspx
https://flankspeed.sharepoint-mil.us/sites/MyNavyHR_MNCC/Lists/SOP%20PDFs/AllItems.aspx
https://flankspeed.sharepoint-mil.us/sites/MyNavyHR_MNCC/Lists/SOP%20PDFs/AllItems.aspx
https://flankspeed.sharepoint-mil.us/sites/MyNavyHR_MNCC/Lists/SOP%20PDFs/AllItems.aspx


Questions?



Thanks for your participation in 
today’s  

NP2 Travel Claim

training!

Conclusion
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