
$UBMITTING ORDERS FOR PAY 
 

If you follow these guidelines, you will receive payment of your 

Reserve Pay and Travel Pay in a timely manner. 
 

 Submit all pay documents to the Reserve Pay office in room 114. 

  Always fill out all forms in blue or black ink only.  

  Any document with correction fluid used on it will be returned to the member. 

 If you make a mistake in any block, cross it out with a single line and initial the correction. 

 Remember to include copies of all order modifications. 

 For “mileage only” orders, you must complete the mileage statement on the back of the order. 

 

Want to be paid faster? Submit your orders electronically through AROWS! 
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AF FORM 938 (MILITARY ORDER) 

1.  Blocks 36a-36d - Indicate your exact itinerary. 

  For “Home of Record,” do not write “HOR,” but write the 

  name of the city and state.  

2.   Block 37 - Circle the appropriate statements about 

  your spouse and occupying government quarters. 

3.  Blocks 38-39 - You must sign and date the order. 

4.  Block 40 - The certified report and release dates must 

  match the dates in blocks 13 and 14! 

5.  Blocks 40-45 - The certifying official must complete 

  these blocks. If you are an ART, your timekeeper must 

  sign block 45 and must be given a copy of your order. 

DD FORM 1351-2 (TRAVEL VOUCHER) 

1.  Blocks 2-4, 6-7 and 11 - Complete in full. 

2.  Block 5 - Remember to annotate how much money you 

  would like to go towards your government travel card. 

3.  Block 8 - Write in your order number from block 32 on 

  the AF Form 938. 

4.  Blocks 15a-15d - Indicate your exact itinerary. 

5.  Blocks 15e-15f - Claim all of your lodging costs and 

  privately-owned vehicle miles here. 

6.  Block 16 - Don’t forget to check the appropriate 

  “POC Travel” block. 

7.  Block 18 - Claim all of your reimbursable expenses here. 

8.  Blocks 20a-21d - You and the reviewer must sign your 

  travel voucher. If an expense is authorized after travel 

  is complete, an approving official must sign here 

  and annotate exactly what they are authorizing. 
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Submit your orders like this: 

1.  Original certified order 

2.  Travel voucher 

3.  Receipts 

4.  Copy of order 
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