Department of Defense (DoD)

Miscellaneous Payment Templates

As of November 13, 2006

On the following pages, you will find the miscellaneous templates created thus far by the DoD miscellaneous payment working group. A sample template is provided at the outset to give you an idea of the type of information that should be contained within each template. Also provided is a key for the color coding contained within each template. The working group seeks your assistance in correcting and enhancing these templates.
Thank you in advance for providing your feedback on these draft templates. Your comments are requested by January 11, 2007, and should be submitted to Greg Plasters of the DoD Purchase Card Program Management Office. Please read the background and instructions provided on the prior page for additional details.

SAMPLE TEMPLATE:

	Code: 4 letter alphabetic code
	Title: Title correlating to 4-letter alphabetic code

	Reimbursement Type:
	
 FORMCHECKBOX 
 Employee Reimbursement 


	Short Description: Brief narrative description of employee reimbursement.

	Description: More detailed description of employee reimbursement. Include citations to applicable source material in brackets where appropriate (see color key below).

	Examples: Include any illustrative examples that might assist in understanding the circumstances where this type of employee reimbursement may be made.

	Authority
	Citation #1
	Additional detail on Citation #1 (e.g., title or description)

	
	Citation #2
	Additional detail on Citation #2 (e.g., title or description)

	Tax
	Indicate whether the payment event is taxable or not taxable.

	Pay
	Indicate when payment should be made.

	Prompt Pay?
	Indicate whether the Prompt Payment Act applies. If the “pay” field indicates “hold for 30 days,” that is an indicator that the Prompt Payment Act applies.

	Documents
	Identify associated standard forms.

	Required Dates
	Identify the dates to use when rendering payment. Relevant dates could include:

· Invoice Date

· Invoice Received Date (INV RVCD)

· Merchandise Delivery Date (MDSE DEL)
· Merchandise Acceptance Date (MDSE ACCPT)

	Amounts Payable: Indicate any limits on the amounts payable.

	Voucher Preparation: Indicate who is responsible for preparing the voucher.

	Voucher Support:  Identify any supporting documentation that must accompany the voucher form(s) identified in the “Documents” field.

	Condition for Payment: Identify any preceding events or activities that must be accomplished before an amount is payable.

	Not Payable: Identify any limits on what can be paid.

	Service Appropriation: Identify any limits on the appropriations account against which the payment should be charged.


KEY:

The following font colors indicate the source of the guidance that is included in the templates.   

Blue – DoD Financial Management Regulation (FMR)
Green – Military Service Standard Operating Procedures (SOPs)
Red – Other Guidance (Statutes, DoD Instructions)
Black – New Text
	Code: BILL
	Title: Billetting

	Reimbursement Type:
	 FORMCHECKBOX 
 Employee Reimbursement 


	Short Description:  Reimbursements for housing rental and/or hotel bill payments to house military personnel and their families.

	Description: Reimbursements for housing rental and/or hotel bill payments to Reserve component members who must travel more than 50 miles from the member's residence to perform inactive duty training, providing that the Reserve component members who are performing active duty or inactive duty training and are not otherwise entitled to travel and transportation allowance with lodging in kind, as provided in 37 U.S.C. 404(i), when transient Government housing is not available.  [DoDI 1225.9]                                

	Examples: 

	Authority
	10 USC Section 12604
	§ 12604 Billeting in Department of Defense facilities: Reserves attending inactive duty training.

	
	JFTR, Paragraph U7150(C)(6)
	

	Tax
	

	Pay
	Pay immediately

	Prompt Pay?
	Not applicable

	Documents
	Paid on an externally certified SF1034

	Required Dates
	Invoice Date – date of invoice or SF1034

INV RVCD – date stamp of designated billing office and/or invoice date
MDSE DEL – SF1034 Certifying Official date

MDSE ACCPT – SF1034 Certifying Official date

	Amounts Payable:

	Voucher Preparation:

	Voucher Support:  Supported by DD250 and invoice or receipts

	Condition for Payment: 

	Not Payable:

	Service Appropriation: 


	Code: CLTH
	Title: Clothing

	Reimbursement Type:
	 FORMCHECKBOX 
 Employee Reimbursement 



	Short Description:  Reimbursements for approved clothing. 

	Description: Reimbursements to civilians for approved clothing allowances that are required to complete job related functions, and for civilian uniform allowances, security police, firefighters, etc.  Reimbursements for Military officers assigned to a permanent duty station at a location outside the United States for approved civilian clothing allowances if such officer is required to wear civilian clothing all or a substantial portion of the time in the performance of the officer's official duties.   
------------------------------------------------------------------------------------------------------------

Lost or Damaged Clothing:  Reimbursements to Military Service members for clothing items destroyed, damaged, lost, abandoned, captured, or otherwise rendered unusable, incident to military training or service, if the loss was not caused by any fault or negligence of the member. [FMR Vol 7A 290502]

Civilian Uniform Allowances. Payments for clothing allowances approved for Civilians to complete job related functions, and for civilian uniform allowances, security police, firefighters, etc.  Payment of civilian employee uniform allowances will be made in cash or by check on public vouchers prepared and certified by proper authority. Payment will be made by the disbursing office serving the activity for the payment of civilian payrolls. When more than one employee is paid in cash on the same voucher, the signature of each payee acknowledging payment will be obtained on the original voucher. The payment will be charged to the same appropriation and subsidiary accounting data normally charged for the salary of the personnel concerned. [FMR 120220]
Civilian clothing allowance for Military Officers: Under regulations prescribed by the Secretary of Defense, an officer of an armed force who is assigned to a permanent duty station at a location outside the United States may be paid a civilian clothing allowance in such amount as the Secretary shall determine under regulations if such officer is required to wear civilian clothing all or a substantial portion of the time in the performance of the officer's official duties. A clothing allowance under this section is in addition to any uniform allowance to which an officer is otherwise entitled under this title. [37 USC 419]

	Examples:

	Authority
	37 USC Section 418
	Clothing allowance: enlisted members

	
	37 USC Section 419
	Civilian clothing allowance (for Military Officers)

	
	10 USC Section 1593
	Uniform allowance: civilian employees.

	Tax
	

	Pay
	May be paid immediately

	Prompt Pay?
	Not applicable.

	Documents
	Civilian Reimbursements of expenses are paid on a certified SF 1164, supported by approval memorandum and/or receipts.

Payments to Military members for lost or damaged clothing, and for purchase of Military Dress Blue Uniforms are paid on an externally certified SF1034 and supported by a DA3078 and receipts, memorandum, and/or invoice.

	Required Dates
	Invoice Date – date of invoice or SF1034

INV RVCD – date stamp of designated billing office or invoice date

MDSE DEL – SF1034 Certifying Official date

MDSE ACCPT – SF1034 Certifying Official date

	Amounts Payable:

	Voucher Preparation: The disbursing office will prepare an SF 1034 for payment to the member.

	Voucher Support:  [FMR 120221] Military personnel entitled to reimbursement for lost or damaged clothing submit an original and two copies of approved form Personal Clothing Claim.

	Condition for Payment: 

	Not Payable:

	Service Appropriation: (Civilian) The payment will be charged to the same appropriation and subsidiary accounting data normally charged for the salary of the personnel concerned.  


	Code: CRIM
	Title: Miscellaneous Expenses to Defense Investigative Services (DIS) agents

	Reimbursement Type:
	 FORMCHECKBOX 
 Employee Reimbursement



	Short Description: Miscellaneous Expenses to Defense Investigative Services (DIS) agents.

	Description: Reimbursement of Miscellaneous Expenses to Defense Investigative Services (DIS) agents for investigative costs, such as parking fees, police and court record checks, transcripts, photographs, or miscellaneous investigative fees.  [FMR 110203]  

	Examples: 



	Authority
	Executive Order 12829 - January 6, 1993
	National Industrial Security Program

	
	10 USC 127
	§ 127. Emergency and extraordinary expenses

	Tax
	

	Pay
	Pay immediately.

	Prompt Pay?
	Not applicable

	Documents
	Paid on an externally certified SF1034

	Required Dates
	Invoice Date – date of invoice or SF1034

INV RVCD – date stamp of designated billing office or invoice date
MDSE DEL – SF1034 Certifying Official date

MDSE ACCPT – SF1034 Certifying Official date

	Voucher Support:  

	Condition for Payment: 

	Not Payable:

	Service Appropriation:


	Code: GIFT
	Title: Official Gifts

	Reimbursement Type:
	 FORMCHECKBOX 
 Employee Reimbursement


	Short Description:  Reimbursement of expenses for the purchase of official gifts.

	Description: Reimbursement of expenses for the purchase of official gifts.

	Examples: Ceremonial sword purchased for the visiting minister of defense of a foreign nation.


	Authority
	10 USC Section 127
	Emergency and extraordinary expenses

	
	DoDD 7250.13 
	Official Representation Funds (ORF)

	Tax
	

	Pay
	Pay immediately

	Prompt Pay?
	Not applicable

	Documents
	Paid on an externally certified SF1034

	Required Dates
	Invoice Date – date of invoice or SF1034

INV RVCD – date stamp of designated billing office or invoice date

MDSE DEL – SF1034 Certifying Official date

MDSE ACCPT – SF1034 Certifying Official date

	Amounts Payable:

	Voucher Preparation:

	Voucher Support:  Supported by an invoice and/or memorandum.

	Condition for Payment: 

	Not Payable: 

	Service Appropriation:


	Code: LGLC
	Title: Legal Claims 

	Reimbursement Type:
	 FORMCHECKBOX 
 Employee Reimbursement 


	Short Description:  Payment of approved claims under the Federal Tort Claims Act and other noncontractual claims against the United States.

	Description:  Claims Under the Federal Tort Claims Act and Other Noncontractual Claims.  Persons who have been designated to approve or disapprove claims cognizable under these statues and the regulations governing preparation, submission, adjudication, and payment of the claims can be obtained from local office of counsel or judge advocate office. Send claims approved by the Secretary of a Military Department, or by designated approving authorities in the office of counsel or judge advocate general, to the appropriate DFAS Center or local disbursing office for preparation and payment of the public voucher. Claims approved by other designees are forwarded to the local disbursing office that serves the approving authority for preparation and payment of the public voucher. 

	Examples: 



	Authority
	28 U.S.C. 2671-2680
	Federal Tort Claims Act

	
	
	

	Tax
	

	Pay
	May be paid immediately

	Prompt Pay?
	Not applicable

	Documents
	Paid on an externally certified SF1034 

	Required Dates
	Invoice Date – date of invoice or SF1034

INV RVCD – date stamp of designated billing office or invoice date

MDSE DEL – SF1034 Certifying Official date

MDSE ACCPT – SF1034 Certifying Official date

	Amounts Payable 

The Secretary of Defense or designee is authorized to pay claims against the United States for money damages of: 

1. $2,500 or less under the Federal Tort Claims Act as amended by 28 U.S.C. 2671-2680. 

2. $100,000 or less under property loss; personal injury or death; incident to noncombat activities of Department of Army, Navy, or Air Force. (See 10 U.S.C. 2733.) 

3. $1,000 or less under property loss; personal injury or death; incident to use of property of the United States and not cognizable under other law. (See 10 U.S.C. 2737.) 

	Voucher Preparation:

	Voucher Support:  Supported by an invoice, settlement agreement, court order, and/or memorandum.

	Condition for Payment: 

	Not Payable:  

	Service Appropriation:
 


	Code: MEDS
	Title: Medical Services Provided by Civilian Non-Federal Sources 

	Reimbursement Type:
	 FORMCHECKBOX 
 Employee Reimbursement 


	Short Description:  Reimbursement for Civilian Medical and Dental Treatment Paid from Personal Funds 

	Description: 

Reimbursement for Civilian Medical and Dental Treatment Paid from Personal Funds  [FMR 110107]

A. Members. The cost of authorized civilian medical and dental treatment ordinarily is paid directly to doctors and hospitals by each Military Service. However, claims for reimbursement from individuals who have defrayed the expense of authorized care will be paid on an SF 1164. The SF 1164 will bear the claimant's signature on the face of the form as well as the certification of the approving authority and will be supported by paid itemized invoices. 

B. Dependents of Members. Instructions concerning the administration of civilian non-Federal medical and dental care for dependents and retired personnel are published in the current series of DoD 6010.8-R. The Office of Civilian Health and Medical Program of the Uniformed Services has the responsibility for contracting and paying for medically necessary care from the civilian sources that is received by eligible dependents and retired personnel. When Medical Treatment Facilities (MTF) are managing the care of dependents and retired personnel, and must refer such personnel to civilian facilities for care that is beyond that MTF's capability, payment for that supplemental care is authorized. 

C. Civilian Personnel. Physical examinations to determine an employee's fitness-for duty, when directed by the commanding officer or supervisor in accordance with 5 CFR 339, may be procured through the imprest fund or other appropriated purchase method. Payment for the examination will be processed in the same manner as other contractor invoices. If this procedure is not utilized and the employee makes his or her own arrangements including direct payment for the physical examination, he or she may submit a claim for reimbursement. 

	Examples: 

	Authority
	
	

	
	
	

	Tax
	

	Pay
	Paid on 30th day from the MDSE ACCPT date.

	Prompt Pay?
	Not applicable

	Documents
	Paid on an externally certified SF1034

	Required Dates
	Invoice Date – date of invoice or SF1034

INV RVCD – date stamp of designated billing office or invoice date

MDSE DEL – SF1034 Certifying Official date

MDSE ACCPT – SF1034 Certifying Official date

	Amounts Payable 

 

	Voucher Preparation 

	Voucher Support:  Supported by a DD250 and invoice.

	Condition for Payment: 

	Not Payable:

	Service Appropriation:


	Code: MWRE
	Title: Morale, Welfare, Recreation and General Entertainment Expenses

	Reimbursement Type:
	 FORMCHECKBOX 
 Employee Reimbursement 


	Short Description:  Reimbursement of approved expenses for morale and welfare functions. 

	Description: Reimbursement of approved expenses for morale and welfare functions.

	Examples: 

	Authority
	10 U.S.C. § 2491 – 2495b
	§ 2491. Uniform funding and management of morale, welfare, and recreation programs

	
	DoDI 1015.10
	Programs for Military Morale, Welfare, and Recreation (MWR)

	Tax
	

	Pay
	Paid on 30th day from the MDSE ACCPT date. 

	Prompt Pay?
	Not applicable

	Documents
	Paid on an externally certified SF1034 

	Required Dates
	Invoice Date – monthly billing statement/invoice date

Invoice Date – date of invoice or SF1034

INV RVCD – date stamp of designated billing office and/or invoice date
MDSE DEL – SF1034 Certifying Official date

MDSE ACCPT – SF1034 Certifying  Official Date

	Amounts Payable:

	Voucher Preparation:

	Voucher Support:  Supported by a DD250 and invoice

	Condition for Payment: 

	Not Payable: 

	Service Appropriation:


	Code: PRLI
	Title: Professional Liability Insurance

	Reimbursement Type:
	 FORMCHECKBOX 
 Employee Reimbursement 


	Short Description: Professional Liability Insurance

	Description: Reimbursement of payments for professional liability insurance for authorized Government employees. 

	Examples: 

	Authority
	Pub.L. 104-208, Sec. 636
	Reimbursements Relating to Professional Liability Insurance

	
	
	

	Tax
	

	Pay
	May be paid immediately

	Prompt Pay?
	Not applicable

	Documents
	Paid on a certified SF1164

	Required Dates
	Invoice Date – date of invoice or SF1034

INV RVCD – date stamp of designated billing office or invoice date

MDSE DEL – SF1034 Certifying Official date

MDSE ACCPT – SF1034 Certifying Official date

	Amounts Payable 



	Voucher Preparation:

	Voucher Support:  Supported by a memorandum and receipt/invoice.

	Condition for Payment: 

	Not Payable:  .

	Service Appropriation: 

 


	Code: REIM
	Title: Fees, Licenses, Permits, and Official Documents

	Reimbursement Type:
	 FORMCHECKBOX 
 Employee Reimbursement 


	Short Description: Reimbursement of funds to Federal employees for fees for permits, passports, driver’s licenses, other official documents, and notary public expenses.

	Description: Reimbursement of funds to Federal employees for fees for permits, passports, driver’s licenses, other official documents, and notary public expenses.
Military and civilian personnel should avoid using their own funds to pay for the government's obligations. However, they can be reimbursed if the underlying expense was authorized, if the transaction would have met the criteria for ratification or quantum meruit had the contractor not been paid, and if failure to act would have resulted in disruption of the program or activity involved. This procedure must not be used simply to avoid normal practices or circumvent laws or regulations. [FMR 110101]

	Examples: 

	Authority
	
	

	
	
	

	Tax
	

	Pay
	Pay Immediately.

	Prompt Pay?
	Not applicable

	Documents
	Paid on either a SF1034 or a SF1164

	Required Dates
	Invoice Date – date of invoice or SF1034

INV RVCD – date stamp of designated billing office or invoice date

MDSE DEL – SF1034 Certifying Official date

MDSE ACCPT – SF1034 Certifying Official date

	Amounts Payable:

	Voucher Preparation:

	Voucher Support:  Supported by receipts and/or memorandum.  

	Condition for Payment: 

	Not Payable: 

	Service Appropriation:


	Code: REIM
	Title: Utility Reconnection Fees

	Reimbursement Type:
	 FORMCHECKBOX 
 Employee Reimbursement 


	Short Description:  Reimbursement of funds to Federal employees for personal expenditure for utility reconnection fees.

	Description: Telephone and Cable Television Reconnection Charges 

1.  56 Comp Gen 767 (1977) authorizes expenditure of appropriated 

funds for reconnection expenses where a move is the result of government action over which the member has no control and the move is directed at government expense. Exclude expenses incurred during permanent change of station. 

a. Expenditure is authorized for the following as directed by the base commander: 

(1) Mandatory assignment to government-owned housing facilities. 

(2) Involuntary relocation (Comp Gen B-227727 Mar 7, 1989) to government or non-government facilities because of base renovation or condemnation proceedings. 

(3) The termination of assigned quarters because of death of qualifying dependents. 

b. The reimbursement is not authorized for moves involving: 

(1) Voluntary termination of assigned quarters. 

(2) The termination of assigned quarters due to 

demotion to ineligible grade or adverse conduct by member. 

(3) The termination of assigned quarters due to family separation (no hardship involved). 

(4) Member's voluntary movement from off-base to on​ base quarters. 

2. Accomplish the expenditure of appropriated funds by either the member's claim for reimbursement or a direct payment to the contractor. 

a. Reimbursement to Member. A Service member may pay for reconnection charges when billed and file a claim for reimbursement. The member submits the invoice, letter, or special order directing the move, and a letter request to the billeting officer for bachelor quarters or to the base civil engineer for military family housing for approval and certification. 

	Examples: 

	Authority
	
	

	
	
	

	Tax
	

	Pay
	Pay Immediately.

	Prompt Payment?
	Not applicable

	Documents
	Paid on either a SF1034 or a SF1164 

	Required Dates
	Invoice Date – date of invoice or SF1034

INV RVCD – date stamp of designated billing office or invoice date

MDSE DEL – SF1034 Certifying Official date

MDSE ACCPT – SF1034 Certifying Official date

	Amounts Payable:

	Voucher Preparation:

	Voucher Support:  Supported by receipts and/or memorandum.  

	Condition for Payment: 

	Not Payable: 

	Service Appropriation:  


	Code: REIM
	Title: Room and Board for Dependent Children

	Reimbursement Type:
	 FORMCHECKBOX 
 Employee Reimbursement 


	Short Description:  Reimbursement for room and board for dependent children.

	Description:  Military and civilian personnel should avoid using their own funds to pay for the government’s obligations. However, they can be reimbursed if the underlying expense was authorized, if the transaction would have met the criteria for ratification or quantum merit had the contractor not been paid, and if failure to act would have resulted in disruption of the program or activity involved. This procedure must not be used simply to avoid normal practices or circumvent laws or regulations. [FMR 110101]

	Examples: 

	Authority
	
	

	
	
	

	Tax
	

	Pay
	Pay Immediately.

	Prompt Pay?
	Not applicable

	Documents
	Paid on either a SF1034 or a SF1164 

	Required Dates:
	Invoice Date – date of invoice or SF1034

INV RVCD – date stamp of designated billing office or invoice date

MDSE DEL – SF1034 Certifying Official date

MDSE ACCPT – SF1034 Certifying Official date

	Amounts Payable :

	Voucher Preparation:

	Voucher Support:  Supported by receipts and/or memorandum.  

	Condition for Payment: 

	Not Payable:

	Service Appropriation: 


	Code: RENT
	Title: Lease & Rental Agreements

	Reimbursement Type:
	 FORMCHECKBOX 
 Employee Reimbursement 


	Short Description:  Reimbursement of funds to military attache officers up to the amounts authorized for expenses of maintaining a suitable official residence.

	Description:  Defense Attache' Payments. These authorizations permit military attache' officers to be reimbursed up to the amounts authorized for expenses of maintaining a suitable official residence and of cultivating close contacts with local foreign personnel. Payments are made on DD Form 281, Voucher for Emergency or Extraordinary Expense Expenditures, subject to approval by the Head of the cognizant DoD Component. (See Defense Intelligence Agency Manual 100-1, Volume II, Defense Attache' Manual for Administration.) [FMR 110211.]

	Examples: 

	Authority
	10 U.S.C. 2874
	Leasing of housing

	
	
	

	Tax
	

	Pay
	May be paid immediately.

	Prompt Pay?
	Not applicable.

	Documents
	Paid on an externally certified SF1034 

	Required Dates
	Invoice Date – date on DD250 / SF1034

INV RVCD – date stamp of designated billing office and/or invoice date, MDSE DEL – SF1034 Certifying Official date or block 22 on the DD250, MDSE ACCPT – SF1034 Certifying Official date or block 22 on the DD250

	Amounts Payable:

	Voucher Preparation:

	Voucher Support:  Supported by an invoice and lease or rental agreement.

	Condition for Payment: 

	Not Payable:

	Service Appropriation:


	Code: TELE
	Title: Official Telephone Calls

	Reimbursement Type:
	 FORMCHECKBOX 
 Employee Reimbursement 


	Short Description:  Reimbursements for long distance calls from private residences on official business.

	Description:  Long distance calls from private residences on official business may be reimbursed from appropriated funds if supported by properly certified vouchers (31 U.S.C. 1348 and 68 Comp Gen 307 (1989)). [FMR 120206]
Reimbursement for Telephone Wiring Maintenance. Charges for telephone wiring maintenance necessary in base housing, paid by the tenant, may be reimbursed under 31 U.S.C. 1348. Charges for internal wiring repair in family housing will be reimbursed from maintenance funds and charges for unaccompanied personnel housing from current base funds. 

	Examples: 

	Authority
	31 U.S.C. 1348
	Telephone installation and charges

	
	
	

	Tax
	

	Pay
	

	Prompt Pay?
	

	Documents
	

	Required Dates
	

	Amounts Payable:

	Voucher Preparation 

	Voucher Support:  

	Condition for Payment: 

	Not Payable:

	Service Appropriation: Official telephone bills for a period beginning in one fiscal year and ending in another are paid from the appropriation current at the end of the period (31 U.S.C. 1308). This rule also applies to leased wire and teletypewriter services (34 Comp Gen 414 (1955)).   


	Code: TRAN
	Title: Transportation Incentive Program (car pooling, METRO, etc)

	Reimbursement Type:
	 FORMCHECKBOX 
 Employee Reimbursement 


	Short Description: Transportation Incentive Program (car pooling, METRO, etc)

	Description: Payment of civilian and military expenses for utilization of commuter services, trains, busses, subways, etc. 

	Examples: 

	Authority
	Executive Order 13150
	Federal Workforce Transportation

	
	
	

	Tax
	

	Pay
	May be paid immediately.

	Prompt Pay?
	Not applicable

	Documents
	Paid on a certified SF1164 

	Required Dates
	Invoice Date – date of invoice or SF1034

INV RVCD – date stamp of designated billing office or invoice date

MDSE DEL – SF1034 Certifying Official date

MDSE ACCPT – SF1034 Certifying Official date

	Amounts Payable:

	Voucher Preparation:

	Voucher Support:  Supported by receipts and memorandum

	Condition for Payment: 

	Not Payable: 

	Service Appropriation:


	Code: TRNE
	Title: Training and Education Expenses 

	Reimbursement Category:
	 FORMCHECKBOX 
 Employee Reimbursement 


	Short Description: Training and Education Expenses

	Description: Reimbursement of tuition and other authorized education expenses (i.e., books, library, and laboratory services). 

The DD Form 1556, Request, Authorization, Agreement, Certification of Training and Reimbursement is the authorized form to request, authorize, fund, certify, reimburse, and evaluate DoD civilian training. The training may be provided either from government or nongovernmental sources. It must be a regularly scheduled, off-the-shelf course, training conference, or instructional service that is available to the general public and priced the same for everyone in the same category, i.e., price per student, course, program, service, or training space. 

2. The training officer (or the employee development officer) may authorize the actions summarized in this paragraph. These actions do not involve the contracting functions (see Civilian Personnel Instructions (CPI) 410, Appendix H, for further uses/use limitations on the form). 

4. Requirements on support of travel and transportation requirements involving attendance at training are contained in the JTR, Volume 2. 

	Examples: 

	Authority
	5 USC 4109
	Expenses of Training

	
	
	

	Tax
	

	Pay
	Paid on 30th day from the MDSE ACCPT date, if the payment is going to a school or a vendor. Otherwise, if paid to civilian or military employees, paid as soon as possible.

	Prompt Pay?
	Not applicable

	Documents
	

	Required Dates
	Invoice Date – date of invoice or SF1034

INV RVCD – date stamp of designated billing office or invoice date

MDSE DEL – SF1034 Certifying Official date

MDSE ACCPT – SF1034 Certifying Official date

	Amounts Payable  The total price of training authorized by the use of single DD Form 1556 may not exceed $25,000.  

	Voucher Preparation [FMR 120212] 

C. Advance Payment. Advance payment of tuition and other expenses is authorized either when the training facility renders or refuses to render a billing, or advance payment is indicated in Section G on the DD Form 1556. The public voucher will identify the training facility by name and address and indicate the amount and serial number of the check drawn to the facility for the advance of tuition, as well as the amount and serial number of the check drawn to the trainee for purchase of books, library, and laboratory services. The original and 2 reproduced copies (front and back) of the Agency Finance/Disbursing copy of the DD Form 1556, copy 6 or 7, must be submitted to the disbursing office to support payment of the advance. The original Agency Finance/Disbursing copy of the DD Form 1556, copy 6 or 7, will be endorsed by the disbursing officer to reflect the advance payment and will be transmitted with the check to the trainee. 
D. Liquidation of Advance. Within 5 workdays after completion of the training, the trainee will prepare an SF 1164 itemizing the training expenses, attaching receipts when obtainable, and submit the original agency finance copy of DD Form 1556 which was endorsed with the advance payment information. The disbursing office will liquidate the advance payment in the same manner as prescribed for travel advances. 

	Voucher Support:  

	Condition for Payment: 

	Not Payable:  Prohibitions against the payment of tuition or other expenses for training are outlined in Federal Personnel Manual (FPM) 410.4, 410.5, 410.6, 410.7 and 410.8 and CPI 410.4, 5, 6, 7, 8, and 10. 

	Service Appropriation:


	Code: VETS
	Title: Veterinary Services for Public Health

	Reimbursement Type: 
	 FORMCHECKBOX 
 Employee Reimbursement 


	Short Description: Reimbursement of funds paid for veterinary services performed in support of public health for contingency, emergency conditions.  

	Description: 

	Examples: Veterinarians who are tasked to perform public health inspections on bases in support of public health for contingency or emergency conditions.

	Authority
	
	

	
	
	

	Tax
	

	Pay
	Paid on 30th day from the MDSE ACCPT date.

	Prompt Pay?
	Not applicable

	Documents
	Paid on an externally certified SF1034 

	Required Dates:
	Invoice Date – date of invoice or SF1034

INV RVCD – date stamp of designated billing office or invoice date

MDSE DEL – SF1034 Certifying Official date

MDSE ACCPT – SF1034 Certifying Official date

	Amounts Payable:

	Voucher Preparation 

	Voucher Support:  Supported by a DD250 and an invoice.  

	Condition for Payment: 

	Not Payable:

	Service Appropriation:
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