
                                                                                                                               

USAFCE FINANCE CHECKLIST 
REQUIRED DOCUMENTS TO IN-PROCESS FINANCE 

1. Complete set of orders and amendments 

2. IPPS-A absence form (leave form) PCS - Abs in Conjunction w/PCS 

3. Official Travel Receipts - Flight Receipts, Train Receipts, Etc. 

4. DA Form 5960 (BAH) 

ADDITIONAL DOCUMENTS AS APPLICABLE 

5. DD Form 1610 (TDY-Enroute) – If TDY LOA is not included in the PCS Orders 

6. Vehicle Processing Center (VPC) Invoice – If vehicle shipped prior to PCS leave, submit after initial voucher 

7. DD 2278 – Personally Procured Move (PPM) and supporting documents (if applicable). Submit vouchers to  

8. Hotel Receipts (zero-balanced, itemized) – Temporary Lodging Expense (TLE) or authorized rest stop 

9. Receipts for Authorized Expenses over $75 (if applicable) – Excess baggage, taxis, tolls, pet expenses, etc. 

10. PCS Smart Voucher – Completed on smartvoucher.dfas.mil. Upload all applicable documents to your Smart 

Voucher before submission! 

 

HOURS OF OPERATION 

MONDAY-WEDNESDAY, & FRIDAY 

0830-1200, 1300-1530 

COMM:  

EMAIL:  



DFAS SMARTVOUCHER 

Link: https://smartvoucher.dfas.mil/ 

1. Use drop-down menu to choose “New Voucher.”

a. If dependents did not accompany you at ALL stops, then do “Dependent Voucher” after

completing the New Voucher.

b. All corrections/PPM/DITY have to be submitted as a supplemental.

2. Use the drop-down menu to select the following below.

a. Finance will first see your submission and send to DFAS Rome if completed.

b. You will receive correspondence via email on your voucher status.

3. Make sure to attach orders, amendments, absence request, flights, VPC, receipts, TLE, delay in travel docs,

and TDY supporting docs (if applicable).

4. Please note that reimbursement will not appear on an LES. Use the “Travel (Advice of Payment)” in MyPay

to see a breakdown of what DFAS reimbursed and submit supplemental vouchers if needed.

 Scan the QR code for walkthrough assistance. 

https://smartvoucher.dfas.mil/
1384310245.civ
Line



ATTACH: Complete set of Orders and Amenments, Leave Form (DA 31 or IPPS-A)
ALL Flight Itinerries, and Receipts over $75, and Vehicle Drop Off Form (if acclicable)




