SUPPLEMENTAL CLAIMS PACKAGE 

The supplemental claim is used primarily to claim reimbursable expenses incurred by a member that has not been paid with their initial settlement. Examples of expenses that are commonly claimed through a supplemental travel claim are rental car expenses, return fare for taxi, gasoline charges, and unpaid allowances that a member may be entitled to, but has not received due to missing documentation. 

The attached DD1351-2 is primarily used to claim such expenses for appropriate reimbursement. When completed mail the form and the supporting documentation to PSD Pearl Harbor for appropriate settlement. PSD Pearl Harbor policy allows us 10 working days from the date your claim is received to settle and liquidate your claim. However, delays may occur if our guidelines for supplemental claims are not followed. The following information is provided to guide you so that these delays are eliminated.

      DD FORM 1351-2(TRAVEL VOUCHER OR SUBVOUCHER)

       1.  Complete blocks 3 Through 17 specify your current mailing address. Your supplemental claim vouchers will be mailed to that address.     

          2.     Complete block 17 (reimbursable expenses): Block (a) must contain the date or inclusive dates of expenses. Block (b) specifies the nature of the expense. Block (c) specifies the amount of the expense. Block (d) for office use only; do not complete this block.  NOTE:  all expenses in excess of $75.00 must be substantiated by paid receipts. Claims for rental car expenses must have a fully paid or a zero balance receipt for reimbursement. Rental car agreements will not be accepted.

    3. Complete block 23: sign block  (a) and fill in the current date in block (b). 

CHECKLIST

Ensure you have attached the following documents:

· Sato flight itinerary

· Paid receipts for all expenses being claimed

· NAVPERS 1070/602R Record of Dependency Data

· DD Form 1351-2 (Supplemental Travel Claim)

·  1 copy of all the documents mentioned above (incomplete packages will result in delays). Supplemental claims with insufficient documentation will be returned to you for correction and resubmission. 
Arrange your package in this order, and mail the claim to this address:     PSD 







          ATTN:  ACDUTRA

                                                                                                                      650 CENTER DR 

                                                                                                                      PEARL HARBOR, HI 96860


SET 1







Original DD1351-2







Copies of orders and documents





Original receipts







Copy of flight itinerary




                 Copy of NAVPERS 1070/602R




NOTE:    any questions, please contact DK2 Harris for assistance, Monday, Tuesday, Thursday, Friday from 0730 to 1600 and Wednesday 1000 to 1600 HST.




                Phone



E-mail address
DK2(SW)  Harris
(LPO)

(808) 471-2405 ext 246

harrisid@psdph.navy.mil
DK2(SW/AW) Lyons (MILPAY)       (808) 471-2405 ext 321

LyonsBS@psdph.navy.mil
DKSN Rodriguez (TRAVEL)
(808) 471-2405 ext 247

RodrigN@psdph.navy.mil







Thank you for your cooperation, 








PSD Pearl Harbor 








Reserve Pay section
