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7. With the addition of the new fiscal year LOA, the traveler is prompted to either accept the FY auto 
allocation method or cancel. If using a single LOA for each fiscal year, select OK to allow DTS to 
automatically allocate the expenses based on the date or date ranges between the two LOAs. If 
more than two LOAs are required for the document, select Cancel and the expenses will need to be 
allocated by Category/Date or by the other methods of allocation.

Figure 4-4: Auto Fiscal Year Pop-up

8. Before signing, the traveler should add a comment to the AO: “Traveler is expected to return on 
DD MM YYYY, so travel crosses fiscal years. This authorization includes the current and the 
new fiscal year itinerary and expenses.”

9. After the traveler applies their digital signature, the document routes to the CTO for booking of 
transportation and lodging/rental arrangements.

10.  Document then routes to the AO for approval.

11. Upon AO approval, DTS routes the PNR to the CTO for Air fare ticketing, Hotel, and Rental Car 
reservations and also sends the current year obligation transactions to the Financial System. The 
new fiscal year obligation transactions will be held by DTS until the financial system is ready to 
receive them.

4.2 Steps for Creating an Amendment for the Portion of Travel That 
Occurs in a New Fiscal Year

When the new fiscal year funding becomes available, the BDTA must load the appropriate budget 
item(s) in the DTS Budget Module. This process is explained in the DTS Guide to Establishing LOA(s) 
and Budget(s) for the New Fiscal Year document, which is available on the DTMO Website 
(www.defensetravel.dod.mil/).

After the BDTA completes this process, AOs and travelers within the organization must be informed. 
In fiscal year crossover travel situations where only the current fiscal year portion of the authorization 
was created and approved (with only the current fiscal year LOA), the traveler will need to amend the 
original authorization, update the itinerary to include the portion of the travel that takes place in the 
new fiscal year and apply the additional LOA(s) for the new fiscal year.

Note: Trips that include SPPs should be rescheduled on the amendment and processed normally once 
the amendment is approved. If the 30-day window falls during the shutdown/fund availability period 
(generally late September to the middle of October) the delayed payment is processed to disbursing as 
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soon as the amendment receives a Positive Acknowledgement (POSACK) stamp from the accounting 
system.

4.2.1 Steps for Amending the Authorization in a New Fiscal Year
1. Create the Amendment for the Authorization. Add comments to identify the purpose of 

the amendment (Figure 4-5).

Figure 4-5: Create Amendment Screen

2. As part of the amendment process, the user/traveler must change the return date in the itin-
erary of the authorization to reflect the date in the new fiscal year. Change the end date on 
the trip overview page. Scroll to the bottom of the screen and select Proceed to Per Diem 
Locations.



Figure 4-6: Trip Overview/Trip Summary Screen
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3. After the overall trip dates are updated, the traveler will need to update any per diem loca-
tions on the document. Select Edit (Figure 4-7) on the location that needs to have the end 
date updated. Verify that the itinerary reflects the complete trip crossing the fiscal year.

Figure 4-7: Trip Overview/Trip Summary Screen - Edit


