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Claims received by Claims received by 
HRSICHRSIC



Claims Waiting to be Claims Waiting to be 
manually processedmanually processed



•• HRSIC is mandated to have HRSIC is mandated to have 
Legal, Accurate, and Prompt Legal, Accurate, and Prompt 
payments.payments.

•• HRSIC does not interpret HRSIC does not interpret 
regulations, Commandant (WPM) regulations, Commandant (WPM) 
gives guidance for decisionsgives guidance for decisions



Travel Claims During Travel Claims During 
Mobilization StatusMobilization Status

•• Supporting DocumentsSupporting Documents
–– Travel claim must have Travel claim must have 

original signaturesoriginal signatures
–– Orders must be signed by Orders must be signed by 

AOAO
–– Itemized Lodging Itemized Lodging 

receiptsreceipts
–– Transportation receiptsTransportation receipts

•• Form of payment Form of payment 
(showing first 6 digits of (showing first 6 digits of 
CC # or statement that CC # or statement that 
member purchased member purchased 
ticket on own card)ticket on own card)

–– Receipts for expenses Receipts for expenses 
over $75

•• Recording LVRecording LV
–– Member not Member not 

entitled to per entitled to per 
diem when on diem when on 
leave; Lodging leave; Lodging 
only if in “long only if in “long 
term” agreementterm” agreement

–– Leave must be Leave must be 
indicated on travel indicated on travel 
claimclaim

–– Do not start or end Do not start or end 
travel claim in a travel claim in a 
leave statusleave status

over $75



Itemized airline Itemized airline 
receiptreceipt



Itemized Lodging Itemized Lodging 
receiptreceipt



Statement of lost receipt Statement of lost receipt 
(lodging or airfare)(lodging or airfare)



Liquidation of Liquidation of 
AdvancesAdvances

•• Time period in which to claimTime period in which to claim
•• If an advance is received, the member must claim If an advance is received, the member must claim 

the advance on the travel claim that corresponds the advance on the travel claim that corresponds 
with the dates of the advancewith the dates of the advance

•• Where to claimWhere to claim
•• Claim advances in Block 9 of UTS claims & Block Claim advances in Block 9 of UTS claims & Block 

10 of manual claims. 10 of manual claims. 
•• Prior paymentsPrior payments

•• DO NOT report prior payments or cash advances DO NOT report prior payments or cash advances 
from ATM/Credit Cardsfrom ATM/Credit Cards

–– Pg 11Pg 11--3333



•• Government Lodging Government Lodging 
–– Lodging provided on any government Lodging provided on any government 

installation at a reduced cost to memberinstallation at a reduced cost to member
•• Government Contracted QuartersGovernment Contracted Quarters

–– Generally commercial lodging (see below) Generally commercial lodging (see below) 
that the government has contracted with that the government has contracted with 
minimal or no cost to memberminimal or no cost to member

•• Commercial Lodging Commercial Lodging 
–– Commercial lodging (hotels, motels, & Commercial lodging (hotels, motels, & 

boarding houses) based on single room boarding houses) based on single room 
raterate



Definitions cont’dDefinitions cont’d

•• On Base Lodging On Base Lodging 
–– Lodging that is located on the U. S. Installation Lodging that is located on the U. S. Installation 

to which the member is assigned TDY.  (TDY to to which the member is assigned TDY.  (TDY to 
ISC Alameda and berthed at ISC Alameda Guest ISC Alameda and berthed at ISC Alameda Guest 
Quarters)Quarters)

•• Off Base Lodging Off Base Lodging 
–– Lodging that is located away from the TDY Lodging that is located away from the TDY 

location that the member is assigned (TDY to ISC location that the member is assigned (TDY to ISC 
Alameda and berthed at Group SF Alameda and berthed at Group SF YerbaYerba Buena Buena 
Is.) Is.) 

•• Field Duty Field Duty 
–– Duty performing maneuvers, war games or field Duty performing maneuvers, war games or field 

exercises when subsistence is provided by field exercises when subsistence is provided by field 
rations at no or little cost to the member.rations at no or little cost to the member.



Definitions cont’dDefinitions cont’d

•• Government Messing Government Messing 
–– When messing is provided to member at no cost When messing is provided to member at no cost 

or a reduced cost to member.  Member must be or a reduced cost to member.  Member must be 
assigned to government quarters.assigned to government quarters.

•• Proportional MessingProportional Messing
–– When at least one meal is provided at the When at least one meal is provided at the 

government rate or  no cost to member.  Member government rate or  no cost to member.  Member 
must be berthed in on base lodging. must be berthed in on base lodging. 

•• Commercial Messing Commercial Messing 
–– When no meals are provided and member is When no meals are provided and member is 

required to pay for meals on the economy.required to pay for meals on the economy.
•• Deductible MealDeductible Meal

–– Meal provided to the member at no cost.  Must be Meal provided to the member at no cost.  Must be 
claimed on the member’s travel claim.claimed on the member’s travel claim.



Definitions cont’dDefinitions cont’d

•• TonoTono--TonoTono LodgingLodging
–– When member is in a continuation of TDY When member is in a continuation of TDY 

status either on the same or on a different status either on the same or on a different 
TONO and lodging is incurred on last night TONO and lodging is incurred on last night 
of first claimof first claim

•• 25% additional Per Diem25% additional Per Diem
–– When member is in a continuation of TDY When member is in a continuation of TDY 

status either on the same or on a different status either on the same or on a different 
TONO and it is not the first or last day of TONO and it is not the first or last day of 
TDY, additional per diem is owed.TDY, additional per diem is owed.



Definitions cont’dDefinitions cont’d

•• Actual Expense Actual Expense –– order issuing order issuing 
authority must approveauthority must approve
–– Must be approved on orders when lodging Must be approved on orders when lodging 

exceeds the maximum lodging amount allowed exceeds the maximum lodging amount allowed 
(up to 150% of the normal rate)(up to 150% of the normal rate)

•• Super Actual Expense Super Actual Expense –– order issuing order issuing 
authority must approveauthority must approve
–– Must be approved on orders when lodging Must be approved on orders when lodging 

exceeds the maximum lodging amount allowed exceeds the maximum lodging amount allowed 
by actual expense (up to 300% of the normal by actual expense (up to 300% of the normal 
rate)rate)

•• (Generally an amendment to the original (Generally an amendment to the original 
orders is needed by the funding authority if orders is needed by the funding authority if 
authorization is not on the original orders)authorization is not on the original orders)



Definitions cont’dDefinitions cont’d

•• Lodging CostsLodging Costs
–– All lodging receipts are requiredAll lodging receipts are required
–– Receipts must be itemized to show nightly room Receipts must be itemized to show nightly room 

rate, total taxes, and number of persons per roomrate, total taxes, and number of persons per room

•• Voluntary ReturnVoluntary Return
–– When member is granted liberty and decides to When member is granted liberty and decides to 

return home (does not pertain to members return home (does not pertain to members 
commuting on a daily basis.)commuting on a daily basis.)

–– Member is authorized the lesser of:Member is authorized the lesser of:
•• A) reimbursement of round trip transportation A) reimbursement of round trip transportation 

cost & travel per diem (75% of rate) for two cost & travel per diem (75% of rate) for two 
travel days, & lodging if member is in a long travel days, & lodging if member is in a long 
term agreementterm agreement

•• B) reimbursement of lodging and per diem as if B) reimbursement of lodging and per diem as if 
member never left TDY sitemember never left TDY site



Definitions cont’dDefinitions cont’d

•• Overlapping Travel DatesOverlapping Travel Dates
–– Start &/or Stop dates on travel claims cannot Start &/or Stop dates on travel claims cannot 

overlap into another travel claim Authorized Delayoverlap into another travel claim Authorized Delay
–– In order to claim dual lodging, it must be approved In order to claim dual lodging, it must be approved 

on the members orders with the date and location on the members orders with the date and location 
specified.specified.

–– Amendment may be requiredAmendment may be required

•• Laundry ExpenseLaundry Expense
–– Active Duty Service members are  entitled to Active Duty Service members are  entitled to 

$2/day when TDY exceeds 7 nights.  Laundry may $2/day when TDY exceeds 7 nights.  Laundry may 
only be claimed when money has been expended.only be claimed when money has been expended.



Definitions cont’dDefinitions cont’d

•• Blanket TONOBlanket TONO
–– A 13 doc type used for multiple locations and A 13 doc type used for multiple locations and 

dates, normally used for durations of 31 days or dates, normally used for durations of 31 days or 
more.more.

–– Each claim is a final, unless correcting a Each claim is a final, unless correcting a 
previously settled claim, then it is a previously settled claim, then it is a 
supplemental.supplemental.

–– Travel dates may not overlap previous claims.Travel dates may not overlap previous claims.
–– A 13 doc type is not authorized to be used on the A 13 doc type is not authorized to be used on the 

Local Claim (SFLocal Claim (SF--1164).1164).

•• Normal TONONormal TONO
–– An 11 doc type is used for a specific period of An 11 doc type is used for a specific period of 

time to specific locations.  One trip only.time to specific locations.  One trip only.
–– The claim is a final unless correcting a previously The claim is a final unless correcting a previously 

settled claim, then it is a supplemental.settled claim, then it is a supplemental.



TDY OrdersTDY Orders

Unit, City, County, 
and State Included

All Dates Listed



TDY Orders cont’dTDY Orders cont’d

Dual Lodging for 
specific date and 

place Authorized in 
remarks

Mode of Travel 
Checked 

Ensure type of 
lodging and per 
diem is listed



TDY Orders cont’dTDY Orders cont’d

11 TONO for 1 trip
13 TONO for 
repeated Trips 

Authorizing Official 
Signature Included 



TDY Orders cont’dTDY Orders cont’d

Authorizing Official 
Signature Included

Ensure type of 
lodging and per 
diem specified

All Travel Dates
Included

Use 13 Blanket 
TONO for recall 

orders 
13 TONO for 

repeated Trips.  

Unit, City, 
County, and 

State are 
listed

Mode of 
Travel Listed 



Example Example 
of of 
Incorrect Incorrect 
Orders

Note: 
County not 
specified.

Orders

Note: POV not 
stated as most 

advantageous & 
does not have cost of 

GTR.

Note: Quarters or 
messing (per diem) 
are not specified.



Corrected Set of OrdersCorrected Set of Orders



Member is activated on 1/1/02 to NY, then 
on 1/10 is sent TAD to Boston.  This 
temporarily ends TAD in NY so Member 
must MC on 1/9.  Member  returns to NY 
on 1/14 to continue his/her original orders.  

Member must claim additional 25% 
per diem for each travel day used 
after activation that is required to 
complete the mission.

Member must claim dual lodging 
expenses in block 18 for  the days 
that member is in a second location 
(if approved on Member’s orders).

Member must claim the last night of 
lodging in block 18 when in a 
continuation of recall status.

Example 1 of Member being activated, break in tono to another tono, continuation of 
recall.  Member must complete separate travel claim for Boston trip



Member indicates that they are in a dual TAD 
status.

Member indicates that travel 
continues under another tono, 
therefore authorizing 25% per diem 
and the last nights lodging.

Member must claim 25% 
additional per diem for each 
travel day when required to 
perform additional duties.

Member must claim the last night 
lodging in block 18 when a 
continuation of duty exists.

Example 2 shows Member’s TAD within a TAD claim.



Example 3 shows continuation of recall, Leave taken 
on 2/11-2/17, & end of recall.

Member is taking leave on the dates of 
2/11 – 2/17.  Member must show leave 
starting on the last work day before 
leave and return to duty on the last day 
of leave in order to receive the proper 
per diem amount.

Member shows in this block 
recall has ended and member 
has returned home.

Member is entitled to 25% 
additional per diem for the first 
day of continuation of recall 
claim and the last full day of 
work prior to leave.



You can view information on any of the requests You can view information on any of the requests 
above by clicking on “View Request”.  Please above by clicking on “View Request”.  Please 
note that there is a difference between note that there is a difference between 
Authorization (Orders), Settlement (Travel Claim), Authorization (Orders), Settlement (Travel Claim), 
and Advances.and Advances.

Please note that this is an 
example of an 11 Doc 

type Tono. 13 Doc types 
will look the same.



This is the travel itinerary and list of reimbursable This is the travel itinerary and list of reimbursable 
expenses. Completing the travel claim in UTS will be expenses. Completing the travel claim in UTS will be 
covered next.covered next.

To make daily 
Exceptions to 

travel claim, click 
here.



Use the Daily Exceptions screen to indicate a missed Use the Daily Exceptions screen to indicate a missed 
meal, deductible meal, or a change in the lodging meal, deductible meal, or a change in the lodging 
amount.  Once you have modified a meal or the rate amount.  Once you have modified a meal or the rate 
for particular days, click on “Save.”for particular days, click on “Save.”

May change daily 
meal rates here to 
GM, DE, or CM

May change 
nightly lodging 

rate here.



Most common UTS Most common UTS 
problemsproblems

•• Proportional per diem or reduced per diem Proportional per diem or reduced per diem 
claims cannot be processed in UTS.claims cannot be processed in UTS.

•• Select from drop down menu the closest Select from drop down menu the closest 
city to the TDY location.  Generic locations city to the TDY location.  Generic locations 
are not accepted in UTS.are not accepted in UTS.

•• When marking “Not Advantageous” as When marking “Not Advantageous” as 
mode of travel, mileage must be placed in mode of travel, mileage must be placed in 
itinerary and the cost of the GTR in itinerary and the cost of the GTR in 
reimbursablesreimbursables. Mileage will not be paid, but . Mileage will not be paid, but 
is required with PA as mode of is required with PA as mode of 
transportation.transportation.



UTS Example 
of Travel 
Claim (pg 11-
31)



UTS Page 2 –
Daily Exceptions 
(pg 11-32)



Customer Assistance Customer Assistance 
Service TeamService Team

•• What if there is a problem or What if there is a problem or 
question with my claim?question with my claim?

•• SUPPLEMENTALSSUPPLEMENTALS



Example 1Example 1

•• From:From: Smith, JoeSmith, Joe
•• To:To: HRSICHRSIC--UTSCSTUTSCST
•• Subj:  Smith, JoeSubj:  Smith, Joe
•• I am MK2 Joe Smith, 1234.  MyI am MK2 Joe Smith, 1234.  My tonotono is: 13is: 13--

0303--123456000, period of travel: 1123456000, period of travel: 1--31 OCT 03.  31 OCT 03.  
This claim was filed using UTS. This claim was filed using UTS. 

•• I have checked with my AO and we cannot I have checked with my AO and we cannot 
figure out why my mileage was not paid.  Do I figure out why my mileage was not paid.  Do I 
need to do a supplemental? need to do a supplemental? 

•• I can be reached via phone at: 123I can be reached via phone at: 123--456456--7890. 7890. 
•• If a claim was sent using "paper:" If a claim was sent using "paper:" 



Example 2Example 2

•• From:From: Smith, JoeSmith, Joe
•• To:To: HRSICHRSIC--TVLCSTTVLCST
•• Subj:  Smith, JoeSubj:  Smith, Joe
•• I am MK2 Joe Smith, 1234.  MyI am MK2 Joe Smith, 1234.  My tonotono is: 13is: 13--

0303--123456000, period of travel: 1123456000, period of travel: 1--31 OCT 03.  31 OCT 03.  
This claim was submitted on 3 December This claim was submitted on 3 December 
2002. 2002. 

•• I have checked with my AO and we cannot I have checked with my AO and we cannot 
figure out why my mileage was not paid.  Do I figure out why my mileage was not paid.  Do I 
need to do a supplemental? need to do a supplemental? 

•• I can be reached via phone at: 123I can be reached via phone at: 123--456456--7890. 7890. 



CATs CATs Cont’dCont’d

•• PLEASE NOTE THE TWO DIFFERENT PLEASE NOTE THE TWO DIFFERENT 
ADDRESSES.  All UTS inquiries should ADDRESSES.  All UTS inquiries should 
be sent to be sent to HRSICHRSIC--UTSCSTUTSCST. All other . All other 
inquires should be sent to inquires should be sent to HRSICHRSIC--
TVLCSTTVLCST. . 



HRSIC Travel MessagesHRSIC Travel Messages
•To locate updated messages, go to : 
http://www.uscg.mil/hq/hrsic/TVL.htm

•Go to the bottom of the page for updated messages from HRSIC Travel



Example of Example of 
Supplemental ClaimSupplemental Claim



R 131329Z JAN 03 ZUI ASN-A13013000014

FM COGARD HRSIC TOPEKA KS//TVL//

TO AIG 11939

BT

UNCLAS //N04600//

SUBJ:  TDY TRAVEL ADVANCES FOR MOBILIZED RESERVES

1. TRAVEL ADVANCES FOR MOBILIZED RESERVES SHALL NOT BE PROCESSED IN

UTS. MOBILIZED RESERVISTS THAT REQUIRE ADVANCES ARE TO FAX A

COMPLETED (INCLUDING COMPLETE MAILING ADDRESS) REQUEST FOR ADVANCE OF

FUNDS (SF-1038) AND A COPY OF ORDERS TO HRSIC TRAVEL AT 785-339-3775.

MEMBERS/UNITS ARE TO ENSURE THAT A GOOD CONTACT NUMBER IS PROVIDED ON

THE SF-1038 AND PLACE THE WORDS "MOBILIZED RESERVISTS" ON THE TOP OF

THE 1038.

2. HRSIC TRAVEL WILL PROCESS AND RELEASE THE ADVANCES FOR MOBILIZED

RESERVISTS BY THE COB ON THE DAY FOLLOWING RECEIPT.  MEMBERS SHOULD

EXPECT DEPOSIT IN THEIR ACCOUNTS WITH IN 10 WORKING DAYS FROM THE

DATE SUBMITTED.

3. QUESTIONS CONCERNING THIS MESSAGE CAN BE DIRECTED TO THE HRSIC

CLAIMS ASSISTANCE TEAM AT 785-339-2250 OR 1-888-USCG-TVL.  UNITS MAY

ALSO INQUIRE BY EMAIL TO HRSIC-TVLCST(AT)HRSIC.USCG.MIL.
BT

NNNN



R 151859Z JAN 03 ZUI ASN-A13015000036

FM COGARD HRSIC TOPEKA KS//TVL//

TO AIG 11939

BT

UNCLAS //N04600//

SUBJ: TDY SUPPLEMENTAL CLAIM PROCESSING

A. COGARD HRSIC 072155Z DEC 01

B. COGARD HRSIC 022028Z JUL 02

C. PERSONNEL AND PAY PROCEDURES MANUAL, HRSICINST M1000.2A

D. ALCOAST 051/02, E-COAST GUARD TRAVEL CLAIM PROCESSING

1. REFS A THRU D SET PROCEDURES ON THE TDY SUPPLEMENTAL CLAIM

PROCESS. WE HAVE ACHIEVED SOME SUCCESS IN THIS PROCESS BY

HAVING 35 PERCENT OF UNITS CONSISTENTLY FOLLOW THESE PROCEDURES.

WE WOULD LIKE TO DO BETTER TO ENSURE OUR MEMBERS RECEIVE CORRECT

AND TIMELY PAYMENT OF TRAVEL ENTITLEMENTS.

2. THE TDY SUPPLEMENTAL PROCESS HAS IMPROVED SIGNIFICANTLY THROUGH

TEAM EFFORT BETWEEN FIELD UNITS AND HRSIC. AN IMPORTANT STEP THAT

HAS IMPROVED SUPPLEMENTAL PROCESSING IS THAT MANY MEMBERS AND UNITS

ARE MAKING COPIES OF THE ORIGINAL CLAIMS, ORDERS AND RECEIPTS PRIOR

TO MAILING. BY MAINTAINING THESE COPIES, THEY CAN SPEED UP THE

PROCESS IF A SUPPLEMENTAL CLAIM NEEDS TO BE FILED ALLOWING THE



MEMBER TO BE PAID THE PROPER ENTITLEMENTS MORE QUICKLY.

3. IN ORDER TO PROCESS PAPER TDY SUPPLEMENTAL CLAIMS MORE

EFFICIENTLY, THE STEPS BELOW SHOULD BE FOLLOWED:

A. OBTAIN ALL DOCUMENTATION FROM YOUR ORIGINAL SUBMISSION AND MAKE

LEGIBLE COPIES.

B. ATTACH ANY NEW OR PREVIOUSLY MISSING RECEIPTS OR AMENDMENTS.

C. IN LARGE LETTERS ON THE TOP AND BOTTOM OF A NEW DD FORM 1351-2

WRITE IN THE WORD "SUPPLEMENTAL".

D. CLEARLY IDENTIFY THE REASON FOR THE SUPPLEMENTAL CLAIM IN

REMARKS SECTION ON PAGE 2 OF DD FORM 1351-2. I.E. LODGING - $$$

AMOUNT. DO NOT REMOVE ANYTHING PREVIOUSLY CLAIMED ON THE

ORIGINAL CLAIM UNLESS IT WAS NOT AN ENTITLEMENT DURING THE TDY

PERIOD.

E. MARK IN THE ACCOUNTING CLASSIFICATION BLOCK THAT "PROPER

DOCUMENTATION IS ENCLOSED FOR THE SUPPLEMENTAL CLAIM".  THIS BLOCK

MAY ALSO BE USED TO PROVIDE AMPLIFYING INFORMATION.

F. THE MEMBER AND APPROVING OFFICIAL/ADMIN REVIEWER MUST SIGN AND

DATE THE SUPPLEMENTAL CLAIM.

G. ATTACH A COPY OF THE TRAVEL VOUCHER SUMMARY (TVS) FROM THE

ORIGINAL CLAIM WITH THIS PACKAGE, ALONG WITH COPIES OF ALL

DOCUMENTATION (I.E. AMENDMENTS, RECEIPTS, ETC).



4. ALL UNITS ARE ENCOURAGED TO USE THE UNIT TRAVEL SYSTEM (UTS)

FOR TVL CLAIM SUBMISSIONS. ORIGINAL TDY AND SUPPLEMENTAL TDY

CLAIMS CAN BE SUBMITTED THROUGH UTS WITHOUT THE NEED TO PRODUCE,

COPY, AND MAIL PAPERWORK TO HRSIC, THUS REDUCING PROCESSING TIME

AND DELIVERING PAYMENT TO THE MEMBER RAPIDLY. CURRENTLY OVER HALF OF

TDY TRAVEL CLAIMS ARE SUBMITTED THROUGH UTS WITH AN AVERAGE

PROCESSING TIME OF 2 BUSINESS DAYS.

5. WE HAVE DEVELOPED A COMPREHENSIVE SYSTEM OF DOCUMENTATION TO

ASSIST MEMBERS WITH TRAVEL CLAIM SUBMISSION, INCLUDING A QUICK

REFERENCE GUIDE (QRG), DOWNLOADABLE PRESENTATIONS ON HOW TO

COMPLETE TRAVEL CLAIMS, TRAVEL TERMINOLOGY, AND WHERE TO SEEK

ASSISTANCE.  TRAVELERS MAY ACCESS THESE REFERENCES AT:

WWW.USCG.MIL/HQ/HRSIC/TVL.HTM. ALL TRAVELERS MAY E-MAIL

QUESTIONS TO: HRSIC-TVLCST@HRSIC.USCG.MIL OR TELEPHONE 1-888-

872-4885.

BT

NNNN
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