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About This Guide



This Instructor Guide for Distance Learning Classes will enable you to instruct  participants on one specific topic using a live instructor web based training application. The significant features of this guide are as follows:

· It provides references to the slide numbers of the PowerPoint presentation prepared to accompany this unit.  Slides should be used as the content delivery method for this class.

· It provides approximate time duration for each section. However, the time duration may vary depending on the length of discussions and questions that participants might have on a particular section. 

· It provides suggestions on when to use the online highlighting tools.

· This material was designed to be delivered using web conferencing software. This guide does not provide detailed instructions on how to set up or manage any web conferencing software.  Instructors are expected to secure this information and skill set independent of this document.  

· For purposes of this manual, the following assumptions are made:
· VoiP (Voice over Internet Protocol) is being used 
· Chat and highlighting tools are available
· Instructor computers are properly configured
· Session is created prior to class start time
· A quiet/private delivery space is being used 
· The invitation to attend has been distributed or posted
· Support material is available to participants
· The instructor is familiar with the course material
· The instructor is experienced with the software
· Evaluation tools are available for distribution 















	
Legend



The following legend provides descriptions of the icons used in this guide.
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Distance Learning Pre-Class Preparation
	       2 Hours



· Review the script, and slides associated with this unit to ensure you are thoroughly familiar with the information to be delivered. Slide numbers are referenced throughout the guide to enable easy coordination of the script with the slides at an appropriate pace.  

· Secure a technical assistant or co-instructor for the session.  This person should monitor and respond to participant questions. 

· Conduct at least one live practice, with your co-instructor.

· Ensure you have appropriate teaching conditions and equipment:
· Quiet room with minimal background noise
· Newer model computer with high speed Internet access
· Headset with microphone
· Web camera (optional)
· Web conference software user name and password
· DTS soft certificate and password for EWTS*** access
· PowerPoint slides for this unit
· Website link(s) for this unit 
· Web conference URL; access instructions
· Help Desk telephone number(s) 
· Notepad and pen

· Check software and hardware:  
· Computer works properly with web conference software
· Software is configured and tested for audio and/or video
· Headset is plugged into the computer and works
· Volume control on the headset and computer are properly set
· Web camera is placed for best visual of instructor
· Participant to instructor chat room/communication mode is working
· Instructor chat room is available
· Highlighting tools open and work as expected
· Welcome slide includes class name
· Slides and script are the most current version
· Slides are properly attached to the session
· EWTS is up and running before class starts (if appropriate)









EXPLANATION OF HIGHLIGHT ICONS & SYMBOLS:
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Highlight Icon: Indicates to instructor and co-instructor specifically what needs to be highlighted on the each slide within the PowerPoint presentation supporting this class. Also includes directions on the color of highlight symbols to be applied.


Highlight Symbols:
Indicates to instructor and co-instructor which specific highlight symbol to apply to a portion of a presentation slide.  Symbols will usually be a stars, arrows, check marks, and/or boxes. Placement also indicates exactly when to apply the symbol within the text.

Complex Sequence Notes:
When highlights must be applied in a specific flow or complex pattern, each point will be indicated with a sequential number.




INSTRUCTOR ROLES:
	[image: Alert_Icon][image: Alert_Icon]
	
The co-instructor is typically responsible for the following:
· Accepting participants into the class 
· Guiding participants to technical assistance information
· Executing slide changes for the instructor
· Highlighting slides for the instructor
· Responding to participant questions
· Passing content question to the instructor or a SME during class
· As appropriate, collecting participant email addresses for distribution of supplemental information or responses to unique questions after class
· Ensuring any unanswered class questions are distributed to SMEs and responses are sent to participants in a timely manner
· Ensuring any requested supplemental information is distributed to participants in a timely manner 

The instructor is typically responsible for the following:
· Ensuring class starts and ends on time
· Ensuring slides and script associated are the most current version
· Ensuring slides are properly attached to the web conference
· Ensuring any web links are properly entered and working
· Ensuring the evaluation card is distributed at the close of class




Opening the Class
	[bookmark: _Toc265746319]
Welcome                                                         15 Minutes pre-class start time



 Display the DTMO Distance Learning Welcome slide
	[image: ppt_icon]
	Slide1: Welcome
 

	





NOTE TO INSTRUCTORS ONLY
	[image: Alert_Icon]
	When this material is delivered via web conferencing software that depends on VOIP (Voice over Internet Protocol), it is important to do a sound check before starting the script.

Stop and ask participants if they can hear you clearly, pause and give participants time to respond, and then proceed with the class.



 Welcome participants: 
	[image: discussion_icon1]
	
Hello, my name is (insert name); I will be your instructor today.

Also on the line today is (insert name), who will be monitoring the chat box and dealing with technical details.

Welcome to P-115 DoD Travel Policy.






Display:
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	Slide 2: Topic, Target Audience, Pre-Requisites

	




   Highlight:
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	· Stamp a star or check on each point as it is reviewed.




Ensure all participants have signed into the appropriate class: 
	[image: ][image: ][image: ][image: ][image: ][image: discussion_icon1]
	


This class is P-115 Travel Policy While TDY.  

The content is most appropriate for Authorizing Officials and Travelers. 

The session is approximately 60 minutes long and it will move at a moderate pace.

As a pre-requisite to this class participants should have reviewed the Orientation to DTS and Distance Learning PowerPoint as found in TraX or have some experience with DTS.

New DTS users should also review the demonstration: First Time Log Into DTS that is also available in TraX.






Display:
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	Slide 3: Technical Issues?

	




Highlight:
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	· Stamp a star or check on each point as it is reviewed.




Explain:
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This class is provided by the Defense Travel Management Office and delivered with the DOD approved Defense Connect Online software.

 If you experience poor audio slow changing screens or connection issues, please take corrective action on your own. 

 First, exit the class, and close all other software browsers open on your computer; then re-enter class. 

 If the problem continues, contact your local IT support team and ask for help configuring your computer to work with DCO.

 Or call the DISA/DCO Help Desk; their number always appears in the corner of the classroom screen.







Display:
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	Slide 4: Attendance Credit

	




Highlight:
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	· Draw a box around “Guest” and login name area. 




Explain:
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To receive proof of attendance for this or any other DTMO distance learning class; always select the GUEST option on the login screen and enter your full name and Service or Agency initials.

Attendance is manually credited to eligible participants 5-7 business days after class.

Print your certificate by going to the My Completed tab in TraX.

Class login information must match training registration information or credit cannot be awarded.

If you did not provide complete information at entry today, please do so now by using the chat box.









Display:
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	Slide 5: Communicating In Class

	




Highlight:
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	· Draw a box around the icon with the raised hand.
· Draw a box around the chat box text entry area.



Explain:
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For those who are new to our program, participant microphones are turned off during class, so please do not select your microphone icon.

There are however two options for communicating with our team today. 

First, everyone has a “raise the hand” icon, in the lower left corner of the screen. 

Please go there now, and send me a message of your choice, then look at the attendance box to confirm your action.


	
	INSTRUCTOR NOTE: 
Pause to give participants time to act, then insert a brief personal comment thanking them for their actions before returning to the script.  Remove all icons before advancing. 

	
	
You can also ask questions at any point by using the chat pod.

(Insert co-instructor first name) and I will make every effort to quickly respond to your questions.

When this is not possible, we will email the response after class.



 (
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Training 

Objectives


	
	      1 Minute



Display:
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	Slide 6: P-115 Training Objectives


	



   Highlight:
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	· Stamp a star on each bullet as it is reviewed.

    CONTINUE THIS PROCESS FOR THE REMAINDER OF THE CLASS



Explain:
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By the end of this lesson you will be familiar with Department of Defense (DoD) temporary duty (TDY) travel policy as regards:
· Various TDY travel policy reference sources
· Proper use of the government travel charge card or GTCC and
· Transportation allowances.

You will also become familiar with Per diem including:
· Lodging and
· Meals and incidental expenses or M&IE as well as
· Miscellaneous reimbursable expenses

This class will give you insight into a few special situations such as TDY with no lodging required, field duty, and TDY to vessels.

I will review travel related responsibilities for the traveler and the AO after a trip has concluded.

And I will make mention of items the Defense Finance and Accounting Service most commonly finds in error on DTS documents. 


	[bookmark: _Toc168888451][bookmark: _Toc265746321]

Sources of DoD TDY Travel Policy 
	
	1 Minute



Display:
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	Slide 7: TDY Travel Policy Sources


	




Explain:  
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The primary sources of DoD TDY travel policy are:

Volume 1 of the Joint Federal Travel Regulations also known as the JFTR; which applies only to military members and

Volume 2 of the Joint Travel Regulations or JTR; that applies to DoD civilian employees.


As for the other JFTR/JTR appendices listed here, Appendix G outlines reimbursable expenses for all travelers, and Appendix P covers the City Pair program.

The final significant resource is the DoD Financial Management Regulation or DoDFMR which applies to all travelers.

 Travelers and reviewing officials have a duty to be thoroughly familiar with these documents.

All of these resources may be accessed through the DTMO website; they are also accessible on the Internet.
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Government Travel Charge Card 
	
	2 Minutes



Display:
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	Slide 8: Government Travel Charge Card

	



Explain: 
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	The most common question about the Government Travel Charge Card is whether ownership and use of the card is mandatory.

All travelers should have use of a GTCC; although the DoDFMR clarifies that mandatory use can be waived for several categories of travelers.

One of these categories is infrequent travelers, or personnel who travel no more than twice per year.

The JFTR/JTR makes it clear that travelers should charge “expenses incident to official travel on their individual or unit Government travel cards whenever possible.”

If you are the AO, it is your job to ensure travelers do not interpret this as a license to spend. 

If you are the traveler it is your job to ask for guidance on how to interpret any policy you do not understand. 

The JFTR/JTR states that “travelers are to use good judgment in incurring official, travel-related expenses, as if traveling on their personal money.” 

And, cardholders may withdraw cash from an ATM to purchase travel related goods or services up to 3 business days before the trip begins; and some applicable fees may be reimbursed.


Display:
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	Slide 9: GOVCC Service Fees
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A service fee may be charged for using the ATM and an advance fee may be charged when the money is obtained from the ATM.

If either fee is incurred, it may, depending on circumstances be reimbursable.

If a military member uses a personal credit card to withdraw cash, the fees for doing so are reimbursable if the military member is exempt from having a GTCC, as long as an advance was not otherwise provided in cash, or by check or electronic funds transfer (EFT). 

This is not true of a civilian using a personal credit card to withdraw cash; civilians may not claim ATM service fees or advance fees unless using a GTCC.

The AO is responsible for monitoring these points and educating travelers regarding proper GTCC usage.









Display:
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	Slide10: Key Points – GTCC


	




Explain: 
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It is important to remember that not all expenses are reimbursable. 

In general, certain types of expenses, such as gas, tires, or repairs for a privately-owned conveyance or POC are not reimbursable.

Expenses that are not travel related, such as ordinary shopping, are also not reimbursable.

Some expenses, such as excess baggage or dual lodging, can be reimbursed, but only if the AO authorizes them before travel commences.

And two important points about ATM advances: First, keep in mind that an advance is money the traveler has already received.

Since travelers can never be reimbursed for money they have received, the AO must not approve reimbursement for the amount of an advance, only for the ATM fees involved in obtaining the advance.

Second, civilian travelers are not authorized to claim reimbursement for an ATM fee if they used a personal card to obtain an ATM advance.
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Transportation Allowances
	
	12 Minutes



Display:
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	Slide 11: Transportation – Commercial Air

	




Explain: 
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The JFTR/JTR clearly states: “it is mandatory that travelers arrange travel and transportation through an available CTO or in-house travel arranger”.

DoD policy further states that the traveler must fly with a U.S.-certificated airline whenever possible, in compliance with the Fly America Act.

Regulations also mandate that travelers use government contracted City Pai) airfares, economy/coach class seating, and capacity-controlled seating unless mission requirements make such usage impossible.

The AO must ensure that the traveler understands and follows these important policies.

Of course, when mission requirements preclude the use of any of the above, alternatives can be approved. 

The approval authority and justifications required do vary however 

The AO may approve the use of non government contracted air fares and foreign flag carriers when they are required.




Display:
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	Slide 12: First and Business Class Travel 

	




Explain:
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The regulations regarding first class and business class travel are very complex.

It is the AO’s responsibility to understand these regulations and to know how to find specific references in order to provide appropriate interpretation to travelers. 

The approval authority for first class or business class seating initially depends on the traveler’s unit or agency of assignment, and it may be delegated down through the traveler’s chain of command.

But the authority to approve first class seating may not be delegated lower than a three-star major commander or vice/deputy commander, or the civilian equivalent.

The approval authority for business class travel may be delegated no lower than the two-star level or civilian equivalent.

Specific details are available in the JFTR/JTR.




CONTINUED NEXT PAGE

Continue slide 12: 
	[image: Alert_Icon][image: discussion_icon1]
	
The good news is that DTS helps ensures all of these rules are followed, or that deviations are justified in writing, in two ways.

This is possible because reservations requested through DTS automatically route to the CTO for booking.

DTS also automatically flags deviations in policy, and requires the traveler to justify the deviation to the AO.

All travelers must follow all travel policies, and if they have questions, especially with regard to first class or business class travel, the traveler is expected to ask their AO before making reservations involving either.





Display:
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	Slide 13: Key Points – Commercial  Air


	




Explain:  
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Travelers must be careful when claiming reimbursement for their airfare.

Many travelers do not realize that the airfare shown in DTS is only an estimate. 

The actual price charged may vary from this estimate, especially if the flight was changed outside DTS; say at the airline ticket counter.

The AO must therefore carefully monitor reimbursement claims to ensure the amounts requested are for the actual expenses, and not the pre-trip estimated expense.

Next, travelers occasionally claim reimbursement for airfare that was paid for by a centrally-billed account or CBA.

A CBA is the organization’s travel charge account, not the traveler’s. 

The organization or individual that actually pays for the ticket is reimbursed for the expense.

This means everyone within an organization should be aware when a centrally billed account is being used.




Display:
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	Slide 14: Questions – Knowledge Quiz


	




TRAINER NOTE:
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	Instructors should stop at this point to see if participants have any questions they may have been hesitant to ask.

To give participants time to formulate queries, 3 multiple choice questions are provided to test student understanding of key points. At least 1 question should be used during this break. Use of a second question is optional. There is not time to use all 3 questions. Instructors select which questions are used based on group needs or knowledge. 

If participants ask content specific questions at this point, the instructors must monitor and manage the total time for the break to ensure the total allocated class time is not exceeded.

CREATE POLLS BEFORE CLASS.
Build polls to allow selection of multiple responses. Then drag one at a time onto the screen.  Always cover the slide graphic.


Explain:  
	[image: discussion_icon1]
	Before I move on I am going to stop to see if there are any questions regarding what I have reviewed to this point.

If you have questions, please enter them into the chat box now.

And while I wait for your questions to appear in the Group Chat box, my co-trainer is going to pull up a multiple choice question so we can make sure everyone is focusing on the key points.

Once the question is on the screen, use your mouse to select a response. 


CONTINUED NEXT PAGE
Continue slide 14 with participant questions:
	
	READ THE QUESTION AND RESPONSE OPTIONS:
What parameters are used to determine when a traveler should use a Government Travel Charge Card?
RESPONSE OPTIONS:
A. All travelers should have use of a GTCC, but mandatory use can be waived for several categories of travelers.
B. The DoD Financial Management Regulation (DoDFMR) states that ALL travelers MUST use a GTCC when on official TDY – No exceptions.
C. Local policy dictates if a card holder must use the GTCC for travel-related expenses.
And the CORRECT RESPONSE is “A” .
Per the DoDFMR, “Unless otherwise exempt, all DoD personnel are required to use the GTCC for all authorized expenses relating to official government travel.” There are several categories of exempt personnel.

READ THE QUESTION AND RESPONSE OPTIONS:
Who is authorized to approve first class or business class seating for a traveler?
RESPONSE OPTIONS:
A. The AO within a traveler’s unit or agency can authorize both premium and business class seating at any time.
B. The approval authority for either depends on the traveler’s unit or agency assignment; and that authority can be delegated down with conditions.
C. First class seating approval authority may never be delegated lower than a three-star major commander or vice/deputy commander, or civilian equivalent.
D. It is never appropriate for a traveler to pay for first class or business class seating; therefore DTS automatically prevents the selection of these seats.
E. Business class seating approval authority may never be delegated lower than the two-star level or civilian equivalent.
And the CORRECT RESPONSES are: B, C, AND E
Initial authority for either does depend on the traveler’s unit or agency, but the responsibility can be delegated down. Per JFTR/JTR, the approval authority for first class seats can not be lower than the three-star level or civilian equivelant and the approval authority for business class can not be lower than the two-star level or civilian equivelant.




CONTINUED NEXT PAGE

Continue slide 14 with participant questions:
	[image: C:\Documents and Settings\boatmanb\Local Settings\Temporary Internet Files\Content.IE5\NUW7SYYZ\MCj03046870000[1].wmf]
	
READ THE QUESTION AND RESPONSE OPTIONS:
All DoD travelers should take it upon themselves to make travel arrangements that are both cost effective and policy compliant. Which of the following points are TRUE?
RESPONSE OPTIONS – Participants select all that are correct
A. Travelers may use Travelocity, Expedia or any other means to secure travel reservations; so long as the arrangements are cost effective.
B. Travelers must fly with a US-certificated air carrier whenever possible; in compliance with the Fly America Act.
C. It is mandatory that all DoD travelers arrange travel and transportation throught their CTO or other in-house travel arranger.
D. When mission requirements preclude the use of the policy directed means of travel; the traveler can make alternate arrangements with their CTO; without AO approval.
And the CORRECT RESPONSES are: B and C

Per DoD policy, as stated in the JFTR/JTR, travelers must travel in compliance with the Fly American Act and they must arrange travel and transportation through an available CTO or other in-house travel arranger. Any reservations secured through other means and witout an approved justification will be non-compliant with DoD policy.























Display:
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	Slide 15: Ground Transportation - Reimbursement


	




Explain:  
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When travelers use a rental car while TDY, they should be reimbursed for all costs associated with the rental.

The most common reimbursable costs are the 
· vehicle rental price and taxes, 
· local assessments, 
· gas and oil,
· transportation to and from the rental facility.

Non-standard types of equipment are typically not considered a reimbursable expense.

One recent change is that some items that were perviously considered non-standard equipment requiring AO authorization such as snow tires, global positioning systems or GPS and toll-collection transponders are now reimbursable because they are considered standard. 




Display:
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	Slide 16: Ground Transportation – Official Business


	




Highlight:
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	· Do not read off the items on this slide.
· Do not stop to apply highlights; it is not necessary.



Explain:
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When driving a rental car on TDY, travelers are restricted to driving to locations for official business only.   

Official business, by DoD definition, includes the seven items listed on this slide.

Approving officials should ensure all travelers understand this restriction exists. 
 













Display:
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	Slide 17: Managing Rental Car Size/Cost


	



Explain:
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Per DoD policy, the standard rental car size is compact. 

Monitoring car size is easy with DTS because compact is set as the default option.

If anything other than a compact car is requested in DTS the traveler must provide a justification for making the selection. 

It is then up to the AO to determine if a traveler’s justification validates that the different sized vehicle is essential to the mission.

The first car listed in DTS is always the lowest priced available vehicle.

When travelers select any car other than the lowest priced compact car in DTS, a justification for the selection is also required.

Even if the difference between available rental cars is as little as $1, DTS requires an explanation why the lowest priced vehicle was not selected.
 
Again, it is up to the AO to decide if the selection will be authorized based on the justification provided.




Display:
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	Slide 18: Ground Transportation - Insurance


	




Explain:  
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Whether you are an AO or a traveler, you are probably aware of the fact that dealing with rental car insurance can be a confusing issue.
 
Policy dictates that when in CONUS, travelers should rent cars from a company that has a signed agreement with the Defense Travel Management Office or DTMO, if possible.

DTS makes it clear which companies have signed such an insurance agreement.  

This is important because these DTMO agreements mandate that all necessary insurance costs be included in the rental price.

Travelers should NOT take extra insurance when in CONUS, even if the rental car company offers it.

Travelers who take the extra insurance need to be aware that they will not receive reimbursement for it.

However, when renting a vehicle while OCONUS, additional insurance may be mandatory, based on the rental company or country rules, and therefore it may be reimbursed.

More information on car and bus rental programs can be found on the DTMO website and in TraX.





Display:
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	Slide 19: Ground Transportation – POC

	




Explain:
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The most common forms of privately-owned conveyance or POC are a personal auto or motorcycle.

When a traveler requests to travel via POC, the AO must decide whether POC travel is in the best interest of the government.

If it is, the travel is classified as advantageous to the government, and the traveler is eligible to be fully reimbursed for all legitimate travel-related expenses.

If not, the travel is classified as convenient for the traveler, and the traveler’s reimbursement is limited to the should cost amount for the standard transportation mode.  

While this is usually commercial air, local policy will dictate the standard transportation mode.

To find the cost of driving a POC to the TDY location (en route travel) for comparison purposes, use the Defense Table of Official Distances or DTOD to find the official mileage.

The official mileage is the distance between the departure and arrival location ZIP codes when traveling in CONUS, and between the arrival and departure cities when traveling OCONUS.




Display:
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	Slide 20:  Ground Transportation - Mileage

	




Explain:  
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	When it comes to ground transportation, travelers must be careful to always use the appropriate process to obtain official mileage. 

That means, as I just mentioned, travelers must use the DTOD for en route travel, calculating the ZIP code to ZIP code distance in CONUS, and the city to city distance OCONUS.

For in-and-around and for local travel, travelers must use their odometer to obtain the official mileage.

And  travelers must list all in-and-around mileage separately from any en route mileage; because claiming them together makes both totals wrong.

Mileage cannot be claimed when driving a rental car, since the DTMO-managed rental car contracts include unlimited distance.

Similarly, gas and oil are not routinely claimed for reimbursement when driving a POC.

Passengers may not claim any mileage reimbursement; only the person incurring the vehicle operating expenses is authorized to claim mileage reimbursement.






Display:
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	Slide 21:  Avoid Combining Mileage

	



Highlight:
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	· Stamp stars on each line of the Incorrect Mileage Calculation.
· Draw 2 red lines across Incorrect Mileage Calculation.


Explain:
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	Let’s take a closer look at this issue of combining different types of mileage into a single expense. 

This is a problem because some personnel do not understand the difference between en route travel and in-and-around distance.

En route distance is the distance to and from the TDY location, as recorded in the DTOD. 

In-and-around distance is the distance driven at the TDY location, as measured on the vehicle’s odometer. 

In this example; the traveler has 350 miles of official en route distance and 50 in-and-around miles for a total claim of 400 miles.

For this traveler to correctly reflect the mileage in DTS, these two distances must be entered separately, not combined into a single, 400-mile distance.

This is important because entering 400 miles as the total en route distance may cause a post-payment auditor to believe the traveler is trying to claim 50 miles too many. 

On the other hand, if the traveler claims it as an in-and-around expense, their voucher will show no en route miles, which will also raise concerns for the auditor.


Display:
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	Slide 22:  Allowable Travel Days

	




Explain:  
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Official travel days are determined by the mode of transportation. 

When traveling by commercial air within CONUS or within one OCONUS area, such as Europe or Asia, the authorized travel time is one day.

When traveling by commercial air between CONUS and OCONUS or between OCONUS areas, the authorized travel time is based on the times printed on the ticket.

When traveling by ticketed ground transportation such as by bus or train, the authorized travel time is also based on the printed ticket times.

And when driving a POC, government or rental vehicle the authorized travel time is based on distance, with one day being authorized for each 400 miles or portion thereof.
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Next let’s review per diem issues related to lodging and start with Government lodging. 

Before an AO can direct a traveler to occupy Government quarters, the traveler must satisfy three conditions:

First, the traveler must be a uniformed member which means the AO cannot direct a DoD civilian to stay in government quarters.

The AO may encourage DoD civilians to stay in government quarters, and the AO can authorize a civilian traveler to stay there if space is available.

Second, the traveler must be TDY to a U.S. Installation such as Ft. Sam Houston, TX.

If a traveler is going TDY to a city, such as San Antonio, TX, the AO may not direct them to stay in “nearby” government quarters.

And finally, the U.S. installation must have available quarters.

If the AO has directed the traveler to stay in Government quarters, but cannot do so, the traveler must provide a non-availability number or reimbursement is limited to the cost of the Government quarters. 




















                     THIS PAGE LEFT BLANK INTENTIONALLY
Display:
	[image: ppt_icon]
	Slide 24: Commercial Lodging

	




Explain:  
	[image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: discussion_icon1]
	
Travelers, who do not stay in Government lodging typically stay in commercial lodging. 

The amount the traveler may be reimbursed for staying in commercial lodging is limited by the local per diem rate and that amount is always shown in DTS.

When traveling in CONUS and non-foreign OCONUS areas like Puerto Rico, Guam, and the Virgin Islands hotel tax is not considered part of the lodging per diem rate.

Rather, it is a separate reimbursable expense.

The opposite is true when traveling OCONUS; then the reimbursement is submitted as part of the total cost of the lodging.

It’s also worth noting that some states and cities have agreed to exempt Government travelers from paying state tax.

Even though not all facilities honor these tax exempt agreements, travelers should be made aware of this point and encouraged to take advantage of it whenever possible, to save Government funds. 
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The form for requesting the exemption can be found through the Government Service Agency (GSA) website.

Because of the requirement to claim lodging tax separately and the possibility of a tax exemption, the CONUS hotel rates quoted in DTS do not include tax.

The applicable tax rate is provided with each CONUS hotel listed in DTS to allow the traveler to estimate the taxes to give a more accurate picture of the total projected trip expenses.
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If a civilian elects to stay with friends or loved ones while TDY, they can be reimbursed.

But the reimbursement must be for extra expenses their hosts undergoes only because the traveler is staying with them.

In addition, the amount of reimbursement must be an actual documented additional expense, not a fixed rate and estimated costs are not acceptable.

If you are the AO, you should know how to apply this policy and ensure that all travelers understand it before authorizing such an arrangement.
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If the CTO cannot find lodging for a traveler that is at or under the per diem rate as quoted in DTS, the AO may authorize a higher rate.

Per policy, the limit of this rate is “such that the actual lodging cost and the per diem M&IE do not exceed 300 percent of the published lodging rate plus M&IE.”

This is known as the 300% rule.

Here is how it works: The traveler is TDY to a location with a maximum per diem of $110; which is $76 for lodging and $34 M&IE.

In this example, the AO could authorize up to $296 for lodging.

This amount is calculated as 300% x $110 which equals $330; less the $34 for one day M&IE. 

The traveler must provide adequate justification as to why more than the local per diem was spent, and that justification must meet AO approval. 

This should all be done before travel occurs; and the AO should only approve rates above the local per diem after travel if there are unusual circumstances.
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Travelers must be very careful when claiming reimbursement for lodging. 

One common mistake is to include all items on a hotel bill as a single lodging expense.

Although many items on the hotel bill may be reimbursed – for instance, phone costs, parking fees, Internet access, involuntary charges, etc. – they must be claimed separately from the lodging expense.

Of course, just because something is on the hotel statement does not mean it is reimbursable; items such as movie rental costs and mini-bar fees, for example, are not reimbursable, and must not be claimed.

Military travelers who were directed to stay in Government lodging must supply a non-availability number when claiming reimbursement for commercial lodging.

Travelers may not claim certain costs, such as dual lodging or actual lodging, if the expense was not authorized before travel. 
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Travelers may not claim full tax reimbursement when voluntarily staying in lodging that costs more than the per diem rate.

Travelers may voluntarily choose to stay in lodging that costs more than per diem, but are only reimbursed up the local lodging limit.

When a traveler does elect to stay in a more expensive room, they are only reimbursed for taxes paid on the reimbursed portion of the lodging cost, not the whole tax bill.

Travelers must include lodging tax in the cost of OCONUS lodging, and exclude lodging tax from cost of the CONUS lodging

Finally, travelers should take care not to use the locality default lodging rate once the actual lodging cost is known.

If the traveler skips the lodging reservations section, DTS will automatically enter the maximum lodging rate for the TDY location as the lodging cost. 

When this occurs, the traveler must replace the default value with the actual lodging cost as soon as they know the actual lodging rate.
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On the first and last day of the trip, the traveler receives 75% of the locality meal rate for the TDY location or stopover point. 

On all other days, the AO will authorize the locality meal rate, unless some meals are either available or provided. 

A meal is considered available if it is served at a Government dining facility for a small fee.

A meal is considered provided if the Government purchased the meal, and the traveler can eat it for free.

Complementary meals on flights and in hotels, and light snacks served between meal times, are not considered provided; therefore, if the traveler receives any of these types of “meals”, they may still receive the full locality meal rate.
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An AO may authorize the Government meal rate or GMR for a military traveler if they will have all three meals available on a particular day and also meet three requirements:
 
First, the traveler must be TDY to the U.S. installation on which the government dining facility is located.

Second, the traveler must be directed to stay in government quarters on that U.S. Installation, and 

Third, the AO must prescribe the meal rate before travel begins. 
 
The AO will authorize no meal rate for any traveler (military or civilian) who will have all three meals provided on a particular day.

Travelers who receive no meal rate on any day will still receive incidental expenses for that day.
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The PMR or Proportional Meal Rate is defined as “[t]he average of the standard Government meal rate and the meals portion of the applicable M&IE rate … rounded up to the nearest dollar.”

PMR should be authorized when the traveler has at least one but not more than two meals available in a government dining facility.

Or, the traveler has one or two meals provided through some means such as a conference registration fee.
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Per local guidance, the AO must authorize a meal rate before the trip commences; but if circumstances warrant, the AO can increase the meal rate for one or more days of the TDY.

	[image: example_icon]
	
For example: The traveler was originally authorized to receive GMR or the government meal rate. During the TDY the traveler was required to spend one day in town, and so could not eat at the government dining facility. In this situation, the AO can increase the meal rate to the locality meal rate for that one day.
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The AO however may not lower an authorized meal rate after the fact unless it is revealed that meals were provided by the government through some means such as a conference registration fee.

The AO will typically always be the person authorizing a particular meal rate, but the commander of a training facility can also do so based on their knowledge of the training facility.
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Do not confuse incidental expenses or IE, which is a part of the traveler’s per diem, with miscellaneous reimbursable expenses.

IE refers to a small amount of money the traveler receives each day to cover small ad hoc out-of-pocket expenses.

This amount is $5.00 a day while traveling in CONUS.

When traveling OCONUS, the IE rate is a standard $3.50 per day, but the cost of living overseas varies widely; therefore the AO must determine when the locality rate should be used instead.

Locality IE rates vary widely, from just $1 per day to over $50 per day depending on your location.

Incidental expenses are authorized every time a meal rate is authorized which is why meals and incidental expenses are often referred to together as M&IE.

But, IE can also be received in the absence of a meal rate.
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For example,  IE can be authorized when no meal rate is authorized, if the traveler is on field duty with all meals provided, but essential unit messing has been authorized.
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The most important rule for travelers to follow when talking about M&IE is to correctly identify their TDY location.

For instance, if the traveler is going TDY to a U.S. installation, they should identify the installation, not the city, as the TDY destination because the per diem rates may vary widely between the two.

DTS automatically applies the M&IE rate for the TDY location identified on the authorization.

For this reason, it is important that the AO ensures each traveler indentifies the correct TDY destination in their authorization.

If the traveler cannot find their exact CONUS TDY destination in DTS, they must use the default county rate.

They should only use the standard CONUS rate if the county is not listed in the per diem table.
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TRAINER NOTE:
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	Instructors should stop again to prompt participants for content specific questions. 

This break is an interactive game designed to reinforce key points of information on several small, but significant points. 

If participants do ask content specific questions during the break, the instructor must monitor the total time used for the questions and the quiz in order to complete the class at the designated closing time. 

All set-up should occur prior to the start of class. And the 3 boxes needed for the game should be hidded from view. Pull them onto the screen while the directions are being reviewed. 

BOX #1: PARTICIPANT INSTRUCTIONS
Center the following text in a box at the top of the screen.
TDY TRAVEL POLICY MATCH POINT
-Your instructor will highlight one item at a time from Box #1 on the left labeled: Key Points
-All participants should quickly raise their hand when they have located the correct MATCH POINTS in Box #2 on the right. 
-Your instructor will verbally call on one person who has raised their hand.
-The selected participant should then enter the MATCH POINT identification letter into the chat box on the left.



Explain:  
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	Time to make another quick stop to see if there are any content questions;  only this time we are going to switch things up with an interactive matching game while we wait.

The directions are being posted on the screen now. Read Directions



Continued from slide 34: 
	
	As Instructor #1 reviews the game rules, Instructor #2 pulls the two boxes with key points and MATCH POINTS onto the screen. Boxes should cover the question graphic. Key Points may be selected in any order. If participants are reluctant to respond, the instructor may coach or provide answers.  The instructor should never call on anyone to respond who has not raised their hand. The instructor may elect to only ask 3-4 select points, based on time available. It is not necessary to cover all 10 key points.

BOX #1 KEY POINTS
	1
	En route travel (Pick 2 MATCH POINTS)

	2
	In and around travel (Pick 2 MATCH POINTS)

	3
	Authorized travel time is 1 day

	4
	Authorized travel time is 1 day per 400 miles

	5
	Authorized travel time is based on the printed ticket time (Pick 2 MATCH POINTS)

	6
	AO cannot direct them to stay in gov quarters

	7
	When no lodging is available at or under the per diem rate quoted in DTS, this can occur

	8
	OCONUS lodging tax rate

	9
	CONUS lodging tax rate

	10
	DTS auto-populates the maximum lodging rate (for this location); the traveler must replace that default rate with the actual lodging rate



BOX #2 MATCH POINTS
	A
	DoD civilian

	B
	Included as part of the lodging cost

	C
	Occurs any time a traveler skips the DTS Lodging reservation module

	D
	Distance to and from the TDY

	E
	Use your odometer

	F
	Ticketed ground transportation (bus or train)

	G
	Never included as part of the lodging cost

	H
	Distance driven at the TDY

	I
	AO may authorize higher rate; 300% Rule may be used

	J
	Use the DTOD (Zip to Zip or City to City)

	K
	Commercial air within CONUS or within a single OCONUS area

	L
	POC, government vehicle, rental vehicle

	M
	Commercial air between CONUS and OCONUS



INSTRUCTOR KEY:
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	D, J
	H, E
	K
	L
	M, F
	A
	I
	B
	G
	C






	As soon as the results are evident, confirm the correct response and move to the next key point. At the conclusion of the game congratulate the group.
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Most of the items listed on this slide are self-explanatory, only a few require further explanation.  

CTO fees may be site specific because CTO procedures vary.

Both travelers and AOs need to know whether their CTO adds the fee automatically or if it must be added manually.

Failing to understand this can lead to overcharging or undercharging in DTS.

Currency conversion can be a problem because some travelers are not aware that the fee for converting currency is reimbursable.

However, monetary losses resulting from fluctuating currency conversion rates are not reimbursable.
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	Again, many of the items listed on this slide as reimbursable expenses are self-explanatory, though there are a few that require review.  

For example Tips:
· All travelers can be reimbursed for transportation tips.
· Most travelers can be reimbursed for baggage handling tips 
· The exception is that civilian travelers cannot be reimbursed for tips for handling their personal luggage
· And no traveler should ever be reimbursed for housekeeping or restaurant tips unless they are labeled mandatory or inclusive charges.

When it comes to Parking the traveler can be reimbursed for parking at a terminal, such as the airport, so long as the expense does not exceed the cost of one round trip taxi fare including tips to and from the terminal.

When it comes to Laundry and Dry cleaning: 
· Travelers may not be reimbursed for laundry expenses when traveling OCONUS.
· However, when in CONUS, military members must be TDY for 7 nights before they may receive reimbursement for laundry. 
· When military members are eligible, they should be reimbursed the amount they actually spent, up to an average of $2/day. 
· However, DoD civilians may be reimbursed after 4 nights of TDY when they are in CONUS.
· Appendix G does not limit the amount civilians may be reimbursed. 
· 
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	This final sampling of reimbursable expenses also includes a few items that can cause problems for travelers.

Calls home – The AO may only authorize reimbursement for official calls and there are three kinds of personal calls that can be approved as official:
· Calls to report safe arrival
· Calls to report itinerary changes and
· Calls to inform or inquire about medical conditions

Dual Lodging – These fees are incurred when the traveler has to maintain two lodgings simultaneously while TDY.
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Here is an example of how dual lodging occurs: Let’s say the traveler is on a lengthy TDY. The hotel at location A is charging a low, long-stay rate. 

However, during the TDY the traveler must go on official business to location B for a short period. 

Since checking out of the hotel at location A would cause a loss of the cheaper long-term rate, it may be in the best interest of the government to allow that traveler to retain the room at location A while they are actually working at location B. 

The AO can approve this as a dual lodging expense, which is effectively paying for two rooms at the same time.


Display:
	[image: ppt_icon]
	Slide 38: Reimbursable Expenses – Common Mistakes

	




Explain:  
	[image: ][image: ][image: ][image: ][image: ][image: discussion_icon1][image: ]
	
When it comes to reimbursable expenses, only claim reimbursement for one expense one time.

If you estimated an expense on the authorization, remember to update the cost on the voucher – adding a new expense, manually or through the GTCC link will create a second expense.

If you made reservations through DTS, do not claim them again elsewhere, as a non-mileage expense, for instance. 

Some CTOs, automatically add the CTO fee to the authorization – if they do, don’t manually add another CTO fee to the document.

Make sure to claim expenses accurately – remember to update estimated expenses to actual costs, and make sure the amount claimed matches the amount shown on the receipt, if applicable.

Remember that just because you spent money, doesn’t mean you will get it back – you should only claim reimbursement for reasonable travel-related expenses incident to official travel.

Use the correct expense item tags – marking a taxi fee as a manually entered commercial auto may cause problems on a post-payment audit.
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Remember that even if you have to spend foreign currency while TDY, you have to claim the expense in dollars.

Don’t claim the amount due in dollars without converting the currency value and include the exchange rate in your voucher.

The organization that converts the currency usually includes the rate on the receipt. If they did not, or if the receipt is lost, you can obtain the official rate for that day from a bank or the Internet.

Please Note: The GTCC vendor converts all foreign-currency transactions to U.S. dollars, so items charged to a GTCC do not need to be converted.

And finally, the JFTR/JTR, Appendix G, generally disallows the following types of expenses – so it will usually be incorrect to claim them:
· Curbside baggage check-in at a transportation terminal
· Hotel concierge, housekeeping, and workout room/gym fees
· Personal items such as batteries, tools, or film and
· Gifts for persons providing child care and/or pet care
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	The following two important definitions are provided for instructor’s knowledge only, and need not be discussed during the Special circumstances section unless students ask.

· According to JFTR/JTR, Appendix A, the limits of the PDS are:
· The ship on which a member is stationed, OR
· The corporate limits of the city or town is which the member or civilian employee is stationed, OR
· If not stationed in an incorporated city or town – within the boundaries of the area (base, post, etc.) in which the designated post of duty is located 

· According to JFTR/JTR, the local area is:
· The PDS limits plus the metropolitan area around it as far as public transportation reaches, OR
· Within commuting distance of the PDS (As determined by the AO/Service/Agency in a writing), OR
· Separate cities, towns, or installations between which commuters travel during normal business hours on a daily basis.
· An arbitrary distance radius must not be established to define a local commuting area.

NOTE: Both of these definitions are very heavily edited and simplified. For the exact details, see JFTR/JTR, Appendix A.
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	Next let’s look at some special situation issues, starting with times when lodging should not be authorized on a trip.

Such situations are handled differently depending on the traveler’s destination and the duration of the trip.   

If the traveler is leaving the PDS and requires reservations for standard transportation, such as a rental car or train, these reservations must still be made through the CTO.

If the TDY is over 12 hours, the traveler should receive 75% of the locality M&IE.

If the traveler is going to more than one location, they should receive 75% of the higher locality rate.
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	For Example: Let’s say the traveler is driving from Washington, DC, to Philadelphia, PA, in the morning and then to Baltimore, MD, in the afternoon before returning to Washington, DC. 

The M&IE for Philadelphia is $64; and it is $59 for Baltimore. Therefore, the traveler should receive 75% of $64, or $48 for M&IE.
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But if the TDY is 12 hours long or less, no M&IE is typically authorized, although meal reimbursements may be made for uniformed members.

In such cases, travelers may be authorized to receive reimbursement for the amount they actually spent, not to exceed PMR.
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There may be other special situations to consider when the traveler is  not leaving the PDS:

First, the traveler is entitled to use government transportation if available, or the traveler is authorized to receive reimbursement for using local transportation.

If the traveler elects to drive a POC instead, the traveler is paid mileage for the distance driven, less the usual commuting cost or mileage (if any).

The distance that the traveler will be reimbursed should be based on the POC odometer reading.

Generally, travelers are not eligible to receive any per diem expenses, though the two exceptions listed on the slide do apply.
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When a traveler is on field duty or TDY aboard a vessel, lodging and food are normally provided.

Therefore, no reimbursement is necessary.

Civilian travelers who must pay for food can be reimbursed for the cost of that food.

As previously explained, travelers on field duty may only receive incidental expenses if Essential Unit Messing has been approved.
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As soon as possible, but no later than 5 business days after the trip, the traveler must submit a voucher to claim reimbursement for expenses.

Filing the voucher in a timely manner helps DTS significantly reduce GTCC payment delinquencies.

The traveler must electronically attach to the DTS trip record all required receipts (or locally-approved missing receipt forms), that is:
· Receipts for all lodging expenses regardless of cost, and
· Receipts for all single expenses of $75 or more (even if they began as reservations made in DTS)

All receipts must match the amount of the claim, and must show that payment was made – in other words, a reservation is not a receipt.

The traveler must also follow all Service/Agency or local policies – the AO must inform the traveler of all such requirements before the start of the trip.

After the AO approves the voucher, reimbursement should be split-disbursed within 72 hours via electronic funds transfer to both the GTCC vendor and the traveler’s bank account.
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By far, the most common mistake people make with vouchers has to do with receipts:
· Frequently, the required receipts simply aren’t present
· Sometimes when they are present, they are illegible
· And sometimes when they are legible, they don’t match the amount of the claim.

Most of these types of mistakes, as well as those listed below, are very easily solved by simply paying attention to detail.

Update the voucher to show actual trip dates, locations, and trip length if these items changed since the authorization was created.

Use the correct form when creating vouchers or local vouchers.
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Let’s take a moment to summarize some of the key issues that have been reviewed during this class on TDY travel policy.

The most important guiding documents for TDY travel are the:
· JFTR and JTR with Appendices G and P and the
· DoD FMR

If you are an Authorizing Official, it is your responsibility to be familiar with all of these resources as you monitor travel documents and work to educate travelers within your organization.

If you are a traveler, you have an obligation to be familiar with local business rules and DoD TDY policy.

As the traveler, you have a right to be reimbursed for all legitimate travel expenses

When transportation, lodging, and meals cannot always be provided, the traveler should be reimbursed for out-of- pocket expenses.
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It is the AO’s job to monitor traveler documents  to ensure travelers only claim legitimate, travel-related expenses.

The traveler’s job is to only submit legitimate travel related expenses.

And finally, everyone needs to understand that the AO has broad authority to make decisions about trip details and reimbursable expenses.

The AOs are legally liable to exercise caution when making such decisions so they do not violate any DoD travel regulations.

Therefore it is vital that both travelers and AOs exercise caution when making decisions in order not to violate any DoD travel regulations.
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	· No highlights are needed.
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	This concludes our class, which means the closing lobby is about to open.
· Audio broadcasting stops.
· Chat box remains available for questions.
· Lobby stays open for an hour.
· We monitor the chat for 15 minutes; or until all questions are answered.

Your feedback is an important part of our continuous improvement plan.

Please help us by completing the evaluations provided.

When the closing lobby opens you will have access to:
· Class slides with notes for download and local use
· Links to DTMO website and TraX
· Class related resource links we think you will find valuable

In addition to these live instructor classes, you can also use TraX to find:
· WBTs or Web Based Training modules for on demand learning
· On demand demonstration videos on several topics
· FAQs or Frequently Asked Questions on a wide range of topics.
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	· Stamp a star or check on each point as it is reviewed.
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We appreciate your attendance today and we hope the class material is helpful. 

A three month schedule of upcoming distance learning classes can be found on the website in the Training Resources Center. 
  
Thank you and have a great day! 
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Per Diem – Meals

First and Last Day: 75% of locality meal rate



Other TDY Days:

Locality Meal Rate



Unless Meals Are:

AVAILABLE  - Traveler pays a small fee for meals in Government facility


PROVIDED - Traveler pays nothing because Government purchased meal
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On the first and last day of the trip, the traveler receives 75% of the locality meal rate for the TDY location or stopover point. 

 

On all other days, the AO will authorize the locality meal rate, unless some meals are either available or provided. 

 

A meal is considered available if it is served at a Government dining facility for a small fee.

 

A meal is considered provided if the Government purchased the meal, and the traveler can eat it for free.

 

Complementary meals on flights and in hotels, and light snacks served between meal times, are not considered provided; therefore, if the traveler receives any of these types of “meals”, they may still receive the full locality meal rate.
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Per Diem – GMR or No Meal Rate

Government Meal Rate (GMR)

• 3 meals available

• Must be TDY to installation

• Must be staying in government quarters

• Must be prescribed before travel begins

No Meal Rate:

• 3 meals provided

• Incidental expenses only
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Government Meal Rate (GMR)

3 meals available

Must be TDY to installation

Must be staying in government quarters

Must be prescribed before travel begins



No Meal Rate:

3 meals provided

Incidental expenses only
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An AO may authorize the Government meal rate or GMR for a military traveler if they will have all three meals available on a particular day and also meet three requirements:

 

First, the traveler must be TDY to the U.S. installation on which the government dining facility is located.

 

Second, the traveler must be directed to stay in government quarters on that U.S. Installation, and 

 

Third, the AO must prescribe the meal rate before travel begins. 

 

The AO will authorize no meal rate for any traveler (military or civilian) who will have all three meals provided on a particular day.

 

Travelers who receive no meal rate on any day will still receive incidental expenses for that day.
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Proportional Meal Rate: PMR

“…the average of the standard Government 

meal rate and the meals portion of the 

applicable M&IE rate….rounded up to the 

nearest dollar.”  

Authorized if traveler has:

•

At least 1; no more than 2 gov mess meals

OR

•

When 1 or 2 meals are provided
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Proportional Meal Rate: PMR

“…the average of the standard Government meal rate and the meals portion of the applicable M&IE rate….rounded up to the nearest dollar.”  

    



Authorized if traveler has:

 At least 1; no more than 2 gov mess meals

OR

When 1 or 2 meals are provided





Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

28

The PMR or Proportional Meal Rate is defined as “[t]he average of the standard Government meal rate and the meals portion of the applicable M&IE rate … rounded up to the nearest dollar.”

 

PMR should be authorized when the traveler has at least one but not more than two meals available in a government dining facility.

 

Or, the traveler has one or two meals are provided through some means such as a conference registration fee.
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Meal Rate Authorization

Authorized Rate Policy

:

• Must be authorized before TDY commences

• May be increased for one or more days

• Can not be reduced unless a meal is provided

Rate Authorization

• Typically handled by the AO

• Training facility commander can approve PMR
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Meal Rate Authorization

Authorized Rate Policy:

Must be authorized before TDY commences

May be increased for one or more days

Can not be reduced unless a meal is provided



Rate Authorization

 Typically handled by the AO

 Training facility commander can approve PMR
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Per local guidance, the AO must authorize a meal rate before the trip commences; but if circumstances warrant, the AO can increase the meal rate for one or more days of the TDY.



For example: The traveler was originally authorized to receive GMR or the government meal rate. During the TDY the traveler was required to spend one day in town, and so could not eat at the government dining facility. In this situation, the AO can increase the meal rate to the locality meal rate for that one day



The AO however may not lower an authorized meal rate after the fact unless it is revealed that meals were provided by the government through some means such as a conference registration fee?

 

The AO will typically always be the person authorizing a particular meal rate, but the commander of a training facility can also do so based on their knowledge of the training facility.



For example:  The traveler attends training at a government facility. The government dining hall is not within a reasonable distance of the training area.  

 

Therefore, all trainees have to eat in a nearby cafeteria.  In this situation the training facility commander could authorize the different rate.
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Per Diem – Incidental Expenses

Cover small, ad hoc expenses

• Included as part of per diem

• Not reimbursable expenses

How much?

• CONUS  - $5.00 per day

• OCONUS - $3.50 or locality rate per day

•

Received along with any or no meal rate

•

For traveler on field duty, received when 

Essential Unit Messing (EUM) authorized
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Per Diem – Incidental Expenses

Cover small, ad hoc expenses

Included as part of per diem

Not reimbursable expenses


How much?

CONUS  - $5.00 per day

OCONUS - $3.50 or locality rate per day


Received along with any or no meal rate

For traveler on field duty, received when Essential Unit Messing (EUM) authorized





Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

30

 Do not confuse incidental expenses or IE, which is a part of the traveler’s per diem, with miscellaneous reimbursable expenses.

 

IE refers to a small amount of money the traveler receives each day to cover small ad hoc out-of-pocket expenses.

 

This amount is $5.00 a day while traveling in CONUS.

 

When traveling OCONUS, the IE rate is a standard $3.50 per day, but the cost of living overseas varies widely; therefore the AO must determine when the locality rate should be used instead.

 

Locality IE rates vary widely, from just $1 per day to over $50 per day depending on your location.

 

Incidental expenses are authorized every time a meal rate is authorized which is why meals and incidental expenses are often referred to together as M&IE.

 

But, IE can also be received in the absence of a meal rate.



Just one example of a time IE can be authorized when no meal rate is authorized, is if the traveler is on field duty with all meals provided, but essential unit messing has been authorized.
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Meals & Incidental Expenses

• Identify correct TDY location

• DTS automatically applies rate for TDY location

• If traveler can not find their 

exact TDY destination:

– Use default county rate

– Only use standard CONUS rate if 

county is NOT in per diem table
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Meals & Incidental Expenses

Identify correct TDY location



DTS automatically applies rate for TDY location



If traveler can not find their 
exact TDY destination:

Use default county rate

Only use standard CONUS rate if 
county is NOT in per diem table
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The most important rule for travelers to follow when talking about M&IE is to correctly identify their TDY location.

 

For instance, if the traveler is going TDY to a U.S. installation, they should identify the installation, not the city, as the TDY destination because the per diem rates may vary widely between the two.

 

DTS automatically applies the M&IE rate for the TDY location identified on the authorization.

 

For this reason, it is important that the AO ensures each traveler indentifies the correct TDY destination in their authorization.

 

If the traveler cannot find their exact CONUS TDY destination in DTS, they must use the default county rate.

 

They should only use the standard CONUS rate if the county is not listed in the per diem table.
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Before I move on I would like to stop to see if there are any questions regarding what I have reviewed to this point. If you have questions, please enter them into the chat box now. And while I wait on you to enter your questions into the Group Chat box,  I will push out a simple poll to test your new knowledge of PLOT.



CREATE QUESTIONS BEFORE CLASS; DRAG ONTO SCREEN ONE AT A TIME:

 

  

14
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Reimbursable Expenses

Travelers reimbursed for necessary, reasonable 

travel-related expenses

• ATM fees

• Passport + associated fees

• CTO fees

• Energy surcharge / resort fees

• Lodging taxes (in US + non-foreign OCONUS)

• Cost of traveler’s checks, money orders

• Currency conversion / cashing Gov’t checks

• Use of computers / printers / fax machines, etc.

• Use of in-flight communications / computer connections
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Travelers reimbursed for necessary, reasonable travel-related expenses



ATM fees

Passport + associated fees

CTO fees

Energy surcharge / resort fees
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Cost of traveler’s checks, money orders
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Most of the items listed on this slide are self-explanatory, only a few require further explanation.  

 

CTO fees are problematic because CTO procedures vary.

 

Both travelers and AOs need to know whether their CTO adds the fee automatically or if it must be added manually.

 

Failing to understand this can lead to overcharging or undercharging in DTS.

 

Currency conversion can be a problem because some travelers are not aware that the fee for converting currency is reimbursable.

 

However, monetary losses resulting from fluctuating currency conversion rates are not reimbursable.
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Reimbursable Expenses (Cont.)

More reimbursable expenses:

• Costs of transportation to / from terminal

• Driving fees (parking, tolls, ferry) 

• Tips for taxis / limousines / courtesy shuttles

• Baggage tips

 Civilians – not for personal property 

• Parking fees at terminal

• Transportation costs at TDY location

• Laundry / dry cleaning:

 CONUS only, during TDY

 Uniformed members – after 7 nights TDY, max $2/day 

 DoD civilians – after 4 nights TDY, no published limit
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Reimbursable Expenses (Cont.)

More reimbursable expenses:

Costs of transportation to / from terminal

Driving fees (parking, tolls, ferry) 

Tips for taxis / limousines / courtesy shuttles

Baggage tips

Civilians – not for personal property 

Parking fees at terminal

Transportation costs at TDY location

Laundry / dry cleaning:

CONUS only, during TDY

Uniformed members – after 7 nights TDY, max $2/day 

DoD civilians – after 4 nights TDY, no published limit
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Again, many of the items listed on this slide as reimbursable expenses are self-explanatory, though there are a few that require review.  

For example Tips:

-All travelers can be reimbursed for transportation tips.

-Most travelers can be reimbursed for baggage handling tips 

-The exception is that civilian travelers cannot be reimbursed for tips for handling their personal luggage

-And no traveler is to be reimbursed for housekeeping or restaurant tips.

 

When it comes to Parking the traveler can be reimbursed for parking at a terminal, such as the airport, so long as the expense does not exceed the cost of one round trip taxi fare including tips to and from the terminal.

 

When it comes to Laundry and Dry cleaning: 

-No traveler may be reimbursed for laundry expenses when traveling OCONUS.

-However, when in CONUS, military members must be TDY for 7 nights before they may receive reimbursement for laundry. 

-When military members are eligible, they should be reimbursed the amount they actually spent, up to an average of $2/day. 

-However, DoD civilians may be reimbursed after 4 nights of TDY when they are in CONUS.

-Appendix G does not limit the amount civilians may be reimbursed. 
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Reimbursable Expenses (Cont.)

Yet more reimbursable expenses:

• Calls home (AO must limit amount before TDY)

• Typing services / clerical assistance

• Service fees for interpreters / guides / drivers

• Storage of property used for official business

• Room rental used for official business

• Excess baggage

• Registration fees

• Dual lodging costs

• Lodging late checkout fees

See JFTR/JTR, Appendix G for details
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Reimbursable Expenses (Cont.)

Yet more reimbursable expenses:

Calls home (AO must limit amount before TDY)

Typing services / clerical assistance

Service fees for interpreters / guides / drivers

Storage of property used for official business

Room rental used for official business

Excess baggage

Registration fees

Dual lodging costs

Lodging late checkout fees


See JFTR/JTR, Appendix G for details
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This final sampling of reimbursable expenses also includes a few items that can cause problems for travelers.

 

Calls home – The AO may only authorize reimbursement for official calls and there are three kinds of personal calls that can be approved as official:

-Calls to report safe arrival

-Calls to report itinerary changes and

-Calls to inform or inquire about medical conditions

 

Dual Lodging – These fees are incurred when the traveler has to maintain two lodgings simultaneously while TDY.



Here is an example of how dual lodging occurs: Let’s say the traveler is on a lengthy TDY. The hotel at location A is charging a low, long-stay rate. 

 

However, during the TDY the traveler must go on official business to location B for a short period. 

 

Since checking out of the hotel at location A would cause a loss of the cheaper long-term rate, it may be in the best interest of the government to allow that traveler to retain the room at location A while they are actually working at location B. 

 

The AO can approve this as a dual lodging expense, which is effectively paying for two rooms at the same time.
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Reimbursable Expenses: 

Common Mistakes

Only claim an expenses once

• Change estimate vs. add new expense

• Don’t add reservations again

• Know your CTO fare rules

Claim for actual amount, not estimate

Don’t claim for personal baggage tips 

(civilians only)

Taxis are not rental cars!
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When it comes to reimbursable expenses, only claim reimbursement for an expense one time.

 

If you estimated an expense on the authorization, remember to update the cost on the voucher – adding a new expense, manually or through the GTCC link will create a second expense.

 

If you made reservations through DTS, do not claim them again elsewhere, as a non-mileage expense, for instance. 

 

Some CTOs, automatically add the CTO fee to the authorization – if they do, don’t manually add another CTO fee to the document.

 

Make sure to claim expenses accurately – remember to update estimated expenses to actual costs, and make sure the amount claimed matches the amount shown on the receipt, if applicable.

 

Remember that just because you spent money, doesn’t mean you will get it back – you should only claim reimbursement for reasonable travel-related expenses incident to official travel.

 

Use the correct expense item tags – marking a taxi fee as a manually entered commercial auto may cause problems on a post-payment audit.
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More Common Mistakes

Currency exchange

• Claim correct currency ($30 vs. €30 or ¥30)

• Provide currency conversion rate

• Claim correct currency conversion rate

Only claim reimbursable expenses

• No curbside baggage check-in fees

• No hotel concierge or housekeeping

• No workout / gym fees

• No batteries, tools, or film

• No gifts for child or pet care givers

36
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 Remember that even if you have to spend foreign currency while TDY, you have to claim the expense in dollars.

 

Don’t claim the amount due in dollars without converting the currency value.



For example, if you spent 30 British pounds, don’t claim 30 U.S. dollars on your voucher.



Include the exchange rate in your voucher.

 

The organization that converts the currency usually includes the rate on the receipt. If they did not, or if the receipt is lost, you can obtain the official rate for that day from a bank or the Internet.

 

Using the wrong foreign currency exchange rate will result in a claim for the wrong amount.

 

Please Note: The GTCC vendor converts all foreign-currency transactions to U.S. dollars, so items charged to a GTCC do not need to be converted.

 

Finally, the JFTR/JTR, Appendix G, generally disallows the following types of expenses – so it will usually be incorrect to claim them:

-Curbside baggage check-in at a transportation terminal

-Hotel concierge, housekeeping, and workout room/gym fees

-Personal items such as batteries, tools, or film and

-Gifts for persons providing child care and/or pet care



image3.jpeg







image1.jpeg









a More Common Mistakes

Currency exchange
curmne (53915 €50 0r¥






image73.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

36

Special Situations –

No Lodging Required

TDY outside limits of PDS:

• Standard business transportation authorized

• TDY over 12 hours



Receive 75% of locality M&IE

(Highest rate if more than one TDY location)

OR

• TDY 12 hours or less



Usually no M&IE authorized

(Although uniformed members may 

receive actual expenses, up to PMR, for meals)
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TDY outside limits of PDS:

Standard business transportation authorized

TDY over 12 hours

Receive 75% of locality M&IE
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	OR

TDY 12 hours or less

Usually no M&IE authorized

	(Although uniformed members may 

	receive actual expenses, up to PMR, for meals)
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Next let’s look at some special situation issues.  

There are times that lodging should not be authorized on a trip.

 

Such situations are handled differently depending on the traveler’s destination and the duration of the trip.   

 

If the traveler is leaving the PDS and requires reservations for standard transportation, such as a rental car or train, these reservations must still be made through the CTO.

 

If the TDY is over 12 hours, the traveler should receive 75% of the locality M&IE. If the traveler is going to more than one location, they should receive 75% of the higher locality rate.



For Example: Let’s say the traveler is driving from Washington, DC, to Philadelphia, PA, in the morning and then to Baltimore, MD, in the afternoon before returning to Washington, DC. 

 

The M&IE for Philadelphia is $64; and it is $59 for Baltimore. 

Therefore, the traveler should receive 75% of $64, or $48 for M&IE.



But if the TDY is 12 hours long or less, no M&IE is typically authorized, although meal reimbursements may be made for uniformed members.

 

In such cases, travelers may be authorized to receive reimbursement for the amount they actually spent, not to exceed PMR.
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Special Situations – No Lodging 

Required

Within limits of PDS (local travel):

• Receive transportation expenses

• If POC was used, receive mileage minus:



Normal commute cost OR



Normal commute distance

• Use odometer reading for mileage

• Per diem typically not authorized

• Exceptions:



Threat to life or government equipment



Arms control inspector escorts
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There may be other special situations to consider when the traveler is  not leaving the PDS:

 

First, the traveler is entitled to use government transportation if available, or the traveler is authorized to receive reimbursement for using local transportation.

 

If the traveler elects to drive a POC instead, the traveler is paid mileage for the distance driven, less the usual commuting cost or mileage (if any).

 

The distance that the traveler will be reimbursed should be based on the POC odometer reading.

 

Generally, travelers are not eligible to receive any per diem expenses, though the two exceptions listed on the slide do apply.
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Special Situations –

Field Duty and Vessels

Field Duty

• No per diem

• Lodging, meals normally provided

• Civilians may be reimbursed for food costs

• IE only if EUM authorized

TDY aboard vessels

• No per diem

• Lodging, meals normally provided

• Civilians may be reimbursed for food costs
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When a traveler is on field duty or TDY aboard a vessel, lodging and food are normally provided.

 

Therefore, no reimbursement is necessary.

 

Civilian travelers who must pay for food can be reimbursed for the cost of that food.

 

As previously explained, travelers on field duty may only receive incidental expenses if Essential Unit Messing has been approved.
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After the Trip

Traveler must:

• Submit a voucher within 5 business days

• Provide receipts for:



Lodging (regardless of cost)



Expenditures of $75 or more

• Comply with local policies and procedures
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As soon as possible, but no later than 5 business days after the trip, the traveler must submit a voucher to claim reimbursement for expenses.

 

Filing the voucher in a timely manner helps DTS significantly reduce GTCC payment delinquencies.

 

The traveler must electronically attach to the DTS trip record all required receipts (or locally-approved missing receipt forms), that is:

Receipts for all lodging expenses regardless of cost, and

Receipts for all single expenses of $75 or more (even if they began as reservations made in DTS)

 

All receipts must match the amount of the claim, and must show that payment was made – in other words, a reservation is not a receipt.

 

The traveler must also follow all Service/Agency or local policies – the AO must inform the traveler of all such requirements before the start of the trip.

 

After the AO approves the voucher, reimbursement should be split-disbursed within 72 hours via electronic funds transfer to both the GTCC vendor and the traveler’s bank account. 
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Common Filing Errors

#1 Issue: Receipts:

• Not attached to voucher

• Not legible

• Don’t match claims

Itinerary/traveler

• Used incorrect itinerary dates or 

locations

• Used incorrect trip length 

indicator (1-day travel)

• Used incorrect form (voucher / 

local voucher)
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By far, the most common mistake people make with vouchers has to do with receipts:

-Frequently, the required receipts simply aren’t present

-Sometimes when they are present, they are illegible

-And sometimes when they are legible, they don’t match the amount of the claim.

 

Most of these types of mistakes, as well as those listed below, are very easily solved by simply paying attention to detail.

 

Update the voucher to show actual trip dates, locations, and trip length if these items changed since the authorization was created.

 

Use the correct form when creating vouchers or local vouchers.
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Summary

Regulations: 

• JFTR/JTR  - Appendices G & P

• DoD FMR

Travelers should be reimbursed for all 

legitimate travel expenses

AO has broad authority

• Approve expense reimbursements with caution

• Take care not to violate any DoD policies
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 Let’s take a moment to summarize some of the key issues that have been reviewed during this class on TDY travel policy.

 

The most important guiding documents for TDY travel are the:JFTR and JTR with Appendices G and P and the DoD FMR

 

If you are an Authorizing Official, it is your responsibility to be familiar with all of these resources as you monitor travel documents and work to educate travelers within your organization.

 

If you are a traveler, you have an obligation to be familiar with local business rules and DoD TDY policy.

 

As the traveler, you have a right to be reimbursed for all legitimate travel expenses. Transportation, lodging, and meals cannot always be provided. When they are not, the traveler should be reimbursed for out-of- pocket expenses.



The AO’s job is to monitor travelers to ensure they only claim legitimate, travel-related expenses.

 

The traveler’s job is to only submit legitimate travel related expenses.

 

And finally, everyone needs to understand that the AO has broad authority to make decisions about trip details and reimbursable expenses.

 

The AOs are legally liable to exercise caution when making such decisions so they do not violate any DoD travel regulations.

 

Therefore it is vital that both travelers and AOs exercise caution when making decisions in order not to violate any DoD travel regulations.
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Lobby set-up:

o

Instructor audio turned off

o

Questions answered for 15 minutes

o

Lobby stays open 60 minutes

Please help us evaluate:

o

Complete  evaluation

o

Provide feedback

Use the lobby resources:

o

Download class slides

o

Use links to DTMO website & TRAX

CLASS CLOSING LOBBY
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For a three month schedule of 
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Go to the 
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Hello, my name is (insert name), and I will be your instructor today.

 

Also on the line today is (insert name), who will be monitoring the chat box and dealing with technical details.

 

Welcome to P-115 Travel Policy.

 

We will start the class now.
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P-115 TRAVEL POLICY WHILE TDY

Topic: Travel Policy While TDY

Target Audience: Authorizing Officials and Travelers 

Time: 60 minutes

Pre-Requisites:

Orientation to DTS and Distance Learning PowerPoint

Suggested Pre-Class Training: 

Video/Demo – First Time Log Into DTS

OR

Experience with DTS
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P-115 TRAVEL POLICY WHILE TDY

Topic: 		      Travel Policy While TDY



Target Audience:  Authorizing Officials and Travelers 



Time:                      60 minutes





Pre-Requisites: 

	Orientation to DTS and Distance Learning PowerPoint	



Suggested Pre-Class Training: 

	Video/Demo – First Time Log Into DTS

	OR

	Experience with DTS
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Office of the Under Secretary of Defense (Personnel and Readiness)

This class is a review of basic DoD Travel Policy. 

 

The session is approximately 60 minutes long.

 

This class is intended for travelers, anyone who makes travel arrangements and reviewers who approve travel documents for travelers in DTS.

 

There are no training pre-requisites for participation in this session.
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TECHNICAL ISSUES?

•

AUDIO GAPS

•

SLOW SCREEN CHANGES

•

DISCONNECTS 



Exit class



Close all other software applications



Log back into class 



Check with local IT staff

If problem persists call the DISA Help Desk: 

1-800-447-2457
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SELECT:

GUEST

ENTER:

FULL NAME + SERVICE/AGENCY INITIALS

ATTENDANCE CREDIT

Helen  Smith/DTMO     
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P-115 Training Objectives

• Sources of DoD TDY Travel Policy

• Government Travel Charge Card (GTCC)

• Transportation

• Per Diem

• Lodging

• Meals & Incidentals (M&IE)

• Reimbursable Expenses

• Special Situations

• After the Trip
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By the end of this lesson you will be familiar with Department of Defense (DoD) temporary duty (TDY) travel policy as regards:

 

The various TDY travel policy reference sources

 

Proper use of the government travel charge card or GTCC

 

And you should understand transportation allowances

 

You will also become familiar with Per diem including:

Lodging and

Meals and incidental expenses or M&IE as well as

 

Miscellaneous reimbursable expenses

 

This class will give you insight into a few special situations such as TDY with no lodging required, field duty, and TDY to vessels.

 

I will review travel related responsibilities for the traveler and the AO after a trip has concluded.

 

Through all of this, I will make special mention of items the Defense Finance and Accounting Service most commonly finds in error on DTS documents. 
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TDY Travel Policy Sources

Joint Federal Travel Regulations, 

Volume 1 (JFTR); 

Military members

Joint Travel Regulations, 

Volume 2 (JTR); 

DoD civilians

JFTR/JTR – Appendices G, P

DoD Financial Management Regulations 

(DoDFMR

)
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TDY Travel Policy Sources

Joint Federal Travel Regulations, 
Volume 1 (JFTR); Military members


Joint Travel Regulations, 
Volume 2 (JTR); DoD civilians



JFTR/JTR – Appendices G, P



DoD Financial Management Regulations (DoDFMR)
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The primary sources of DoD TDY travel policy are:


Volume 1 of the Joint Federal Travel Regulations also known as the JFTR; which applies only to military members.

 

And Volume 2 of the Joint Travel Regulations or JTR; that applies to DoD civilian employees.

 

 

As for the other JFTR/JTR appendices listed here, Appendix G outlines reimbursable expenses for all travelers, and Appendix P covers the City Pair program.

 

The final significant resource is the DoD Financial Management Regulation or DoDFMR which applies to all travelers.

 

 Travelers and reviewing officials have a duty to be thoroughly familiar with these documents.

 

All of these resources may be accessed through the DTMO website; they are also accessible on the Internet.
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Government Travel Charge Card

Mandatory for all

Exception is an infrequent traveler

Use whenever possible for 

official travel expenses

ATM Use:

• Withdraw cash up to 3 business days before travel

• Service and advance fees reimbursed
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 The most common question about the GTCC is whether ownership and use of the card is mandatory.

 

All travelers should have use of a GTCC; although the DoDFMR clarifies that mandatory use can be waived for several categories of travelers.

 

One of these categories is infrequent travelers, or personnel who travel no more than twice per year.

 

The JFTR/JTR makes it clear that travelers should charge “expenses incident to official travel on their individual or unit Government travel cards whenever possible.”

 

If you are the AO, it is your job to ensure travelers do not interpret this as a license to spend. 

 

If you are the traveler it is your job to ask for guidance on how to interpret any policy you do not understand. 

 

The JFTR/JTR states that “travelers are to … use good judgment in incurring official, travel-related expenses, as if traveling on their personal money.” 



Cardholders may withdraw cash from an ATM to purchase travel related goods or services up to 3 business days before the trip begins.

 

A service fee is charged for using the ATM and an advance fee may be charged for using the bank’s money through the ATM.

 

If either of these fees is incurred, they are reimbursable.

 

If a military member uses a personal credit card to withdraw cash, the fees for doing so are reimbursable if the military member is exempt from having a GTCC, as long as an advance was not otherwise provided in cash, or by check or electronic funds transfer (EFT). 

 

This is not true of a civilian using a personal credit card to withdraw cash; because civilians may not claim ATM service fees or advance fees unless using a GTCC.

 

The AO is responsible for monitoring these points and educating travelers regarding proper GTCC usage.
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If a military member uses a personal credit card to withdraw cash, the fees for doing so are reimbursable if the military member is exempt from having a GTCC, as long as an advance was not otherwise provided in cash, or by check or electronic funds transfer (EFT). 



This is not true of a civilian using a personal credit card to withdraw cash; civilians may not claim ATM service fees or advance fees unless using a GTCC. The AO is responsible for monitoring these points and educating travelers regarding proper GTCC usage.
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Key Points – GTCC

Purchases:

• Not reimbursable: POC gas, tires, repairs

• Not travel related: Everyday shopping

• Some expenses require pre-travel authorization

ATM Advances:

• Don’t claim for amount of advances received

• Civilians: only claim ATM fees for GTCC
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It is important to remember that not all expenses are reimbursable. 

 

In general, certain types of expense, such as gas, tires, or repairs for a privately-owned conveyance or POC are not reimbursable.

 

Expenses that are not travel related, such as ordinary shopping, are also not reimbursable.

 

Some expenses, such as excess baggage or dual lodging, can be reimbursed, but only if the AO authorizes them before travel commences.

 

And two important points about ATM advances: First, keep in mind that an advance is money the traveler has already received.

 

Since travelers can never be reimbursed for money they have received, the AO must not approve reimbursement for the amount of an advance, only for the ATM fees involved in obtaining the advance.

 

Second, civilian travelers must not claim reimbursement for an ATM fee after using their personal card to obtain an ATM advance.

 

That is simply not allowed.
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Transportation – Commercial Air

MANDATORY PER JFTR/JTR

Travel & transportation arranged by:

• CTO – Commercial Travel Office

• In-house travel arranger

First choice airfare must be:

• American flag carriers (Fly America Act)

• Government contracted (City Pairs) fares 

(Capacity controlled before non-capacity controlled) 

• Economy/Coach class seat 

AO ensures policy understanding, monitors traveler actions and 

approves use of non-government/foreign carriers
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The JFTR/JTR clearly states: “it is mandatory that travelers arrange travel and transportation through an available CTO or in-house travel arranger”.

 

Policy further states that the traveler must fly with a U.S.-certificated airline whenever possible, in compliance with the Fly America Act.

 

Regulations also mandate that travelers use government contracted (a.k.a., GSA City Pair) airfares, economy/coach class seating, and capacity-controlled seating unless mission requirements make such usage impossible.

 

The AO must ensure that the traveler understands and follows these important policies.

 

Of course, when mission requirements preclude the use of any of the above, alternatives can be approved. 

 

The approval authority and justifications required do vary however 

 

The AO may approve the use of non government contracted air fares and foreign flag carriers when they are required.
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Regulations are very complex

• AO’s must understand and interpret

Approval authority:

• Based on unit or agency

• Unique to each chain of command

First class authorization authority:

No lower than 3-star level or civilian equivalent**

Business class authorization authority:

No lower than the 2-star level or civilian equivalent**


Microsoft_Office_PowerPoint_Slide12.sldx
First and Business Class Travel

11

Regulations are very complex

AO’s must understand and interpret

Approval authority:

Based on unit or agency

Unique to each chain of command



First class authorization authority:
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The regulations regarding first class and business class travel are very complex.

 

It is the AO’s responsibility to understand these regulations and to know how to find specific references in order to provide appropriate interpretation to travelers. 

 

The approval authority for first class or business class seating initially depends on the traveler’s unit or agency of assignment, and it may be delegated down through the traveler’s chain of command.

 

But the authority to approve first class seating may not be delegated lower than a three-star major commander or vice/deputy commander, or the civilian equivalent.

 

The approval authority for business class travel may be delegated no lower than the two-star level or civilian equivalent.

 

Specific details are available in the JFTR, par. 3125 and in the JTR, par. 2204-B2.



The good news is that DTS help ensures all of the aforementioned rules are followed, or that deviations are justified in writing, in two ways.

 

First, reservations requested through DTS automatically route to the CTO for booking.

 

DTS also automatically flags deviations in policy, and requires the traveler to justify the deviation to the AO.

 

All travelers must follow all travel policies, and if they have questions, especially with regard to first class or business class travel, the traveler is expected to ask their AO before making reservations involving either.
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Key Points – Commercial Air

Use correct airfare 

• DTS airfare is only an estimate

• Actual expense required on voucher

• AO and traveler should monitor

Avoid improper charges when CBA exists

• CBA is organization account

• Airfare can not be claimed if CBA used

• Travelers must know how to charge airfare
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12

Travelers must be careful when claiming reimbursement for their airfare.

 

Many travelers do not realize that the airfare quoted in DTS is only an estimate. 

 

The actual price charged may vary from this estimate, especially if the flight was changed outside DTS; say at the airline ticket counter.

 

The AO must therefore carefully monitor reimbursement claims to ensure the amounts requested are for the actual expenses, and not the pre-trip estimated expense.

 

Next, travelers must not claim reimbursement for airfare that was paid for by means of a centrally-billed account or CBA.


A CBA is paid for by the organization, not the traveler, and the rule of thumb is that only the entity that actually pays for the ticket is reimbursed for the expense.

 

Everyone within an organization should be aware when a centrally billed account is being used.
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Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

Before I move on I would like to stop to see if there are any questions regarding what I have reviewed to this point. If you have questions, please enter them into the chat box now. And while I wait on you to enter your questions into the Group Chat box,  I will push out a simple poll to test your new knowledge of PLOT.



CREATE QUESTIONS BEFORE CLASS; DRAG ONTO SCREEN ONE AT A TIME:
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Ground Transportation -

Reimbursement

Rental Car Reimbursable Items:

• Rental price and taxes

• Local assessments

• Gasoline and oil

• Transportation to and from the rental facility

• Non-standard equipment may be authorized

(Snow tires, GPS, Toll-collection transponders)
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Office of the Under Secretary of Defense (Personnel and Readiness)

13

When travelers use a rental car on TDY, they should be reimbursed for all costs associated with the rental.

 

The most common reimbursable costs are the vehicle rental price, taxes, local assessments, gas, oil, and transportation to and from the rental facility.

 

Non-standard types of equipment are typically not considered a reimbursable expense.

 

 However, the AO may authorize some non-standard equipment such as snow tires, global positioning systems (GPS), and toll-collection transponders, if these items are deemed to be mission essential.
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Ground Transportation –

Official Use

Official business only

• Duty sites

• Lodging

• Dining facilities

• Drugstores

• Barber shops

• Places of worship

• Cleaning establishments
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Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

When driving a rental car on TDY, travelers are restricted to driving to locations for official business only.   

 

Official business, by DoD definition, includes the following:

Duty sites

Lodging

Dining facilities

Drugstores

Barber shops

Places of worship

Cleaning establishments and similar places required for the traveler's subsistence, health or comfort
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Policy Directive: 

Compact

DTS Default: 

Compact

Alternate Selection:  

Requires AO Approval

DTS First Car Listed – Always Lowest Price

Alternate Cost Selection:       

•Justification to AO required for any variance

•AO determines if justification is valid
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Policy Directive: 	  Compact

DTS Default: 		   Compact

Alternate Selection:  Requires AO Approval



DTS First Car Listed – Always Lowest Price

Alternate Cost Selection:       

Justification to AO required for any variance 

AO determines if justification is valid







Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

Per DoD policy, the standard rental car size is compact. 

 

Monitoring car size is easy with DTS because compact is set as the default option.

 

If anything other than a compact car is requested in DTS the traveler must provide a justification for making the selection. 

 

It is up to the AO to determine if a traveler’s justification validates that the different sized vehicle is essential to the mission.

 

When travelers select any car other than the lowest priced compact car in DTS, they are also required to provide a justification for the selection.

 

Even if the difference between available rental cars is as little as $1, DTS requires the traveler to explain why the lowest priced vehicle was not selected.

 

Again, it is up to the AO to decide if they will authorize the selection based on the justification provided by the traveler.
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Ground Transportation – Insurance

CONUS RENTALS:

• Policy requires using vendor with DTMO agreement

• DTMO agreements mandate inclusive insurance

• Extra insurance 

WILL NOT 

be reimbursed

OCONUS RENTALS:

• Extra insurance MAY be authorized

• Based on company and/or country rules

For more information see the DTMO website and TraX
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DTMO agreements mandate inclusive insurance
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Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

Whether you are an AO or a traveler, you are probably aware of the fact that dealing with rental car insurance can be a confusing issue.

 

Policy dictates that when in CONUS, travelers should rent cars from a company that has a signed agreement with the Defense Travel Management Office or DTMO, if possible.

 

DTS makes it clear which companies have signed such an insurance agreement.  

 

This is important because these DTMO agreements mandate that all necessary insurance costs be included in the rental price.

 

Travelers should NOT take extra insurance when in CONUS, even if the rental car company offers it.

 

Travelers who take the extra insurance need to be aware that they will not receive reimbursement for it.

 

However, when renting OCONUS, additional insurance may be mandatory, based on the rental company or country rules, and therefore it may be reimbursed.

 

More information on car and bus rental programs can be found on the DTMO website and in TraX.
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Ground Transportation 

Privately-Owned Conveyance or  POC

AO MUST DETERMINE:

• Advantageous to government = Full Reimbursement

• Convenient for traveler = Should Cost w Standard Mode**

CALCULATE EN ROUTE COST OF POC:

• Always use Defense Table of Official Distances (DTOD)

OFFICIAL MILEAGE CALCULATED AS:

• CONUS: Difference between departure and arrival zip codes

• OCONUS: Difference between departure and arrival cities

** Local policy defines standard mode of travel
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17

The most common forms of privately-owned conveyance or POC are a personal auto or motorcycle.

 

When a traveler requests to travel via POC, the AO must decide whether POC travel is in the best interest of the government.

 

If it is, the travel is classified as advantageous to the government, and the traveler should be fully reimbursed for all legitimate travel-related expenses.

 

If not, the travel is classified as convenient for the traveler, and the traveler’s reimbursement should be limited to the should cost amount for the standard transportation mode.  

 

While this is usually commercial air, local policy will dictate this point.

 

To find the cost of driving a POC to the TDY location (en route travel) for comparison purposes, the traveler must use the Defense Table of Official Distances or DTOD to find the official mileage.

 

The official mileage is the distance between the departure and arrival location ZIP codes when traveling in CONUS, and between the arrival and departure cities when traveling OCONUS.
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Ground Transportation - Mileage 

• No mileage claims for rental cars

• No gas/oil claims for POC

• No mileage claims for passengers

EN ROUTE TRAVEL  = DTOD = OFFICIAL MILEAGE

CONUS OCONUS

ZIP to ZIP City to City

IN AND AROUND MILEAGE & LOCAL TRAVEL

USE THE ODOMETER

MUST LIST SEPARATE FROM EN ROUTE


Microsoft_Office_PowerPoint_Slide20.sldx
18

Ground Transportation - Mileage 

No mileage claims for rental cars

No gas/oil claims for POC

No mileage claims for passengers



		EN ROUTE TRAVEL  = DTOD  = OFFICIAL MILEAGE		

		CONUS		OCONUS

		ZIP to ZIP		City to City



		IN AND AROUND MILEAGE & LOCAL TRAVEL

		USE THE ODOMETER

		MUST LIST SEPARATE FROM EN ROUTE







Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

18

When it comes to ground transportation, travelers must use the appropriate means of procuring the official mileage. 

 

That means using the DTOD for en route travel, calculating the ZIP code to ZIP code distance in CONUS, and the city to city distance OCONUS.

 

For in-and-around and for local travel, travelers must use their odometer to obtain the official mileage.

 

Travelers may not claim mileage when driving a rental car, since the DTMO-managed rental car contracts include unlimited distance.

 

Similarly, travelers should not routinely claim reimbursement for gas or oil when driving a POC.

 

Passengers may not claim any mileage reimbursement; only the person incurring the vehicle operating expenses is authorized to claim mileage reimbursement.

 

Finally, travelers must list in-and-around mileage and en route mileage separately.

 

Claiming them together makes both totals wrong.
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AVOID COMBINING MILEAGE

En Route - Use DTOD

• Distance to and from the TDY location

In and around mileage - Use Odometer

• Distance driven at TDY location

Incorrect Mileage Calculation:

En route mileage =  350

In and around mileage =  50

Total mileage claimed = 400
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 AVOID COMBINING MILEAGE

En Route - Use DTOD

Distance to and from the TDY location

In and around mileage - Use Odometer

Distance driven at TDY location



Incorrect Mileage Calculation:

En route mileage = 		350

In and around mileage = 		  50

Total mileage claimed =		400



















Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

Let’s take a closer look at this issue of combining en route mileage and in and around mileage into a single expense. 

 

To start, some personnel do not understand the difference between en route travel and in-and-around distance.

 

En route distance is the distance to and from the TDY location, as recorded in the DTOD – in this example; the traveler has 350 miles of official en route distance. 

 

In-and-around distance is the distance driven at the TDY location, as measured on the vehicle’s odometer – this example shows that the traveler also drove 50 in-and-around miles.

 

For this traveler to correctly reflect the mileage in DTS, these two distances must be entered separately, not combined into a single, 400-mile distance.

 

Entering 400 miles as the route distance may cause a post-payment auditor to believe the traveler is trying to claim 50 miles too many. 

 

On the other hand, if the traveler claims it as an in-and-around distance expense, their voucher will show no en route miles, which will also raise concerns for the auditor.
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Allowable Travel Days

Commercial Air

• In CONUS or one OCONUS area = 1 day

• Between CONUS and OCONUS = Ticketed times

• Between OCONUS areas = Ticketed times

Ticketed Ground Transportation 

(Bus, Train)

• Ticketed times

POC, Government or Rental Vehicle

• 400 miles per day
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Official travel days are determined by the mode of transportation. 

 

When traveling by commercial air within CONUS or within one OCONUS area, such as Europe or Asia, the authorized travel time is one day.

 

When traveling by commercial air between CONUS and OCONUS or between OCONUS areas, the authorized travel time is based on the times printed on the ticket.

 

When traveling by ticketed ground transportation such as by bus or train, the authorized travel time is also based on the printed ticket times.

 

And when driving a POC, government vehicle or rental vehicle the authorized travel time is based on distance, with one day being authorized for each 400 miles or portion thereof.
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Per Diem – Government Lodging

AO directs government quarters only if:

• Traveler is a uniformed member,

• Traveler is TDY to installation, AND

• Quarters exist on that installation

Non-availability number

Needed when base

lodging is not available
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21

Next let’s review per diem issues related to lodging, and we’ll start with Government lodging. 

 

Before an AO may direct a traveler to occupy Government quarters, the traveler must satisfy three conditions:

 

First, the traveler must be a uniformed member which means the AO cannot direct a DoD civilian to stay in government quarters.

 

The AO may encourage DoD civilians to stay in government quarters, and the AO can authorize a civilian traveler to stay there if space is available.

 

Second, the traveler must be TDY to a U.S. Installation such as Ft. Sam Houston, TX.

 

If a traveler is going TDY to a city, such as San Antonio, TX, the AO may not direct them to stay in “nearby” government quarters.

 

And finally, the U.S. installation must have available quarters.

 

If the AO has directed the traveler to stay in Government quarters, but cannot do so, the traveler must provide a non-availability number or reimbursement is limited to the cost of the Government quarters. 
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Commercial Lodging

LOCAL PER DIEM RATE:  

Limits reimbursement 

HOTEL TAX EXPENSE 

: Based on location

• CONUS – Separate expense 

• Non-Foreign OCONUS – Separate expense

• OCONUS – Part of lodging cost- Not separated

HOTEL TAX EXEMPTION 

: Available in some states

• Not all facilities honor the hotel tax exemption

• Travelers and AO should be aware of point

• Forms to request exemption on GSA website 
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Travelers, who do not stay in Government lodging, will typically stay in a commercial lodging facility. 

 

The amount the traveler may be reimbursed for staying in commercial lodging is limited by the local per diem rate.

 

Hotel tax in CONUS and non-foreign OCONUS areas like Puerto Rico, Guam, and the Virgin Islands is not considered part of the lodging per diem rate.


It is not a separate reimbursable expense.


Some states and cities have agreed to exempt certain Government travelers from paying state tax.

 

Even though not all facilities honor the agreement, travelers should be made aware of its existence and encouraged to take advantage of the exemption whenever possible, to save Government funds.

 

The form for requesting the exemption can be found through the Government Service Agency (GSA) website.



Because of the requirement to claim tax separately and the possibility of a tax exemption, the CONUS hotel rates quoted in DTS do not include tax.

 

However, the applicable tax rate is provided with each CONUS hotel listed in DTS to allow the traveler to estimate the taxes to give a more accurate picture of the total projected trip expenses.

 

Civilians can also be reimbursed for extra expenses their hosts undergo when they are staying with friends or loved ones.

 

However, the amount of reimbursement must be an actual documented additional expense, not a fixed rate and estimated costs are not acceptable

 

If you are the AO, you should know how to apply this policy and ensure that all travelers understand it before authorizing such an arrangement.
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Civilians can be 

reimbursed if staying with 

relatives or friends

Reimbursement MUST BE:

•

Documented ADDITIONAL expense

•

Not a fixed rate

•

Estimated costs not acceptable
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Calculating Non-Gov Lodging Rate

Example:

$  76  = Lodging

$  34  = M&IE 

$110  = Max Per Diem

300% Rule

$296  Max actual lodging 

the AO can approve 

300%  X  $110 =  $330

Less 1 day M&IE =  $  34

$296

If the CTO cannot find lodging under the 

per diem rate, the AO can approve a higher rate
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Calculating Non-Gov Lodging Rate

Example:

$  76  = Lodging

$  34  = M&IE 

$110  = Max Per Diem      	



300% Rule



$296  Max actual lodging 	the AO can approve 



300%  X  $110	=  $330
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Defense Travel Management Office

Office of the Under Secretary of Defense (Personnel and Readiness)

If the CTO cannot find lodging for a traveler that is at or under the per diem rate as quoted in DTS, the AO may authorize a higher rate.

 

Per policy, the limit of this rate is “such that the actual lodging cost and the per diem M&IE do not exceed 300 percent of the published lodging rate plus M&IE.”


This is known as the 300% rule.

 

Here is how it works: The traveler is TDY to a location with a maximum per diem of $110; which is $76 for lodging and $34 M&IE.

 

In this example, the AO could authorize up to $296 for lodging.

 

This amount is calculated as 300% x $110 which equals $330; less the $34 for one day M&IE. 

 

Of course, the traveler must provide adequate justification as to why more than the local per diem was spent, and that justification must meet AO approval. 

 

This should all be done before travel occurs; and the AO should only approve rates above the local per diem after travel if there are unusual circumstances.
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• Don’t “lump” other expenses (phone, meals) with lodging cost

• Don’t claim commercial lodging without non-availability statement

• Don’t claim dual or actual lodging expense without authorization

• Don’t claim full tax if voluntarily paying lodging over per diem

• OCONUS – Include lodging tax with lodging cost

• CONUS – Don’t include lodging tax with lodging cost

• Update locality default rate to actual cost

Avoid Common Lodging Mistakes
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Travelers must be very careful when claiming reimbursement for lodging. 

 

A common mistake is to include all items on a hotel bill as a single lodging expense.

 

Although many items on the hotel bill may be reimbursed – for instance, phone costs, parking fees, Internet access, involuntary charges, etc. – they must be claimed separately from the lodging expense.

 

Of course, just because something is on the hotel statement does not mean it is reimbursable; items such as movie rental costs and mini-bar fees, for example, are not reimbursable, and must not be claimed.

 

Military travelers who were directed to stay in Government lodging must supply a non-availability number when claiming reimbursement for commercial lodging.

 

Travelers may not claim certain costs, such as dual lodging or actual lodging, if the expense was not authorized before travel. 



Travelers may not claim full tax reimbursement when voluntarily staying in lodging that costs more than the per diem rate.

 

Travelers may voluntarily choose to stay in lodging that costs more than per diem, but are only reimbursed up the local lodging limit.

 

When a traveler does elect to stay in a more expensive room, they are only reimbursed for taxes paid on the reimbursed portion of the lodging cost, not the whole tax bill.

 

Travelers must include lodging tax in the cost of OCONUS lodging, and exclude lodging tax from cost of the CONUS lodging

 

Finally, travelers should take care not to use the locality default lodging rate once the actual lodging cost is known.

 

If the traveler skips the lodging reservations section, DTS will automatically enter the maximum lodging rate for the TDY location as the lodging cost. 

 

When this occurs, the traveler must replace the default value with the actual lodging cost as soon as they know the actual lodging rate.





image3.jpeg







image1.jpeg









a ‘Avoid Common Lodging Wistakes
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Per Diem – Meals

First and Last Day: 

75% of locality meal rate

Other TDY Days:

• Locality Meal Rate

Unless Meals Are:

•

AVAILABLE 

- Traveler pays a small fee for meals in 

Government facility

•

PROVIDED -

Traveler pays nothing because 

Government purchased meal
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