
SEPARATION/RETIREMENT VOUCHER 

You have one year from your retirement date or 6 months from your separation date to submit a travel claim.  

Lackland air force base is the only finance office that can settle your claim. 

Your voucher will not be paid until 21 duty days or more after your date of separation or retirement, pending pay 

record review.  Allow up to 45 days. 

Temporary lodging and dislocation allowance is not reimbursable upon separation or retirement. 

There is a direct deposit sheet attached to the back of the packet that is required when you mail in your 

voucher.  Please make sure you complete sections 1,2, 3, and 5 or your voucher will not be processed. 

***if you are filing a DITY move: send the finance voucher to finance and the DITY move voucher to PPPO 

(TMO).  These are separate vouchers.  Your weigh tickets and anything concerning your DITY move, has to go to 

PPPO (TMO).  Finance will not be responsible for DITY information that you send to our office.   

Required information: 

1 copy of Separation/Retirement orders and amendments- front and back if applicable 

If Retiring & traveling w/ dependents: Copy of DD Form 1172-2, DEERS Enrollment Form (can be 

obtained online at www.dmdc.osd.mil/self_service) 

Receipts for all plane, bus, or train tickets 

Receipts for reimbursable items that exceed $75 except lodging & gas 

Attached DD form 1351-2 (your completed form, not the example) 

Direct deposit sign up form 

Block 6: provide address where you relocated to and a good email address 

Block 7: provide telephone number where you can be reached with any questions. 

Block 8: provide the order number from original orders (special order number) 

Block 10 c: sign this statement if you and a dependent drove 2 POVs to relocate 

note: both POVs must have been driven, not pulled/towed. 

Block 12: list civilian dependents that are authorized to travel with you. 

Block 13: address where dependents resided when you received orders. 

Block 15: itinerary: complete this section.  Examples included.  

Block 16 and 17:  check applicable blocks 

Block 18: list reimbursable items such as tolls, plane tickets, and taxis 

Block 20 a-b: sign and date; you will not receive a payment if you do not sign 

MAIL THIS VOUCHER TO: 502d  CPTS/FMFCA 

1561 STEWART ST, SUITE 1 

LACKLAND AFB, TX 78236 

OR EMAIL VOUCHER TO:          502CPTS.FMF.JBSAMILPAY@US.AF.MIL 

Every 350 miles driven constitutes 1 travel day.   

Daily driving per diem: $142.00 for military member; $106.50 for spouse and dependents 12 years and older; $71.00 

for dependents under 12 years old. Mileage rates as of 1 Jan 2017:   $0.17 per mile  
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