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MANAGEMENT OFFICE

through the "Tickets" section of TraX (www.defensetravel.dod.mil/passport) or by calling 1-888-Help1Go. If calling from overseas, use DSN to dial directly.

TABLE 1: CANCELING A NON-APPROVED AUTHORIZATION

The following procedures are provided to assist users with canceling a trip. If you have any questions, please contact your Defense Travel Administrator or the Travel Assistance Center by submitting a help ticket online

Go to Next Step

equal the start date.

4. Change Trip Duration to 12 Hours or Less.

5. Under Expenses> Per Diem Entitlements, ensure the
lodging and/or M&IE allowed are equal to zero.

in the Comments to the AO field.
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) 2. Stamp document SIGNED.
1. Inthe Expense Summary, click Remove for each
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YES 3. In the Overall Ending Point box change the end date to P The voucher can then be

processed for reimbursement
of expenses incurred.

*At the time of cancellation, the traveler is responsible for ensuring the hotel reservation is cancelled in compliance with hotel policy to prevent cancellation charges. Obtain a cancellation confirmation number, if available.

hotel directly for this information.
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TABLES 2 :CANCELING AN APPROVED AUTHORIZATION

3. In the Overall Ending Point box change end date
to equal the start date.

4. Change Trip Duration to 12 Hours or Less.

5. Under Expenses> Per Diem Entitlements, ensure
the lodging and/or M&IE allowed are equal to zero.

2. Stamp document SIGNED.

Note: If this is an authorization with an advance,
the actions in Step 6 should be accomplished on
the voucher.
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entitlements incurred, see Step 6). The
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APPROVED.
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