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Top 10 Things You Should Know 
About Travel – TPAX!



WHAT IS TPAX?

TRAVEL

PREPARATION 

AND

EXAMINATION

SYSTEM



WHAT IS TPAX?



TEMPORARY DUTY

PERMANENT CHANGE OF STATION

INVITATIONAL

EVACUATION

WHAT ARE THE 
DIFFERENT TYPES 

OF TRAVEL?



WHAT IS A TRAVEL 
AUTHORIZING 

OFFICIAL?

A Travel Authorizing Official 
(AO) is delegated to approve 
authorizations, settlements 

and advances in TPAX.



WHAT IS A PROXY?
prox•y(ˈprɒk si) n., pl. prox•ies.

1. the agency, function, or power of a person authorized to act 
as the deputy or substitute for another. 
2. the person so authorized; substitute; agent. 
3. a written authorization empowering another person to vote or 
act for the signer, as at a meeting of stockholders. 

FULL SIGNATURE PROXY

BASIC PROXY



BASIC PROXY



Designating Full Signature Proxy



WHERE DO ORDERS 
COME FROM?

PERSONNEL SERVICE CENTER (PSC)
EPM / OPM / RPM 

TRAINING QUOTA MANAGEMENT CENTER
(TQC) 

UNIT TRAVEL REQUEST AUTHORIZATIONS



WHERE DO ORDERS 
COME FROM?



CAN I USE TPAX 
FOR PCS?

MILITARY

CIVILIAN

ADVANCES



CAN I USE TPAX FOR PCS?



CAN I USE TPAX FOR PCS?



HOW DO I MAKE A 
CLAIM FOR PAYMENT?

 TPAX ENTRY

 AO APPROVAL

 RECORD KEEPING

 VOUCHER SUMMARY

 PAYMENT ISSUANCE



CLAIM PROCESS



MANUAL CLAIM PROCESS



TPAX CLAIM PROCESS



CAN I ADD SOMETHING 
I FORGOT?

Changes can be made any 
time prior to approval.

After approval and payment, 
must submit a supplemental 
claim for something new.

Time restriction for 
supplemental claim.

Documents can be added at 
any time (before & after 
settlement).



MAKING CHANGES



MAKING CHANGES



ADDING DOCUMENTS



SUPPLEMENTAL CLAIM



WHAT DOES THIS 
AUDIT NOTICE MEAN?
ANYTHING OVER $2500.00 IS AUTOMATIC 

 TRAVELER IS NOTIFIED VIA EMAIL

 FAILURE TO COMPLY = DEBT COLLECTION

 DOCUMENTS CAN BE UPLOADED / MAILED

 CAN OCCUR ANYTIME WITHIN 6 YRS, 3 MO



SAMPLE EMAIL



WHERE DO I FIND 
ALL THIS TRAVEL 
INFORMATION?

https://www.uscg.mil/ppc/tvl.asp



GENERAL 
INFORMATION



KNOWN ISSUES



E-Learning – Basic Information



Traveler



Approving Official



Proxy and SPO



AO Training



AO Designation



Other Resources



Forms/Publications



https://www.uscg.mil/ppc/pd.asp



PPC Travel Website
Tax Time
DD214 Virtual Session
SWE PDEs
Career Sea Pay
Contacting PPC
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