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Travel Voucher Interview

Purpose

This training guide covers the navigation of the Travel Voucher Interview (TVI)

Overview

The Travel Voucher Interview is designed to assist reporting units and finance offices in the proper 
reporting of travel entitlements.  The TVI will automatically  generate a 1351-2 for permeant change 
of station and separation order types. 
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Travel Voucher Interview

Travel and Orders 
• Individual Members will use the Travel Voucher link.​

• If member has executed PCS type orders the traveler will need an approved Inbound Interview prior to proceeding.
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Starting the 
interview.
• Select the Begin 

Itinerary 1. 

• Select all 
dependents that 
are traveling 
currently with you 
to the next duty 
station.

• Select “Next”

Travel Voucher Interview

Traveler Role
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Travel Detail
• Select Method of travel.

• If POV is selected Traveler must  
input number of vehicles making 
the trip at the bottom of this page.

• Click on add initial stop
• Then Click on each section to 

input the information required. 

• For additional stops 
Select the ‘+’ and repeat 
steps. 

• Once complete select the 
“Next ” button

Travel Voucher Interview

Traveler Role
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Travel Voucher Interview

Traveler Role

Temporary Lodging 
Expense (TLE)
• If you are claiming TLE 

select “Yes”.
• If not select “No” and then 

”Next”. 

• Then select “Add Temporary 
Lodging Expense”

• Fill in all information for the 
TLE expense. 

• To Add attachments for TLE 
click “Browse” 

• Then select “Attachment 
Type”

• Then select “Attach File”

• Then select next.
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Travel Voucher Interview

Traveler Role

Dislocation Allowance 
(DLA)
• If you have dependents moved 

with you  select “Yes”.

• If you would like to claim DLA 
select “Yes”. 

• If you don’t have dependents or 
they didn’t travel with you may 
still rate DLA without 
Dependents. 

• Select “No” if dependents did 
not travel with you. 

• Select No if you are not 
assigned a barracks room.

• If you are assigned a barracks room 
you will not rate DLA. 

• If you are E5 and below without 
depends you will need to attach 
“Authorization to reside out in town”. 

• If you would like to claim DLA 
select “Yes”.
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Travel Voucher Interview

Traveler Role

Other Expenses.
• If you incurred any other 

expense.

• Select “Add Expense”

• Fill out expense information

• If expense is $75 or more 
you will need a receipt.

• To attach receipt click on 
“Browse”. 

• Select file

• Update “Attachment Type”

• Click “Attach File”
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Travel Voucher Interview

Traveler Role

Review Travel claim.
• Review claim 

• If claim is correct click 
“Next”

Confirm Travel claim.

• Verify all contact and 
deposit information.

• Then click Submit Travel 
Voucher.  
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