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ON

MANDATORY SPLIT DISBURSEMENT
- The Bob Stump National Defense Authorization Act for fiscal year 2003 (Public Law 107-314) enacted section 2784a of title 10a, “Management of Travel Cards.”  This will affect Air Force military and civilian personnel.  

- Split disbursement is now mandatory for military personnel.  This requires the traveler to separately identify travel card charges on a travel voucher and directly disburse those amounts to Bank of America.  

- All personnel, whether manually computed or entered into an automated travel system (FAST, DTS, IATS, or RTS), shall comply with the mandatory split disbursement policy.  
-- This policy will be implemented immediately for all military personnel.

-- Implementation for civilians will be effective upon completion of bargaining requirements with local unions.  However, voluntary use of split disbursement is highly encouraged for civilians.
- This policy is based on supervisory review of the travel voucher before the employee submits it for payment.  Supervisors/Approving Officials (AO) must review, sign, and date (Block 20c) all travel settlement vouchers (DD Form 1351-2) for military and civilian personnel (this policy does not require the supervisor to be an accountable approving official). Specifically, supervisors/approving officials are required to:

-- Validate that the travel did occur as documented and amounts claimed are reasonable.  

-- Ensure claimed expenses are authorized and allowable and any deviation is in the best interest of the government.  

-- Verify questionable expenses or amounts with the traveler and review receipts if necessary.

-- There will not be any pecuniary/monetary liability placed on the supervisor when a claim is discovered to be fraudulent.  The policy’s authority is based on the integrity of the traveler.  

-- No signature is needed for accrual vouchers.  Accrual payments are payments made during extended TDYs/tours and are considered advance payments.

-- When supervisors are unavailable the Approving Official’s signature is acceptable.  

- In order to implement mandatory split disbursement for military the traveler’s supervisor/approving official is required to:

-- Ensure Block 1 of the travel voucher (DD Form 1351-2) is completed.  If not, it should be returned to the traveler to complete.

-- If the traveler does not have a government travel card, only the EFT box should be checked.

-- If the traveler does have a government travel card, the EFT and the split disbursement box should be checked and an amount entered to reflect all unpaid charges on the charge card.  Travelers with a charge card are required to charge transportation, rental vehicle, and lodging expenses to this card.  These and all other expenses (e.g. meals, parking, etc.) should be totaled and indicated for split disbursement.  It is up to the supervisor/AO to ensure the amount listed represents all the charges made (less any amounts previously paid by the member, eg., accrual payments or personal funds).  Claims that do not accurately reflect the charges to be directly disbursed to the government travel card should be returned to the traveler for correction.  Any entitlements due in excess of the amount listed will be sent to the traveler’s EFT account.

- The voucher will be submitted to the local Financial Service Office for settlement after it is reviewed and signed by the claimant and supervisor.

-- Financial Service Offices will ensure Block 1 of the travel voucher has been completed and that the supervisor/AO has signed it.  If either of these items is not completed, the voucher should be returned to the traveler to complete.

--The FSO is not responsible for ensuring the accuracy of the amount to be split disbursed.  That responsibility rests with the supervisor/AO.  The FSO only needs to ensure an election was made and that the supervisor/AO approved it. 
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