DEPARTMENT OF THE NAVY

NAVY RECRUITING BISTRICT HEW YORK
590 STEWART AVENUE
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GARDEN CITY, NY 11530-4B58
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40
25 Jul 16

NAVCRUITDIST NEW YORK INSTRUCTION 7210.1T

Subj: REIMBURSEMENT OF QUT OF POCKET EXPENSES (OPE} INCURRED
WHILE PERFORMING OFFICIAL RECRUITING DUTY

Ref: (a} Defense Travel System (DTS) webgite
(b) COMNAVCRUITCOMINST 4400.1E
(¢) DTS Web Based Training
(d} COMNAVCRUITCOMINST 1130.8J
(e) COMNAVCRUITCOMINST 1131.2F

Encl: {1) List of Authorized and Unauthorized Out of Pocket
ExXpenses
(2) DTS Web Based Training Local Voucher Overview

1. Purpose. 1In addition to references ({(a) through (e}, this
instruction outlines policy and training to be followed in
submitting claims for Out-of-Pocket Expenses (OPE).

2. Cancellation. NAVCRUITDISTNYINST 7210.18

3. Discussion

a. Per reference (b), a member of the Armed Forces whose
primary assignment is to perform recruiting duty is entitled to
reimbursement for actual and necessary expensges defrayed from
personal funds in the performance of recruiting duties. Expenses
are limited to those listed in enclosure (1).

b. Expenses incurred on behalf of military personnel on active
duty or active duty for training, or Delayed Entry Program {(DEP)
personnel and Centers of Influence are not reimbursable under OPEs.

C. Such reimbursement is in no way considered to be a
supplemental pay for production personnel, and is not intended as
such. Claims shall be judiciously used to assist production
pexrsonnel in performing their assigned duties.

4, Action

a. Eligibility. Eligibility for this entitlement other than
field production personnel include the following:

(1} Commanding COfficer (CO)

(2) Executive Cfficer (XO)
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(3) Recruiting Operations Officexr (ROPS)

(4) Assistant Recruiting Operations Officer (AROPS)
{5) Nuclear Power Programs Coordinator

(6) Advanced Programs Team Coordinator

b. Request. all requests for reimbursement must be approved
per reference {b) Paragraph 502, X0 or CO. The Supply Officer
(SUPPO) shall serve as certifying official. Approving officials
cannot approve their own OPE claims. Additionally, the approving
official shall be responsible for the final determination of
eligibility to submit a claim, ensuring that the claimant was
functioning as a production recruiter. ROPS will sexve as the
reviewing official for the operations department.

¢. Claim Submission. Claims shall cover only one calendar
month and will be submitted via the Defense Travel System (DTS), as
described in enclosure (2). Under no circumstances shall a single
claim cover more than 31 days. Except in unusual circumstances, no
OPE claim will exceed $75.00 for any one month. When claims exceed
$75.00 for any one month, the claim must be accompanied by a
justification in DTS. Per references (d) and (e), claims will be
validated against the Officer or Enlisted Recruiter’s excel
generated Applicant Log.

d. Receipt. Receipts are required for any single item
claimed. 1In addition, wvital documents obtained (i.e. transcripts,
diplomas, and certificates) will also be accompanied by a receipt
when OPE claims are submitted.

€. General Information. Per reference (a), guidance for the
reimbursement of OPE for military personnel can be reviewed at
http://www.defencetravel.dod.mil/site/travelreg.cfm.
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List of Authorized and Unauthorized Out of Pocket Expenses {0OPE)

Authorized Items

- Breakfast, Lunch, Snack or Dinner

- Marriage or Divorce Decrees

- DMV {Drivers Records) or Law Enforcement etc.

- Purchase of photographic copies of wvital documents
- Parking Fees for applicants or candidates

Unauthorized Items

- Film or batteries
- Booth rentals
- Keys for wvehicles or offices
- Maps or street directories
- Dry cleaning of curtains or Flags
- Emergency or routine auto repairs
- Membership fees to fraternal or professional organizations
- Contributions, Admissions, Donations, estce
- Flowers, greeting cards, or etc.
- Parking Fee: For Duty drivers; Future Sailors; HARPs; OHARPs;
Morale, Welfare & Recreation Meetings; All Hands training or
conferences
~ Clothing articles
- Entertainment (movies, concerts, video games, etc.)
- SAT scores, or GED preparation expenses
- Name Lists
- Mileage for local & TAD travel
- Photo/reprographic copies for meetings, office or re-supply of
forms
- Lodging for applicants
- Center of Influence (C0I) events
- Car washes
- Automotive gasoline, o0il, or other associated supplies/repair
services
- Cellular telephone call charges to or from a personal cellular
phone or paging device
Monthly charges for a personal paging device
- Officer candidates in TAD status
- Tolls; Towing of government vehicles
- Delayed Entry Program (DEP) events
- Temporary duty or local travel expenses
- Meals: For recruiters own consumption; DEPpers; HARPs; OHARPs
For EOV; VIP; or other events
- Business Cards
- Gratuities (tips)
- Alcoholic beverages
- Administrative supplies: Photocopier or Facsimile or repair
Services
- Parking tickets

Enclosure (1)
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Accounting

BBl S bar. Beoskeos 50

Sefecl he LOA{s) lram the apprapriale drop-town
lisl.

Mauitiple LOAs: When (wo or more LOAS are used:
Selecl OK lo the pop-up window.

Secroll o the hotlom of the screen and select the
How To Allocale drop-down ksl Choose an
allocation melhod.

Selecl Allocate Expenses.

Allocate he expenses among lhe LOAs.

Gelect Save Allocations,

The Expense Summary box will disptay a
breakdown of ihe expenses pertaining to each LOA
selecled,

Additio

Selecl Additional Oplions (ront the navigalion bar.
Enler any comiments lo Lhe AQ in the Comments
for Local Voueher fiakl, Selecl Save Comments
and Proceed to Payment Totals.

Select Payimenl Tolals lo view or edil
reimbursemenl amounls.

Select Review/Sign (rom the navigalion har.
Review the informalion on lhe Preview swreen, Use
the Edit links 1o update information.

Scroll o the bottom of the page and selecl Save
And Proceed To Pre-Aucil,

Cumplale (he Justification to AQ box for each of
the flagged items. Juslificalions are mandatory.

Select Save And Proceed To Digllal Signature.

G.  The Digital Signalure soreen apens, The Submit
ihis document as: drop-down lisl defaulls (o e
SIGNED slamy.

7. Seleet Submil Compleled Document.

8. The Slamp Process sureen opens. Selecl Save and
Conilnue,

Adjust and Amend
Local Vouchers

An attjuslmentis a changa lo a local voucher hefore the
A applies lhe APPROVED slamp. An amendment is a
change to a focal voucher affer the AD applies (he
APPROVED stamp.

Nota: An amendnient 1o a focal voucher is noimally for
correcling a refecled loval voucher, If expenses need 1o
be arded 1o a local voucher ailler it has heen
APPROVEL, a new local voucher must be crealer

Creale an Adjustment
Mouse over Official Travel on lhe menu bar.
Selecl Local Vouchers.
Select view/adit nexl to the tesired doouiment.
Clear lhe Open Document VIEW-ONLY box,
Complele lhe PIN fiell then selecl O,
On the Preview screan, selecl Edil nexl o the flems
thal need adjustment. Make changes and save.
Sefecl Pre-Audit and juslify any new Rags.
Select 8ave And Proceed To Digital Signalure.
Enler conmenls in the Addilinnal Remarks fiald and
stamp lha document SIGNED.
10. Complele the PIN field hen selacl DK,

Do a W =

Bm

Creale an Amendment
Mouse over Official Travel on the menu bar.
Selec! Local Vouchers.
Selecl amend nexl (o the desired document.
Enter justificalion in the Comiment box.
Follow slaps 5-10 as desearibad above.

R

For more information see Chapter 6 in the Durument
Frocessing Manual,

This dociment is conitofted aid maintained on the
wyny.defenselravel dodmif website  Printad copies
tmay e ohsofele. Miease clreck ravision [ T-1 Y
priov [0 use.

fi
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Create a Local Voucher
Instructions for Travelers

Varsion 7.0, Jannary 13, 2012

A focal voucher is a raguest for reimbursement for

miscellanecus expenses jncurred while transacting
official rusiness with the localify of the Permanent

Duty Station (PDS).

Log On to DTS
1. Insert lhe CAC into the reader.
2. Access lhe DTS Home page:
Wl ftveww. delensetravel osd.mil.
3. Selecl LOGIN TO TS,
4. Read lhe Dol Privacy & Elhics Moficy lhen salect
Accepl.

Creale a Local Voucher

Dfenl e o8 s

B R L o P

I. Mouse over Official Fravel on the meny bar

2. Selaut Local Vouechars from ihe drop-down list,

3. Sefect Creale New Loral Vousher,

4. Complele the Date field. The dale defaults fo e
date that the locaf vouchar is craaled. Thiz dale [}
be lefl as is or il can be thangad Lo any pasl date.
lulwre dale eannct be used becayse according lo

Pold fravel palicy, personnel ean only claim

vimbursement on a loeal vouvcher for avpenses (hal
have already been incuned.

9 Select OK The Non-Mileage Expenses module
opens.

Nete: Expenses for mulfinla dales on one local vourher
may he claimed as long as pach expense is hefore (he
dale thal was pul in lhe Loeal Veucher Dale.

"ENCLOSURE (2)"
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7. {fthe Normal one-way inileage radio bullon is
selected, complete lhe Mormal one-way mileage

M in-and-Around Mileage from Residence {0 PDS feld.
Non-Mileage mx_um:mm,m - {Private Auto or Molorcycle) -OR.
i : T R If lhe Daily ene-way commuting cost radio bullon
i e e TR o R ( iz selected, enler the apptopriate doflar amount inlo
Added Manuaily et TR S i T lhe fiefd.
1. Use the drop-down arrow in the Select Expense . bt [ mm—— 8. Enler ihe Miles liekl with tha number of miles g (he
Type and choose lhe expense type. i lhe expense - o P s o s deslination.
lype is nol iisted, lype it in the -OR- lieid. . . 8. To claim a round friip miteage expanse, check the
2. m_ﬂmﬂ ihe reason/event in the Evenl Purpose lield. 1. Selecl lhe Expense Type drop-down list box nex! lo Check ,_:; to mam:w» separale
3. Put lhe expense angunt in Ihe Cast ligld. 2. Selecl the appropriate In-and-Around Milaage expense for round (rp.
4. Putf lhe dale lhal (be expense was incurred in Lhe expense type (eilher Private Auto or Private 10, Selecl Bave Expenses when all expenses are
Date lield. Molorcycle). addad.
5. Select lhe Method of Reimbursement drap-down 3. Verily or enler lhe Event Purpose.
arrow and chogse how lhe expense was paid. u Oo_.dv_mﬁm e _nc,nm:o: fiefd.
6. On lhe Nan-Mileage screen fwo expenses may be 5. Verily lhe Dale :_mE o*.,_,_m expense. . .
adlded. 6 Enler lhe Miles lield wilh the nuntber of miles driven.
7. Select Save Expenses. 7. Two expenses can be added | Hy, then selecl

8. Ilan expense is greater or equal to $75.00, a pop -up Save Expenses.

reminder aboul receipls will display. Selecl OK to 8. Enler and save addilional expenses one al lime. Use the Substanliating Records screen lo acdd
acknowiedge lhe pop-up. . supporling documenls lo a local voucher-

9. Onge lhe screen refreshes, enler additional Private Aulo (or Motercycle)
expenses one af lime and select Save Expense. ... Mileage-Owner/Operalor Fax Method

.

Selecl Print Fax Cover Sheel

2. Choose lhe printer and selec! Print.

v 3. The bar code un the fax sheet is unigue to each
T documenl nae, A cover slieet must he printed
and atlached for each submission. Use lhe lax
cover shael as (he firsl page and lax H wilh all
suppotling documents and recaipls lo the (ax
number on lhe covar sheel

Add Expense froin the Govermiment Travel
Charge Card

L L - | R F 135 [ e A._..—.l—

When you use your GTCC to pay for somelhing fhat

needs le be included on the local voucher, you can use
lhe "Create an expense ilem from a governimeitt : .
charge card transaction”. This link is localed above N EE I Scan and Upload Wathod

Expense ilem #1 i. Selecl Browse.
1. Selecl Ihe Expense Typé drop-down list. 2. Seleclthe file lo be upluaded.
2. Choose eilher Private Auto Mileaye- 3. Seleci Open.
OwnerfOperalor or Private Motloreyele Mileage- 4. Select Upload Onee lhe file is uploaderd a Noles
OwnerfOperalor. lield displays,
3 Verily or coinplele lhe Evanf Purposa. 5. InIhe Notes field, enler deseripfive informalion
4. Complete the From field or selecl a locafinnr fiom aboul the lile
the Profile Localions as either lhe From or Te field, 5. Selert Save Noles The screen will refiegh,
; - . and the event localion in lhe olher field.
Hm_“_woﬂ%wm”w%%__:o: types of mileage included in a local 6. f Dufy Station was selected, anter lhe inileage iom

the PDS 1o the localion specified and skip to Step 3
OIR-
If Resldence was selectad; new flields will appear
Fellow lhe below steps (o complets then:

6.  Selecl eilher the Normal one-way mileaye radio
bulton or he Daily gne-way commuling cost radio
butfon.

in-and-Around Mileage. This is mileage thal hegins and
ands al the evenl localion.

Privaie Aw{o (or Moforcycle) Mifeage. This is mileage
hal begins and ends at he fraveler's duty slation or
residence.

92 'ENCLOSURE (2)"



