
Filing a Manual Travel Claim for PCS 

  
Introduction This guide provides the procedures for filing a manual travel claim for 

PCS on paper form or filling out the PDF online. 

  
Procedures See below. 
 

Step Action 
1 Here is the blank travel claim DD Form 1351-2.  This guide will break down 

each area to explain each block.  This scenario covers a member traveling from 
Florida to Illinois with dependents via 2 cars. Household Goods were shipped 
and an Advance was received prior to traveling. 

 
 

  

 Continued on next page 



Filing a Manual Travel Claim for PCS, Continued 

  
Procedures, 
continued 

 

 
Step Action 

2 Block 1: Select the Electronic Fund Transfer (EFT) box.  If that is not set up, 
then a check will be sent. Split Disbursement travelers have the option to 
change the amount that is sent to the card but are still liable for all that is 
charged to the Government card. Check the box and enter in the amount to be 
transferred on the money line. 

 
 

3 Block 2: Enter in your name. 
Block 3: Enter in your grade or rank. 
Block 4: Enter in your Social Security Number or EMPLID 
Block 6: Enter in your street address, city state, zip code at the NEW PDS and 
email address. 

 
 

4 Block 5: 
• TDY is checked for a Temporary Duty Assignment claim. 
• PCS is checked for a Permanent Change of Station claim. 
• Dependent(s) is checked if children and/or Spouse are traveling with you. 
• Member/Employee must be checked so you can be paid for your travel 

expenses. 
• Other is checked if claiming anything other than what is listed like TLE. 
• DLA is checked if you are entitled to Dislocation Allowance. 

 
 

  

 Continued on next page 
  



Filing a Manual Travel Claim for PCS, Continued 

  
Procedures, 
continued 

 

 
Step Action 

5 Block 7: Enter your telephone number including the area code. 
Block 8: Enter in the Travel Order Number (TONO) found on the PCS orders 
(begins with a 12). 
Block 9: Enter in the amount of any advances received for this trip (Only travel 
advances, NOT BAH, pay, etc.). 
Skip Block 10. This section is reserved for Disbursing Offices only. 
Block 11: Enter in your NEW Permanent Duty Station (PDS) name. 

 
 

6 Block 12: Check the box for Accompanied IF your dependents traveled with 
you. Check Unaccompanied traveling as a single member or if dependents 
traveled separately (or not at all) and a separate claim will need to be submitted. 
• Fill in the name of the dependent, including middle initial. 
• Fill in the relationship to you. 
• Fill in the date of birth or the date of marriage (Spouse).  

NOTE: If member is single enter N/A. 
Block 13: Enter in the address of the dependents at the previous address when 
PCS orders were received (OLD Permanent Duty Station location). Block 13 
cannot be the same address as block 6. This shows that the dependent(s) 
relocated and can be reimbursed dependent(s) travel entitlements and DLA with 
dependents.  
Block 14: Check the applicable block.  
NOTE: If the answer is no, an explanation MUST be entered in Remarks 
(block 29) to receive payment. 

 
 

  

 Continued on next page  



Filing a Manual Travel Claim for PCS, Continued 

  
Procedures, 
continued 

 

 
Step Action 

7 Block 15: 
• Date - Indicate current year (month/day should be listed below) 
• Place -  Enter City/State and zip code from which member departed (previous 

duty station) and to which member reported (new duty station) 
• Means/Modes of Travel - See 2-digit codes on reverse page (pg2 of 1351-2) 
• Reason for stop - See 2-digit codes on reverse (pg2 of 1351-2) 
• Lodging Cost - Not applicable for PCS travel (pg2 of 1351-2) 
• Privately Owned Conveyance (POC) miles - Indicate total mileage. 
NOTE: Member need only list the date of departure from old PDS (Effective 
Date of Orders), and the date of arrival at new PDS (Official Date of Report), as 
indicated on the signed PCS orders. It is not necessary to list each stop and 
departure. 

 
 

  

 Continued on next page 
  



Filing a Manual Travel Claim for PCS, Continued 

  
Procedures, 
continued 

 

 
Step Action 

8 Block 16: If private auto is listed in the itinerary, member must indicate 
whether they are an owner/operator or a passenger. 
Block 17: Select the appropriate block. Typically, More Than 24 hours is 
checked. 

 
 

9 Block 18: Enter Temporary Lodging Expense (TLE), tolls, etc. here. 
Block 19: Not applicable to PCS travel. 

 
 

 
 

  

 Continued on next page 
  



Filing a Manual Travel Claim for PCS, Continued 

  
Procedures, 
continued 

 

 
Step Action 
10 Block 20: Original hand written signatures of the traveler. Reviewer is optional. 

Enter in telephone numbers for contact information and enter in the dates that 
the document was signed. 
Block 21: Approving Official MUST print, sign, and date. 
NOTE: On final PCS the following statement is allowed to be entered in block 
21a or block 21b:“Final PCS, AO not available.” 
Block 22: Enter in the Line of Accounting data. 
Skip Blocks 23 - 28. This is for accounting purposes only.  

 
 

 
 

11 The reverse side of the claim provides the Privacy Statement and the Penalty 
Statement at the top. 

 
 

  

 Continued on next page 
  



Filing a Manual Travel Claim for PCS, Continued 

  
Procedures, 
continued 

 

 
Step Action 
12 The bottom of page 2 has instructions for use in blocks 1, 15 and 19. 

Block 29: Use this for any information that needs to be explained or is 
important for Travel to know about this claim (household goods not shipped). 

 
 

  

  


	Filing a Manual Travel Claim for PCS
	Introduction
	Procedures

