

V1, 8/2012






[image: image1.png]s el M“""se,,,
(\‘,e 0\ g
\”’ @
)
Q ‘?n

ITTh
M

.oq,’m

e\e“e





Travel Compliance Tool Draft Newsletters

9/2012



[image: image2.png]


[image: image3.png]Ll&‘(&'ullﬂ




Travel Policy Compliance Tool Talking Points
for Service and Agency Representatives
This document is intended to provide Service and Agency Representatives with a comprehensive list of talking points that can be used when communication about the new Travel Policy Compliance Program and associated Compliance Tool. 
I. Overview
· The 2012 National Defense Authorization Act (NDAA) included requirements to minimize inaccurate, unauthorized, overstated, inflated, or duplicate travel claims in near real time, and to establish and maintain a travel policy compliance program within one year.  With oversight for commercial travel policy for the Department, the Defense Travel Management Office has taken on the initiative to implement a compliance program by the end of 2012.  

· The travel policy compliance program will employ an automated application that reviews all DTS travel vouchers in near real time and identifies duplicate or incorrect payments.  
· When a potential error is identified, the tool will generate and send an email to the traveler, non-DTS Entry Agency (NDEA) if applicable, as well as the Authorizing Official (AO) that approved the voucher, with instructions for correcting the error.  
· Using the tool, the Services and Agencies will be able to track and monitor those vouchers with errors to ensure they are corrected and that the any incorrect overpayments are returned to the government. 

· The compliance program will be implemented through a phased approach.  The first phase, scheduled to begin in December 2012, will include a pilot of the Travel Policy Compliance Tool for a limited user group that includes DLA, DISA, Marine Corps, and designated organizations within the Navy.  In the second phase, the tool will be implemented across the Department.   This phase is not expected to begin until early 2013.  In the last phases, additional data queries and data sources will be added to identify more complex errors, with the ultimate goal of integrating this capability into the next generation travel solution.

· Initially, the tool will focus on identifying three of the most common and clear cut policy compliance errors: OCONUS laundry expense, OCONUS foreign lodging tax, and duplicate lodging payments.  Data queries that identify more complex error conditions will be added in the near future.  

· The compliance program assists the Department with ensuring travel claims are paid in accordance with regulations and with recouping funds for erroneous payments.  

· The Travel Policy Compliance Tool will help shape traveler and Authorizing Official (AO) behavior by educating them on travel policy.   By being alerted to these errors, travelers and administrators will be better able to recognize and prevent errors prior to the approval of future claims. 
· It is anticipated that voucher errors will decrease over time as more travelers and administrators are aware of the error and travel policy surrounding those errors. 

· The Travel Policy Compliance Tool will identify trends and training needs, and identify opportunities for greater controls within the next generation travel solution. 
· This compliance program is not an audit program nor does it replace the Defense Finance and Accounting Service’s (DFAS) post payment review.  This program is designed to identify errors in near-real time so that travelers can quickly correct them before being identified through those processes.  

II. Tool Functionality and Process
· When an error is identified, the Travel Policy Compliance Tool automatically sends an email to the traveler, non-DTS Entry Agency (NDEA) (if applicable), and the Authorizing Official (AO) that approved the voucher. The email includes a description of the error condition, instructions for correcting the error, and contact information if they need further assistance.  

· If the error resulted in an overpayment of more than $10, the traveler must correct the voucher and returning the overpayment to the organization.  As part of the already established Debt Management process, the traveler will receive an email that explains the debt and provides instructions for repayment. 

· Once a corrected voucher is submitted, it will automatically trigger the already established Debt Management process.  

· If the error resulted in an overpayment of $10 or less, the traveler, NDEA, and Authorizing Official (AO) will receive an email notifying them of the error but they are not required to correct the voucher. 

· According to the DoD Financial Management Regulation, Volume 9, Chapter 8, paragraph 080103, overpayments of $10 or less are not required to be collected. 
· The Travel Policy Compliance Tool provides designated Service and Agency users with an interface that will allow them to manage and track error records. 
· The reporting capability allows users to produce reports based on a variety of parameters such as type of error, dollar amount of errors, and status of error correction.  Users can print or download these reports as .pdf files or as .csv that can be modified using a spreadsheet program. 
· The tool tracks the funds that will be recovered through voucher error corrections within DTS.  However, the system is not linked to the Defense Finance and Accounting Service’s (DFAS) accounting or disbursing systems, so the tool only displays the recovered funds that are recorded in DTS, not necessarily any funds recovered outside DTS unless a Compliance Tool user records the collection manually.  
· If an expense was identified as an error but is an authorized expense that complies with travel policy, then the traveler or NDEA must contact their designated Service and Agency point of contact, called a Compliance Tool Administrator, or local travel help desk to reconcile the error in the Travel Policy Compliance Tool.  
· Service and Agency users can manually reconcile a record but must provide justification as to why the identified error is not actually an error. 
· DTMO will conduct periodic audits of manually reconciled records to ensure compliance with travel policy.
· All designated Service and Agency users must have a Passport account to access the Travel Policy Compliance Tool.  To register for an account, users should go to www.defensetravel.dod.mil/passport and click on “register for a new account” in the bottom right of the sign in box. 
· All Service and Agency users must be given access to the Travel Policy Compliance Tool by a higher permission level. 
·  A user’s access can be restricted to specific organizations.
· A user’s actions within the tool can be restricted depending on their role in the process.   
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Travel Policy Compliance Program 
Draft Newsletters
This document is intended to be used by Service and Agency representatives to help communicate about the new compliance program and associated tool.
III. General Newsletter
(title) DoD Enhances Travel Policy Compliance

(text) The 2012 National Defense Authorization Act required the Department of Defense to create and maintain a compliance program to ensure that travel and transportation reimbursements do not exceed reasonable or actual expenses, as well as minimizing inaccurate, unauthorized, overstated, inflated, or duplicate claims.  The new legislation further requires that this compliance program be implemented by the end of December 2012.   

In response, DTMO is establishing a compliance program that will employ an automated application, known as the Travel Compliance Tool, to review all DTS travel vouchers in near real time and identify duplicate or incorrect payments. When an error is identified, the tool will automatically notify the traveler, the Non-DTS Entry Agents (NDEA), and the Authorizing Official who approved the voucher, via an email that includes instructions for correcting the error. The tool will continue to send reminder emails until action is taken. Additionally, the Travel Compliance Tool includes a user interface that provides Service and Agencies points of contact with access to a reporting and records management capability that will allow for tracking and monitoring of vouchers that have been identified as having an error.  

Initially, the tool will focus on indentifying three of the most common and clear cut policy compliance errors: OCONUS laundry expense, OCONUS foreign lodging tax, and duplicate lodging payments. Data queries that will identify additional errors will be added in the near future.
This new compliance program not only assists the Department with ensuring travel claims are paid in accordance with regulations and recouping funds from erroneous payments, but also serves as a learning tool. By being alerted to these errors, travelers and administrators will be better able to recognize and prevent errors prior to the approval of future claims.  Further, the Compliance Tool will identify trends and training needs, and identify opportunities for greater controls within the next generation travel solution.
The Travel Compliance Tool will be implemented through a phased approach. The first phase, scheduled to begin in December 2012, will include a pilot of the tool for a limited user group including DLA, DISA, Marine Corps, and select organizations within the Navy.  The second phase, which is not expected to begin until early next year, will implement the tool across the Department. The program will be further expanded to add data queries to identify additional types of errors.  Additional data sources including those from legacy systems, local vouchers, and the Government Travel Charge Card (GTCC) will also be incorporated in a later phase.
DTMO has been collaborating with the Services and Agencies to ensure the Compliance Program and supporting tool meets their needs, and to help define roles and responsibilities in regards to the Travel Compliance Tool. The Service and Agencies are in the process of determining which administrators will have access to the tool and how it will be implemented within their organizations. 

IV. Organization-Specific Newsletter for Pilot Participation
(title) New Travel Policy Compliance Program Launches
(text) [image: image6.png]


The 2012 National Defense Authorization Act included required the Department of Defense to create and maintain a travel policy compliance program. In response, the Defense Travel Management Office (DTMO) is implementing an automated application, known as the Travel Policy Compliance Tool that will review all DTS travel vouchers to identify duplicate or incorrect payments. The first phase of implementation will be a pilot of the tool for select organizations within the Department. As part of the phase, [INSERT ORGANIZATION NAME HERE] has been selected to participate in the pilot.  

When an error is identified in a voucher, the tool automatically sends an email to the traveler, the Non-DTS Entry Agents (NDEA), and the Authorizing Official who approved the voucher, with instructions for correcting the error and contact information should there be any questions regarding the error. The tool will continue to send reminder emails until action is taken to correct or reconcile the error.  

The Travel Compliance Tool also includes a user interface that provides Service and Agencies points of contact with access to a reporting and records management capability that will allow for tracking and monitoring of vouchers that have been identified as having an error.   

[INSERT ORGANIZATION SPECIFIC IMPLEMENTATION INFORMATION HERE. Discuss which administrators will have access to the tool and how it will be implemented within their organizations] 

This new compliance program not only assists the Department with ensuring travel claims are paid in accordance with regulations and recouping funds from erroneous payments, but also serves as a learning tool. By being alerted to these errors, travelers and administrators will be better able to recognize and prevent errors prior to the approval of future claims.  Further, the Compliance Tool will identify trends and training needs, and identify opportunities for greater controls within the next generation travel solution.
The tool is expected to be implemented across the Department in early 2013. 
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