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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. Onthe Lodging screen, select Decline for any mandatory lodging types and Skip
This Hotel for all others.

HMadify Search

Please Note: A Red Star (*)
indicates a field is required.

* Check-in Date:

j05/23/2018 E=e

* Check-Out Date:

05/26/2016 [E=I
Select By:
TOY Location v

* City / TDY Location:
BURLINGTON VT

* Distance:

10 Miles
Search

Select Lodging for BURLINGTON
from 05/23/2016 through 05/26/2016

Skip This Hotel

RESERVATIONS SUMMARY:
AIR: 5362.20
DCA to BTV : 05/23/16 09:59 AM Arrive: 12:00 AM Cancel Flight
BTV to DCA : 05/26/16 05:20 AM Arrive: 06:59 AM Cancel Flight
RENTAL CAR: $95.19

BUDGET BTV - Burlington, VT (USA) Pickup: 05/23/16 Cancel Car
Drop-off: 05/26/16

LODGING:  $0.00

[ Govt | Gowt | commercial Commercial Fire | Commercial |
DaD Privatized DaD Preferred Safety Act Compliant Other Published Rates

Listed properties meet Federal Emergency Management Agency requirements for fire safety
but are NOT monitored by DoD for adequacy or per diem rates.

sort By: (' Distance @ Rate Range (O Hotel Name
Lodging Rate Allowed is $128.00 in BURLINGTON, VT

= NEXT 10

Additional Hotel Information

Phone: 802/862-  FEMA Approx. Distance:
Approved | 4 Miles

$58.65 - §74.00 Rate Range

Travelodge South 6421
Burlington Fax: B02/862
1016 Shelbume Rd ot

Travelodge RN A

e e Toll Free:

800/525-4055
$71.10 - §99.00 Rate Range Additional Hotel Information [Tt
Phone: 802/655-  FEMA Approx. Distance:
3 1400 Approved | 3 Miles

Sty s Fax: B02/336-

84 South Park Dr 9158

Colchester VT, 05446 Toll Free:
800/228-5151

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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Message from webpage

4 l.'\

Your confirmed travel reservations will be cancelled in 24 hours if
your authorization remains unsigned.

x|

OK

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).

Defense Travel System

Date

05/23/16

05/24/16

05/25/16

05/26/16

Location

BURLINGTON VT

BURLINGTON,VT

BURLINGTON, VT

BURLINGTON,VT

A New Era of Government Travel

RETURN TO LIST

G5A State Tax Exemption Listing

Edit

> Edi

Itinerary TraveWWmounting Additional Options  Review/Sign

Per Diem Entitlermnents M ERISEGENERIH

Non-Mile

» Reset

» Reset

» Reset

ge

Ldg Cost

5128.00

5128.00

5128.00

50.00

Ldg Allowed

5128.00
GOVCC-
Individual
5128.00
GOVCC-
Individual
5128.00
GOVCC-
Individual
50,00
GOVCC-
Individual

Reset All

Proceed to the following page:

Following is a list of per diem allowances for lodging and meals/incidentals for each day of your trip. The "edit” link allows you to change the
information {e.g., duty conditions, meals provided, etc.) for a specific date or date range. The "reset” link changes the per diem information to
the default rates for that date and location.

** The presence of two asterisks before the Location Name indicates one or more directed meals available for the day at the locaticn were de-
selected, impacting the allowable meal reimbursement amount.

MEIE
Allowed

AR00 128 / 64
Personal
564,00
Personal S
564.00

Personal 128463

548.00 128 7 64
Personal

Per Diem Rate | Code B L | D Qfrs

NONE

NONE

MNONE

HNONE

|Aocounting Codes

ﬂ I Continue

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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“fou may apply changes on this screen to a certain date or range of dates by medifiying the *Values Apply Through" date. If required to change
the distribution to travelers, use the distribution method selection list to change the distribution methed. Then, select the "distribute cost" link

to distribute appropriately to travelers.  G5A State Tax Exemption Listin,

Location: BURLINGTON VT

Values Apply From Date: 05/23/2016

Values Apply Through: 05/26/2016 v|

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.

Costs are total for all travelers. You may change your ledging costs below. Use the "View Expense Details / Currency Calculator” link for
expense details such as payment methed, reimburseable, etc.,

Per Diem Rate: E— Max Lodging Rate

Lodging: 5 |128.00
M&IE: 5 = view expense details /

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).

‘Other Per Diem Entitlements

«ach other; for the other selections only one option may be applied.

O No Other Per Diem Entitlements
O Leave

Check here if you are taking leave for the above date or date range.
m Sick Leave - Mo Per Diem

Check here if you are taking Sick Leave without Per Diem for the above date or date range.
D Sick Leave - Per Diem

Check here if you are taking Sick Leave with Per Diem for the above date or date range.
D Duty Dayis)(No Per Diem)

Check here if you need to use Duty Day{Mo Per Diem) for the above date or date range.
O Non-Duty Day(s)

Check here if you need to use Non-Duty Day for the above date or date range.
D Authorized Delay

Check here if you need to use Authorized Delay for the above date or date range.
Actual Lodging

Check here if you need to use Actual Lodging for the above date or date range.

Actual Lodging costs limited to: 3512
D OCONUS Incidental Amount - {Used to reduce the daily incidental rate to the minimum.)

Check here if your AQ determines the minimum default incidental rate applies for the above date or date range, instead
«of the applicable locality rate included in the daily amount for Meals and Incidentals.

D In Place - {Used to increase the M&IE amount to 100% on first or last day of travel)
Check here if you are beginning or ending your travel at a TDY location vice your permanent duty station.

Cancel These Entitlement Changes and Return | Save These Entitlements |

If you need to claim actual lodging in excess of per diem, take leave, designate OCONUS incidental amount, indicate non-per diem duty days or
indicate In Place, you may check the appropriate box. In-place and OCONUS incidental reduction selections can be made in combination with

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).

ﬁ Defense Travel System Itinerary  Travel Expenses  Accounting  Additional OpﬁonM
A New Era of Government Travel
e

Praview Other Auths,

Help for this screen

Below are any items that were "flagged" for this trip. You must provide comments in the “Justification te Approving Official’ text field for flagged
items. When you are finished, or if there are no flagged items, click "Proceed To Digital Signature.”

DoD mandates split disbursement for transportation, lodging and rental car expenses. Click here for memorandum

Constructed Travel Worksheet

2 Items have been Flagged in this Travel Document

1. Reason Flagged ke Description * Justification to Approving Official <Help>
# ACTUALS EXPENSE # ACTUAL EXPENSE ALLOWANCE
REQUESTED.
25 Reason Flagged Itern Description * Justification to Approving Official <Help>
1 LODGING NOT USED 41 BURLINGTON,VT: No lodging

reservations exist from 05/23/2016
to 05/26/2016.

| Save And Proceed To Digital Signature |

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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