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DEFENSE TRAVEL  
MANAGEMENT OFFICE 

I. Document Processing 
Create an Authorization - Demonstration 
Creating Itinerary Including Reservations 
Expenses 
Per Diem Entitlements 
Substantiating Records 
Accounting 
Scheduling Partial Payments, Advances 
Constructed Travel Worksheets 
Review/Sign 

 
 
II. Route and Review 
Demonstration of the Routing Process as an Approving Official 

  
 
III. Vouchers 
Create a Voucher from an Approved Authorization - Demonstration 
Updating the Itinerary, Locations and Dates 
Update Expenses, Per Diem Entitlements 
Substantiating Records 
Pre-Audit 
Other Authorizations 
Adjustments 
Payment Totals 
Digital Signature 

 
 
IV. Travel Assistance Center & Helpful Guides 
 
V. Course Evaluation  

 

 

 

 

 

  

 
OnSite Travel Training Services 

Traveler Training Course Agenda 
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