Initial Travel Claim Checklist
· Blocks 1-21 Are filled out completely  _____
· Block 10 annotates pertinent information such as: _____
·  Type of claim (i.e. partial/final) _____
·  If lv, cctad, vr, or pdmra was taken _____
· Any Non-standard pertinent information _____
· And/or any applicable information authorized by the AO _____
· Block 15 if completely filled out for each tad location to include _____
· Dates _____
· Location of stops _____
· Mode of Travel to ALL locations _____
· Reason for Stop for ALL locations _____
· Claim lodging in block 15E or block 18 _____
· Claim mileage in block 15F (Block 16 should be annotated if claiming mileage) _____
· Travel claim has ALL orders from original to last modification and all modification to orders in between (can be verified in top right corner) _____
· Reporting Order have a reporting/detaching endorsement that include

· Date member reported in _____
· Date member detached  _____
· Quarters Availability _____
· Messing Availability _____
· Statement of member Commuting or Not Commuting daily _____
· Commuting Order for local area per diem _____
· Member must sign and date in block 20 _____
· Reviewer/AO must sign and date claim in block 21  _____
· Orders contain a SDN _____
· Confirmation/Verbal orders must have a waiver (confirmation orders are orders authenticated after travel begins) _____
· If the mbr received (verbal orders) to travel and received his authenticated orders at the TAD site then the member must provide a statement identifying the date and place of verbal order receipt_____ 
· Receiving endorsement to MROWS original orders must be completed to identify member’s PLEAD_____
· Include all applicable receipts to reimbursable expenses _____
Reviewer Signature _________________ 
Command Verifier ___________________
