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If you attend a conference and the lodging has a special conference room rate, you can 
adjust the room rate in the Defense Travel System (DTS). You should adhere to both 
your organization’s local business rules and these instructions, but if there are any 
conflicts, your local business rules take precedence. 
 
When you book a hotel room at a conference rate you must contact the hotel directly or 
go to the conference website to obtain the conference rate. 

 
  

DTS always assumes that you will need lodging on your TDY. After you select your air 
and ground transportation reservations (if you need them) DTS will automatically take 
you to the Lodging screen in the Travel module.  
 
Follow the steps below to enter the conference room rate into DTS.  

 
1. On the Lodging screen, select Decline for any mandatory lodging types and Skip 

This Hotel for all others. 
 

 
Figure 1: Lodging Screen in Travel Module 

 
2. Choose Expenses from the main navigation bar. A pop-up message appears 

reminding you that your reservations will be cancelled if you do not sign the 
authorization in 24 hours (Figure 2). 
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Figure 2: Reservations Cancellation Reminder 

 
3. Select Per Diem Entitlements from the subnavigation bar. 
 
4. Select Edit next to the first date to be changed (Figure 3). 

 

 
Figure 3: Per Diem Entitlements Screen 

 
5. Complete the Values Apply Through field if changes are for multiple days (Figure 

4). 
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Figure 4: Per Diem Entitlement Detail Screen – Values Apply Through Date  

 
6. Enter the daily conference room rate in the Lodging field (Figure 5). Also take note 

of the maximum allowed lodging rate located above the Lodging field. 
 

 

 
Figure 5: Per Diem Entitlement Detail Screen – Lodging  

 
7. If the Conference’s lodging rate is over the maximum per diem for the location, 

place a check in the Actual Lodging box located near the bottom of the Other Per 
Diem Entitlements Detail screen (Figure 6).  

 

 
Figure 6: Per Diem Entitlement Detail Screen – Actual Lodging 
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8. Select Save These Entitlements. 
 

Note: When you select Actual Lodging in Other Per Diem Entitlements, you will 
need to provide justification on the Pre-Audit Trip screen. If you selected either the 
Decline or Skip This Hotel button on the Lodging screen, you will need to provide a 
Reason Code and justification for not using the hotels DTS returned (Figure 7). 
 

 
Figure 7: Pre-Audit Trip Screen 

 
9. Complete the authorization, and stamp the document SIGNED to initiate the routing 

process. 
 

The Authorizing Official must approve actual lodging before the TDY begins to ensure full 
reimbursement.  

 
Note: You can request CTO assistance while booking lodging at the conference room rate, 
but you should avoid contacting the CTO until after you’ve contacted the hotel or gone 
through the conference website to obtain the conference rate. 
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