
How to: 
 

Mobilization Travel 
Voucher 

 



NEEDED DOCUMENTS 
 
 

MOB ORDERS/ ANY Amendments 
 

TCS ODERS/ Any Amendments 
 

REFRAD ORDERS/ Any Amendments 
 

DD 214/ If applicable DD 214C 
 

DA 31 (Stamped one) OR Memorandum From Commander 
 
 
 

Examples Follow 
 
 

 
 



MOB ORDERS 



MOB ORDERS 



MOB ORDERS 
AMENDMENT 



TCS ORDERS 



TCS ORDERS 



TCS ORDER 
AMENDMENT 



TCS ORDER 
AMENDMENT 



REFRAD ORDERS 



DD 214 DD 214C 



DA 31 (Signed/ 
Stamped) 



DD Form 1351-2 



DD Form 1351-2C 



STEP 1 

Block 1: PAYMENT (Check Box EFT) 
 
Block 2: NAME (ex- DOE, JOHN S.) 
 
Block 3: GRADE (ex- E-4) 
 
Block 4: SSN (ex- 123-45-6789) 
 
Block 5: TYPE OF PAYMENT (Check TDY Box) 



Block 6: ADDRESS a. NUMBER and STREET b. CITY c. STATE d. ZIP CODE 
           e. E-MAIL 
 
(Ex-  a. 1 MAIN ST b. ROCHESTER  c. NY d. 14619  
         e. john.doe@us.army.mil (USE AKO) 
 
ADDRESS MUST MATCH WHAT IS ON MOB ORDERS / AMMENDMENT 

STEP 2 

mailto:john.doe@us.army.mil


STEP 3 

Block 7: Phone Number (ex- 555-555-5874) 
 
Block 8: Travel Order/ Auth Number (ex- 174-0025/178-036/080-088)  
               ** Since there are many different orders and the order numbers will not 
all fit,  just put the MOB order/amendment and REFRAD order numbers.  
 
Block 11: Unit Name 
 
Block 12: Dependents (Make sure unaccompanied is checked, this was an 
unaccompanied tour) 



STEP 4 

Block 15: ITINERARY 
** When filling in dates follow orders precisely 
** The only things that you should add/change from above example is the DEP/ARR 
date and filling in HOR location (must match address at top) 
** POC Miles can be calculated using google maps 
** Individuals who did not take leave just take out the R&R and the return to GTMO 

Use MOB Orders, TCS Orders, DA 31, and DD 214 



STEP 5 

Block 18: REIMBURSABLE EXPENSES 
- These blocks you only need to add the correct dates/ number of days 

EXAMPLE:   



STEP 6 

Block 20.a.b.: Sign Your Name/ Date 
                c.: Have someone in your chain of command review/sign/#/date 



STEP 7 

Second Page 
 
Block 29:  
          a. Indicate dates on which leave was taken (Change the DD MMM YY to 
actual dates) 



STEP 8 

DD Form 1351-2C 
 
Block 4: NAME 
 
Block 15: ITINERARY (Same as block 15 on page 1) just add dates/ HOR/ POC 
Miles 

Use REFRAD Orders for ARR to HOR date 



STEP 9 

DD Form 1351-2C 
 
Block 18: REIMBURSABLE EXPENSES (Tolls if applicable) 



After Completion of Voucher: 

Scan all documents as 1 PDF 

Fax:  317-275-0334 or 0332 

Or 

Mail:  DFAS-IN/Contingency Travel 
 Dept. 3900 
 8899 E. 56th St. 
 Indianapolis, IN 46249-3900 

Or 

Email:  dfas-armytravel@mail.mil 

To get travel voucher status contact DFAS at: 1-888-332-7411 

mailto:dro-armytravel@dfas.mil
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