
There are certain types of orders for IRs that don’t use DTS for travel arrangements or 

vouchers for reimbursement.  If you look on page 2 of your orders, paragraph E will say DTS 

or RTS.  This quick guide gives instructions for filing in RTS.  

If your orders state RTS, you’ll submit the following to the HQ RIO Travel office via the       

dedicated myFSS link listed at the bottom of this page: 

• DD Form 1351-2 (travel voucher) 

• Receipts for … 

 - Airfare 

 - Car Rental (if not arranged through the CTO, you must 

 provide the CTO/TMC compact rental car estimate) 

 - Lodging (If you use self-procured AirBnB, you must        

 provide a US Fire Administration Certificate.  The landlord can 
 provide it.) 

 - Non-availability statement, if needed 

 - Expenses over $75 

• A copy of your orders (all pages and mods if applicable) 

There is a sample 1351-2 on the next page.  Make sure you read the notations.  Additionally, 

make sure every reimbursement you’re seeking is on the orders (like car rental).  

Your active component unit supervisor can sign for you as the reviewer.  The approving     

official (AO) block is not required unless your AC supervisor wants to authorize and pay for 

additional expenses not already approved on your TDY orders (e.g. rental car, taxies in/around the 

TDY location, etc.).  The AO must specifically state what he/she is approving and add the unit’s 

Line of Accounting to cover the additional expenses in the remarks section of the voucher. 

Submit the signed  DD Form 1351-2, a copy of your orders (front and back), any MODs          

(if applicable), and all necessary receipts to the IR TRAVEL REQUEST link in the IMA           

Management section of myFSS.  The request type is TRAVEL VOUCHER ONLY.   

Filing an RTS Travel Reimbursement 
A Quick Guide from HQ RIO 

How to correctly fill out and submit an RTS Travel Voucher for Reimbursement 

RTS Travel Reimbursement myFSS submission link: Here 

https://www.esd.whs.mil/Portals/54/Documents/DD/forms/dd/dd1351-2.pdf
https://myfss.us.af.mil/USAFCommunity/s/knowledge-detail?pid=kA0t0000000LI4sCAG
https://myfss.us.af.mil/USAFCommunity/s/knowledge-detail?pid=kA0t0000000LI4sCAG


Sample 1351-2 

The travel order 

number can be 

found in block 

You’ll be notified in a reply to your ticket when your voucher is 
processed.   The HQ RIO website updates expected processing 

times weekly.  You can check them out HERE.  

https://www.hqrio.afrc.af.mil/Travel

