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Chapter1:Introduction

Chapter 1: Introduction

This purpose of this guide is to provide direction for organizations as they develop local business rules
and processesforusingthe Defense Travel System (DTS). The regulations and publications listed below
should be used asreferences forcreatingall travel and financial policies and for resolving concerns with
DTS functionality. Selectany link to access the source material.

e Defense Transportation Requlations (DTR) (DoD 4500.9-R, Part1)
e DoD Financial Management Requlation (DoDFMR) (DoD 700.14-R)
e Joint Travel Requlations
e DoD Instruction 5154.31, Volume 3: Defense Travel System (authorizes DTS Regulations)
0 Defense Travel System Requlations (authorized by DoDI 5154.31, Volume 3)
0 GovernmentTravel Charge Card Regulations (authorized by DoDI 5154.31, Volume 4)
DTS Financial Field Procedures Guide
e DTS Document Processing Manual
e Defense Travel Administrator’s (DTA) Manual

In this guide, all instances of the term “traveler” referto atraveler, travel clerk, Non-DTS Entry Agent
(NDEA), oranyone who creates or signs documents on behalf of atraveler.

» The arrows and italicized text indicate areas where local business processes should be inserted.
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Chapter2: DoD Center for Travel Excellence Website

Chapter 2: DoD Center for Travel Excellence Website

The Defense Travel Management Office (DTMO) website is a useful source for travel programs and
services, training, references, news, and events. Additional training and references are available through
Travel Explorer(TraX).
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Chapter3: DTS Permission Level, Access, and User Roles

Chapter 3: DTS Permission Levels, Access, and User Roles

3.1 Permission Levels

DTS safeguards datathrough controlled access called permission levels, which contribute to
internal management controls and prevent unauthorized access.

To review the permissionlevels, roles, and access provided to users within your organization,
run the “View Person Lists” (Basic TravelerInfo List) report from the DTA Maintenance Toolon a
routine basis; coordinate with your Service or Agency DTS Program Office or consult with your
DTS Business Rules to determine how “routine basis” is defined. Ensure that personnel are only
provided the minimum permission and access levels needed to perform their DTS-related duties.
When assigning personnel the role of Authorizing Official (AO) (permission level 2and assigned
to a DTS routinglist), ensurethose personnel have completed the required Certifying Officers
Legislation (COL) training and that theirappointmentis documented ona DD Form 577.

To bettercontrol the ability to assign an AO, organizations should consideridentifyingan
‘Accountable Official Control’ DTA. Thisindividualwould be assigned a permission level 2, but be
assigned apermission level50n a temporary limited basis for the specific purpose of adding (or
deleting) newly assigned AOs to the necessary routing lists. This could be done once per month
(or otherlimited basis) as needed depending on the AO turn-overin the organization. In this
matter, organizations can ensure that DTAs are not routinely provided the capability to also
performthe role of an Authorizing Official.

» Each organization must establish procedures to ensure that all required certifications and
appointments are complete and on file, and that users are provided with only the access and
permission levels that are necessary to perform their official duties; and that these are reviewed
on a recurring basis.

3.2In and Out Processing for DTS

Users and travelers must be received into the DTS hierarchy upon arrival at a new organization,
and they must be detached from DTS when departing from the organization.

» Local procedures should be established.

3.3 Authority to Appoint

DoD FMR Volume 5, Chapter5, paragraph 050201, delegatesthe authority toappoint AOsto
DoD Component Heads, who may furtherre-delegatethat authority. The appointee may not
serve as both an Authorizing Officialand certifying officer for the same types of payment.

Based on the separation of duties principles, Disbursing Officers (DOs), their deputies, and
agents may neitherbe appointed as, norappoint certifying officers (including AOs who work in
DTS) for payments they will eventually make.
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Chapter3: DTS Permission Level, Access, and User Roles

» Local procedures must address the following:

O Acceptable training (AOs must complete an approved Certifying Officer Legislation (COL)
training course applicable to their mission area within two weeks of their appointment
and refresher training annually and provide proof of completion to their supervisor).

0 Retention of COL training certificates

O Retention of DD Form 577 Appointment/Termination Records

Resource or otherkey fund personnel maintaining a system of funds control are responsible for
certifying fund availability, and assignment of proper funding citations on commitment and
obligating documents. A certification of fund availability is not a certification for payment.

DoD personnel who may be appointed to certify vouchers for paymentinclude, but are not
limited to commanders, deputy commanders, resource managers and otherkey fund control
personnel, travelauthorizing officials, purchased card and centrally billed account (CBA)
approving officials, and other personnel inequivalent position.

» Local processes must be established to ensure internal management controls and separation of
duties.

» Local organizations should provide an information letter to contractors who serve as DTAs. The
letter should outline their duties, responsibilities, and limitations in DTS.

3.4 Accountable Official

Accountable Officials are Government employees who serve as control points within an
organization to minimize erroneous travel-related payments. They can be pecuniarily liable for
erroneous payments resulting from theiractions. All Accountable Officials must be appointedin
writing using DD Form 577. DoD FMR, Volume 5, Chapter5, paragraph 050401 provides detailed
information on the appointmentrequirements.

3.5 Authorizing Officials (AOs)

AOs use DTS to apply the APPROVED stamp to documents; APPROVED is the final statusin DTS
priorto beingsentto the disbursing system. When the AO approves atravel authorizationora
voucher, DTS verifies the AO’s identity and signature through a DoD publickey infrastructure
(PKI) certificate thatisembeddedinthe AO’s common access card (CAC).

The AO isresponsible forapproving travel requirements and authorizations, which certifies and
adjusts obligations and disbursements of Government funds. An AO who appliesthe APPROVED
stamp that resultsina paymentto the traveleris actingas a CO. Such paymentsresultfrom
vouchers and local vouchers, but could also result from authorizations that contain non-ATM
cash advances or scheduled partial payments (SPPs).

An AOin DTS ispecuniarily liable for erroneous payments due to negligence. This means that if
an AO approves or certifies for paymenta DTS authorization orvoucherthatincludes expenses
that are notlegal, proper, or correct, the AO may have to pay all or part of the disputed
expenses. Pecuniary liability is enforced whether the erroneous payment was made accidentally
or intentionally. Formore information on pecuniary liability, see the Desktop Guide for
Authorizing Officials and Certifying Officers.

DoD DTS Best Practices Guide, Version 7.6 Updated 01/01/17 9
This document is controlled and maintained on the www.defesnetravel.dod.mil website. Printed copies may be obsolete.
Please check revision currency on the web prior to use.



http://www.defensetravel.dod.mil/Docs/Training/AO_CO_Guide.pdf
http://www.defensetravel.dod.mil/Docs/Training/AO_CO_Guide.pdf

Chapter3: DTS Permission Level, Access, and User Roles

All AOs must complete COLtraining and be appointedinwritingon DD Form 577 by the head of
the DoD component (ordelegated official). DoDFMR, Volume 5, Chapter5 alsorequires all AOs
to complete annual refresher COLtraining. The DTMO offers COLtrainingonline at TraX.
Services and Agencies may have approved training programs for completing the COL
certification. Inaddition, otherrequired and recommended trainingislistedin the Defense
Travel System Reqgulations. Components may use Table 2 or define theirown training plan.

Whenthe AO’sappointmentisterminated, access to the APPROVED signature stamp on all DTS
routing lists must also be terminated.
For a complete list of AO responsibilities, see the Defense Travel System Requlations.

3.6 Finance Defense Travel Administrator

A Finance Defense Travel Administrator (FDTA) is a personin the budget, resource management,
accounting, or finance functions thatis responsible forassisting in the managementand support
of DTS at the organizational level as designated by the responsible commander.

For a complete list of FDTA responsibilities, see the Defense Travel System Requlations.

3.7 Debt Management Monitor

The Debt Management Monitor (DMM) tracks overpayments and collection action within DTS.
DTS automatically sends the accounts receivable (A/R) to the accounting system when a debtis
incurred. Afterthe accounting system acknowledges the A/R, the traveler can make the
remittance directly to the Defense Finance and Accounting Services (DFAS), make a paymenton
the Pay.gov website, orrequest payroll collection to be initiated in DTS. When the debtis
satisfied, and DTS receives the advice of collection from DFAS, DTS will automatically update the
traveler'sdocument. Foradditional information, seethe Guide to Managing Travel-Incurred
Debt.

» The Defense Intelligence Agency (DIA) has established unique debt management processes for
DIA personnel.

3.8 Non-DTS Entry Agent

A Non-DTS Entry Agent (NDEA) is a military member, DoD civilian employee, ora contractor
authorized tocomplete a DTS voucher on behalf of othertravelers. The NDEA must be
designatedin writing by local command authority. Afterreceiving all required documents from
the traveler, the NDEA usesthe information to create the voucher and then attaches an
electronic copy of all provided documents. The NDEA ‘s electronicsignature only attests that all
documentationinthe DTS voucheristhe same as the information provided by the traveleras
containedinthe attached documents. Required documentsinclude, but are not limited to:

e Receipts(orlocally approved missing receipt forms)for:
0 Alllodgingexpenses (unlessaflatrate perdiemisineffect)
O Receiptsforall reimbursable expenses of $75.00 or more

e Approvalsforotherthan economy class coach fares
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e The DD Form1351-2 or SF1164 thatthe traveler completed and signed. Paperor
electronically produced official documents (e-forms) are acceptable, but must contain
the traveler's written ordigital signature. This requirement only appliesif the NDEA
creates and signsthe DTS voucher.

e Otheritemsas mandated by componentorlocal policy

3.9 Self-Authorizing Official

Blankettravel orders are not authorized under DTS. Instead, individuals can be designated as
Self-AOsintheiruser profiles. Under most circumstances, Self-AOs may approve theirown
travel authorizations and verifyfunds availability from the DTS Budget module. They cannot
approve theirown travel vouchers, local vouchers, orauthorizations thatinclude non-ATM cash
advances or SPPs.

» Self-AOs must be designated in writing in accordance with DoDFMR Volume 9, Chapter 2 and
local procedures.
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Chapter 4: Use of DTS by Non-Government Employees

4.1 Foreign Nationals and DTS

Dependingonthe status of forces agreements (SOFAs), regulations, and local policy, foreign
nationals may perform certain DTS roles.

Some of the duties aforeign national employee may perform are shown below.

e Defense Travel Administrator (DTA)
e Non-DTSEntry Agent (NDEA)
e Authorizing Official (AO)

These users must have a publickeyinfrastructure (PKI)certificate for DTS access and a unique
identification numberwhen building their user profile. If a foreign national does not have a
Social Security numberor TaxpayerIdentification Number (TIN), thenitis necessary to use the
Foreign Identification Number (FIN) thatisissued by the Defense Manpower Data Center
(DMDC) andis found onthe employee’s identification card or common access card (CAC).

» Each organization should consult applicable regulations, policy, and SOFA to establish local
procedures for use of the DTS by foreign nationals.

4.2 Government Contractors and DTS

Government contractors are not authorized to use DTS for official travel. They may notapprove
DTS travel authorizations orvouchers or certify centrally billed account (CBA) invoices for
payment.

Government contractors can be authorized to perform certain functionsin DTSina manner
consistent with the provisions of their contract and as directed by the Government.

» Organizations should consult applicable policies, requlations, and contractor agreements to
establish local processes outlining the DTS functions that contractors are permitted to perform.
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Chapter5: DTS Finance

Chapter 5: DTS Finance

5.1 Line of Accounting Format Maps and Labels

Each service and agency uses a specificline of accounting (LOA) format map. The Finance
Defense Travel Administrator (FDTA) should use easy-to-understand, plain English language
when assigning LOA labels.

5.2 DTS Budget Module

The DTS Budget module records and tracks funding associated with each DTS LOA. As part of the
approval process, DTS displays the amount of requested funds and available funds, and prevents

approval if there are not sufficient fundsinthe DTS budget.

» Local processes should be established to conduct periodic reconciliation with the official
accounting records in accordance with service or agency procedures.

5.3 Future Fiscal Year and Fiscal Year Crossover

Special procedures are required fortravel that crosses fiscal years or for travel in a future fiscal
year. Thisis due to the year-end electronic processing procedures of the Defense Financeand
AccountingServices (DFAS) and agency financial systems. Instructions are updated annually and
posted onthe DTMO website.

e FDTAs must roll over DTS LOASs for the next fiscal year and load the new fiscal year funding targets
into DTS budgets based on local procedures.

5.4 Funding Travel for Other Organizations

When an organization otherthan the traveler’s organization provides funds foratrip, the
traveler’s organization typically receives an approval notice from the funding organization. The
approval document (e.g., memorandum, email, or message) is provided outside of DTS, and
should be electronically attached to the DTS authorization as substantiating documentation. The
Cross Organization Funding (X-Org Funding) functionality in DTS allows an organization to access
anotherorganization’s LOA. The DTS Financial Field Procedures Guide provides details on
fundingtravel forotherorganizationsand for travel thatis funded by other organizations.

» Organizations should create local procedures for sharing and receiving funding with other
organizations, to ensure that only authorized expenses are charged and that limits are not
exceeded.

5.5 Multiple Accountable Station Numbers

DTS supports trips that are funded by multipleaccountable station numbers (MASNs), i.e., travel
funded by more than one service oragency. Once approved, the multiple LOAs are routed to the
applicable accounting system, based on the accountable station numbers. For example, an Army
organization mightfund an Air Force traveler, but not agree to fund the entire trip (e.g., rental
car costs). The DTS local voucherdoes not support MASN funding.

DoD DTS Best Practices Guide, Version 7.4 Updated 01/01/17 13
This document is controlled and maintained on the www.defesnetravel.dod.mil website. Printed copies may be obsolete.
Please check revision currency on the web prior to use.




Chapter5: DTS Finance

5.6 Receipts and Other Substantiating Documents

The DoDFMR requires the travelerto scan and upload orfax receipts and othersubstantiating
records to be a part of the electronictrip record. Receipts are required forall individual
expenses of S75 or more and all lodging expenses of any amount. If a DTS voucheris signed and
submitted by an NDEA, referto section 3.8.

The AO/CO must ensure thatall required receipts and other substantiating records are attached
and verified beforeapplyingthe APPROVED stamp to the document.

Authorized users have access to these records fora period of six years and three monthsviathe
Defense Manpower Data Center (DMDC) electronicarchive.

5.7 Accounting Error Codes (Rejected Documents)

When a financial system rejects adocument, DTS sends areason code to the reject email
account established by the organization. The information displays in the Document History
section of the Digital Signature screen. Explanations of individual error codes are availablein

Appendix Gof the DTA Manual.

» The local FDTA is responsible for establishing processes for correcting rejected documents and
correcting the errors in the LOA module of DTS.

5.8 DTS-Tailored for Finance Organizations

If thereis nota financial interface (i.e., the finance system has not been certified for use with
DTS), DTS may be used asan orderwriterand to make travel reservations and approve travel
orders. The FDTA will enter “DTST” in the first field of the LOAs to block documents to ensure
that no financial transactionis processed. Organizations that are DTS-tailored for finance cannot
use the non-ATMcash advance or SPP functionality; travelers requiring an advance or SPPs must
process authorizations outside of DTS.

» Local procedures must be established for manually processing travel vouchers.

5.9 Non-Appropriated Fund Travel
Travel funded by non-appropriated funds must be obligated and disbursed outside of DTS, but
travel reservations can be booked using the Arrangements Only trip type in DTS.
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6.1 Government Travel Charge Card

Government Travel Charge Card (GTCC) programs facilitate and standardize payment for official
travel-related expenses, includinglocal travel. DTS supports the use of individually billed
accounts (IBAs) and/or centrally billed accounts (CBAs). As prescribed in the DoDFMR, Volume 9,
Chapter 3, “The Department of Defense (DoD) policy is that the Government Travel Charge Card
(GTCC) will be used by all DoD personnel (military orcivilian) to pay for all costs related to
official government travel”. Referto DoDFMR,Volume9, Chapter3 or DoD Instruction 5154.31,
Volume 4: Government Travel Charge Card for additional guidance on the GTCC program.

» Local processes should be established for monitoring the appropriate use of GTCCs.

6.2 Non-ATM Cash Advances

A travelerwho does nothave a GTCC (oristravelingtolocations where use of the card is
impractical) may request an advance through DTS. Thisisa DTS non-ATMcash advance. The
traveler’s profile must be setto “Advance Authorized” in orderto requestthe non-ATMcash
advance. The non-ATM cash advance will be deposited in the traveler’s financial institution
account as an electronicfunds transfer (EFT) approximately7to 10 days before the scheduled
departure date. If the non-ATM cash advance is requested within 10 days of the traveler’s
scheduled departure date, the non-ATMcash advance will be processed for payment
immediately upon AO approval and positive acknowledgement of the obligation transaction. If a
non-ATMcash advance of 80 percentisinsufficientforthe travelerand would cause afinancial
burden, the AO may approve a non-ATMcash advance of 100 percent.

» This determination must be made on a case-by-case basis in accordance with local policy. In
these cases, the DTA must select “Full Advance” in the traveler’s profile.

DTS will deduct the amount of the non-ATMadvance from the total reimbursable entitlements
and identify them as a previous payment onthe voucher.

Currently, DTS and the DoDFMR permit userstorequest both a non-ATM cash advance and SPPs
for the same authorization. DTS will allow the non-ATM cash advance amount authorized to be
paid, and will pay SPPs until disbursements equal obligations.

6.3 Scheduled Partial Payments

Travelers who are scheduled to be TDY for more than 45 consecutive days can request SPPs
through DTS. Payments are computed and scheduled for paymentin 30-day increments. DTS
splits the SPP disbursement between the traveler’s financial institution and the GTCCvendor,
thus paying both entities by EFT. Organizations must ensure thattravelers who received SPPs
submittheirvouchers afterreturningfrom TDY. When a traveler submits avoucher, DTS
deductsthe SPP amount from the total reimbursable entitlement. Depending onthe amount of
approved expenses, the resultis eitheranet paymenttothe traveler, or, if overpaymentisa
debtthat the traveler must pay back to the Government.
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6.4 Centrally Billed Accounts

DTS supports the use of CBAs for air and rail transportation fortravelers who do not have
GTCCs. Separate CBA accounts must be established forthe DTS CBA Reconciliation moduleand
for the traditional CBA reconciliation process (outside of DTS), because both forms of
reconciliation cannot accommodate the same CBA number.

6.4.1 DTS CBA Reconciliation

The DTS CBA Reconciliation module provides an automated CBA reconciliation and
payment process, including certification of the invoice. An electronicinvoice is
transmitted to DTS from the charge card vendor (CCV). Upon certification, the invoice
routes electronically to the applicable DFAS vendor payment location for payment. Once
paid, an advice of paymentisreturnedto DTS and the invoice isarchived at the Defense
Manpower Data Center (DMDC). The processis paperless, exceptforthe formal dispute
notification tothe CCV as applicable.

» Service or agency business rules determine who will have the authority and responsibility to
certify CBA invoices in the DTS CBA Reconciliation module. The assigned person(s) must meet
the following eligibility requirements:

®"  Be a Government employee or service member
®  Be trained and appointed as a Certifying Officer (CO)
®  Be trained on the CBA reconciliation and DTS document process

6.4.2 Traditional CBA Reconciliation

Organizationsthat do not use the DTS CBA Reconciliation module must use existing
traditional CBA reconciliation procedures. In most cases, this requires the supporting
Travel Management Company (TMC; formerly known as the Commercial Travel Office
(CTO); DTS still referstothe TMC as the CTO) to perform an initial reconciliation priorto
Government approval and certification. Travelers using the CBA may need to provide a
copy of theirapproved DTS authorization ora Marine Corps RequestforTransportation
Servicestothe CTO priorto ticketing, oras required by the CTO contract.

» Service oragency business rules must include procedures to distinguish the DTS LOA from the
traditional LOA, verifying that information is entered correctly into the reconciliation tool.

Failure to ensure the CBA invoice disbursements match the corresponding DTS
obligations may resultin delayed payment of CBA invoices due to mismatched
disbursingand accounting data.

6.5 Government Transportation Request

Travelerswhoare required to use a Government Transportation Request (GTR) (SF1169) as a
method of payment must make transportation arrangements directly with the TMC outside of
DTS in accordance with local business rules.

» Organizations must establish local procedures for interaction with the TMC.

The user must enterthisinformation onthe DTS Other Transportation screenasa prepaid
ticket; the cost defaultsto $0.00 and the user must enterthe estimated costsin the Comments
to the Approving Official box on the Preview Trip screen. Obligations and payments for GTRs
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are processed outside of DTS.

6.6 Payment for Patriot Express Flights

Transportation Officers may make travel arrangements for Patriot Express travel outside of DTS.
Commercial airsegments with connecting service tothe Patriot Express or Air Mobility
Command (AMC) service can be booked through DTS. The customeridentification code (CIC) is
automatically generated in DTS upon AO approval. The traveler must provide a copy of the
approved authorization with the CIC numberatthe AMC counteras required. AMCwill directly
bill the appropriate service oragency paying office on a monthly basis. The flight can be entered
inthe DTS Other Transportation screen as a Government Plane; the cost defaults to $0.00.
Obligations and paymentfor Patriot Express travel is accomplished outside of DTS.

» Organizations must establish local procedures for printing and distributing authorizations,
adjusting budget modules, and obligating funds outside of DTS.

6.7 Military Pay Reports

There are five military pay reports that assist organizations with processing travel-related pay
transactions. These reports are accessible from DTS and are identified below:

Enlisted Basic Allowance for Subsistence (BAS)

Outside the Continental United States (OCONUS) Travel
Family Separation Allowance (FSA)

Military Leave

Special Duty Conditions

O OO0 O0Oo

See the DTA Manual, Chapter 10 for information about these reports.

» Local procedures will establish access and distribution of these reports to the Military Pay Office.
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7.1 Authorized Trip Types in DTS

The tablesinthis sectionlistthe trip types thatare authorized in DTS. More details abouteach
of these trip typesis providedinthe DTA Manual, AppendixK, Tables K.1.A and K1.B. The main

trip types are shown below:

e Routine TDY (exception: DoDcivilian employee TDY over 365 days to a single location)

e OpenAllotment

e ArrangementsOnly

e Permissive(atnoexpensetothe Government)

e House Hunting
e Invitational

e Invitational Travel —Family Member (transportation only)
e |nvitational Travel —Family Member (full reimbursement)
e Special Circumstances

Table 7-1 lists the Special Circumstance Travel (SCT) secondary trip types with normal
entitlements. Availability depends on civilian or military status and permanent duty station

|location.

Table 7-1: Secondary Trip Types with Normal Entitlements

SECONDARY TRIP TYPES WITH NORMAL ENTITLEMENTS

AMATEUR SPORTS
COMPETITIONS

Members authorized to train for, attend, and participatin the Armed
Forces, National,and International Amateur Sports Competition

CADET-MIDSHIPMEN

Cadets and Midshipmen on TDY

CONGRESSIONAL TRAVEL

Travel and transportation allowances when accompanying members of
Congress and Congressional staff

ESCORT-ATTEND FULL TDY

Escort and Attendant Travel

FAM MEM CIV ILL MIL SPON

Civilian family member of seriouslyill orinjured uniformed service member

LABOR ORG REPRESENTATIVE

Travel of an employee servingas alabor organization representative

MEDIC CIV EMP OCONUS

Employee medical travel outsidethe contiguous United States (OCONUS)

MEDIC MIL MEMBER TDY

Transfer of patient to/from medical facility or home under TDY

NON-FEDERAL HONOR AWARD

Travel to receive a non-federally sponsored honoraward

PRE-EMPLOYMENT FULL TDY

Pre-employment interview travel (full TDY, transportation only, per diem
only allowances)

RECALL FROM LEAVE

Recall fromleave

SHIP RELOCATED WHEN AWAY

Ship relocated during authorized absence

STUDENT SPEC DODEA EVAL

Travel of handicapped DoDEA student for diagnostic and evaluation
purposes

TDRL DISABLED PHYS EXAM

A member of the Temporary Disability Retired List (TDRL) required to
submitto physicalexam

UN PEACEKEEPING TDY

Member assigned TDY as observer to UN Peacekeeping organizations
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Table 7-2 lists the SCTsecondary trip types with perdiem and transportation restrictions.

Table 7-2: Secondary Trip Types with Restrictions

SECONDARY TRIP TYPES WITH RESTRICTIONS

DISCIPLINARY ACTION Member travel and transportationincidentto disciplinaryaction
EMERGENCY LEAVE Transportationin personal emergencies

EMERGENCY VIST TRVL EVT Emergency Visitation Travel (EVT)

ESCORT ATTEND EMP RETURN IAnt;cE::j nt or escort for civilian employee on TDY who becomes ill or
FEML-FUND ENVIRO & MORALE Funded Environmental and MoraleLeave (FEML) transportation
FVT-FAM VISITTRAVEL Family Visitation Travel (FVT)

MEDIC CONVALESCENT LEAVE ConvalescentLeave Transportation

MEDIC FAM ATTEND>100M Attendant’s travel for specialty careover 100 miles

PRE EMPLOY PER DIEM ONLY Pre-Employment Interview Travel-per diem only

PRE EMPLOY TRANS ONLY Pre-Employment Interview Travel —transportation only

Rest and Recuperation (R&R) Leave and Special Rest and Recuperation
(SR&R) Leave transportation

Travel of DoDEA dependent students for academic competitions and co-
curricular activities

STUDENT OF CIV US SCHOOL Employee’s dependent student travel to attend school inthe United States

STUDENT OF MIL US SCHOOL Member’s dependent transportationtoa school inthe United States

R R AND SPECIALR R

STUDENT DODEA ACADEM C&C

Table 7-3 lists the SCT secondary trip types that are Information Only trip types.

Table 7-3: Information Only Trip Types

~ INFORVATIONONLYTRIPTYPES

EMERGENCY WHILE TDY Personal emergencies for a member on TDY or away from home port

FAM MEM ILL CIV SPONSOR Civilian family member of a seriouslyill orinjured member

FAM MEM ILL MIL SPONSOR Transportation and per diem for family members of ill/injured military
member

MEDIC EXP FOR SPEC NEEDS ﬁ:;j(ljtslonal expenses incurred by an employee with a disability or special

Dependent medical travel and transportation allowances when an employee
is assigned to a foreign OCONUS PDS

MEDIC FAM MEM MIL CONUS Travel to specialty careover 100 miles

MEDIC FAM MEM MIL OCONUS | Dependent travel andtransportation OCONUS for medical care

TRAVEL AT NO EXPENSE Travel at no expense to the Government

WITNESS TRAVEL Travel of witnesses/Witness Travel

MEDIC FAM MEM CIV OCONUS

Special Circumstances Travel routing lists can be established in DTS for entitlements review for
many trip types.

» Local business process should be established for processing specific trip types.
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7.2 Confirmatory Authorizations

Confirmatory authorizations are used when an authorization cannot be completed priorto the
traveler’sdeparture. The authorization should be completed as soon as possible afterverbal
approval has been granted. Reservations are made directly withthe TMC. Airfare isentered on
the Other Transportation screen and the lodging orrental car costs are updated on the
appropriate screens. Use of the DTS Travel module may resultin duplicate commercial
reservations

» The TMC may issue the ticket upon verbal authorization, based on contractual guidelines and
local processes.

7.3 Reserve Component Travel

» Reserve component members should consult their service-level DTS office for procedures.

7.4 Group Authorizations

Group authorization may be created and approved in DTS. When the group authorizationis
stamped APPROVED, individualauthorizations are automatically created for each traveler, each
with a unique travel authorization number (TANUM). Upon completion of group travel, each
travelercreatesanindividualvoucher.

7.5 Verbal Orders of the Commanding Officer
RefertoSection7.2.

7.6 Permanent Duty Travel
Permanent Duty Travel (PDT) is not currently available in DTS.

7.7 Extended TDY (180 or More Consecutive Days)

Priorto approving an authorization forextended TDY (180 or more consecutive days atthe same
location), the AO must ensure that there is written approval by the appropriate command level.
The approval documentation shall be maintained on file within the AO’s organization, or can be
attached to the authorization as substantiating documents.

» Local procedures should be established for travel of 180 days or more.

7.8 Personal Leave with Official Travel

Personal Leave with Official Travel (PLOT) is leave taken while at an official TDY location; all
travel isrestricted to locations contained in the official itinerary. The following applies to PLOT:

e Travel dates may varydueto leave.

e DTSis usedforreservationsand General Services Administration (GSA) Airline City Pair
faresare authorized because all travel locations are official.

e Theauthorization mustinclude all dates of travel (official and personal) away from the
permanent duty station (PDS).

e Personal travel dates mustbe annotated as leave in DTS on the Per Diem Entitlements
screento ensure that perdiemallowances are not paid for the non-official dates.

e DTS adjusts perdiem entitlements when atravelerentersleave datesin the
authorization.
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e Anypersonal/non-official expenses cannot be charged to the GTCC.

DFAS certification of DTS for PLOT includes all PLOT except for travel by privately owned
conveyance in excess of 400 miles.

» Official leave documentation must be processed outside of DTS. Local procedures determine when
official leave is chargeable.

Referto Section 7.9 fortravel arrangementsto leisure locations in conjunction with official
travel.

7.9 Leisure in Conjunction With Official Travel
Leisure in Conjunction With Official Travel (LICWO) is atype of PLOT, but includes personal
travel to non-official locations. The below items apply to LICWO:

o The LICWO request mustbe initiated through TMC assistance in DTS or by contacting
the TMC directly.

e GSA City Pairfaresare not authorized to locations that are not part of the official
itinerary.

e The TMC may make official TDY and LICWO travel arrangements and compares the costs
of the combined LICWO trip with the Government’s cost for official TDY travel only. Any
additional unofficial expenses are the traveler’s responsibility and are not entered into
DTS.

e Any personal/non-official expenses cannot be charged to the GTCC.

» Local business rules should be established detailing the LICWO process to include organization-
specific forms or approvals.

7.10 Constructed Travel

This functionality enablesthe travelertoinclude inthe authorization acomparison of the cost of
travel by a preferredtransportation mode (e.g., a privately owned car) and the cost of
commercial airtravel (the standard mode of TDY travel). The AO reviews the cost-comparison
and approvesthe documentin one of the following ways:

e Approvesthetraveler’s preferred transportation mode with full reimbursement
e Limitsthe reimbursementtowhatitwould have costto travel by the standard or
directed mode

» Local business rules should be established for the constructed travel process.

7.11 NATO Orders and Foreign Clearance Guide Requirements
Authorizationsfortravel requiring aforeign clearance and/or North Atlantic Treaty Organization
(NATO) orders can be processedin DTS; however, DTS neither provides automated foreign
clearances nor produces NATO-formatted travel orders.

» Organizations must comply with foreign clearance requirements and/or NATO travel order
procedures in accordance with DoD Foreign Clearance Guide, and any additionallocal business
rules or regulations.
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7.12 Conditional Routing

DTS provides several types of conditional routing where the travel document can be
automatically routed toan additional oralternate individual, based on the conditions of the
travel. This conditional routing may be useful for country and/ortheatre clearances, use of CBA
for payments, medical travel, antiterrorism training, and otherlocal processes.

» Organization requirements pertaining to OCONUS travel should be included in local procedures, in
coordination with higher headquarters.

7.13 Blanket Travel Orders

Blankettravel orders are notavailable in DTS. Referto Chapter 3, Section 3.9.

7.14 Local Travel In and Around the PDS

DTS has a local voucher process for reimbursement of local travel expenses. The service or
agency must determinealocal area, or when several DoD components are present, the senior
commander establishes the local areaforall DoD personnel. When setting up the local
commutingarea, an arbitrary distance radius must not be established. See JTR, Chapter 2, Part
L, 2800 for additional information.

» Local business rules should be established detailing the local voucher limits.
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The DTS Import/Exportfeature allows partner systems to transmit authorizations for official travel and
travelerdatainto DTS so that certain automated DTS functions may be usedin the document process.

» DTS notifies the traveler via email, and the traveler completes the authorization and makes travel
arrangements in accordance with service-specific procedures.
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9.1 Commercial Travel Office

A Travel Management Company office (TMC) is acommercial entity that provides afull range of
commercial travel and ticketing services for official travel under a contract and/or memorandum
of understanding with the Government.

» Insert local TMC information.

9.2 Bus Travel

The DTS Travel module does not currently include bus travel. The belowoptions are availableto
claima bus transportation expense.

e Bustravelthatis paidviaa GTCC can be enteredinto DTS on the Other Transportation
screen.

e Bus travel paid by a personal charge card or cash must be entered on the Non-Mileage
Expenses screen and Tickets-Personally Procure must be selected.

e Bus travel chargedto a CBA mustbe charged to a manually reconciled account (traditional
CBA).

» Travelers should follow the local procedures for reserving and paying for bus travel.

9.3 Rail Travel

Amtrak schedules are notlive. The schedules display in astaticformatin the DTS Travel module.
The below booking options are available:

e AtravelerusingaGTCC may selectthe desiredtrainorinclude acommenttothe TMC on
the Rail screen of the DTS Travel module to communicate the requesttothe TMC. The TMC
will make rail reservations and include the confirmation and costin the trip request.

e AtravelerusingaGTCC (eitherIBA or CBA), but purchasing a ticket directly from the rail
carrier should enterthe ticketinformation on the Other Transportation screen.

e Atravelerusingapersonal creditcard or otherform of payment mustenterthe information
on the Non-Mileage Expenses screen and select Tickets-Personally Procure.

» Contact the TMC for local ticketing procedures.

9.4 Car Rental

DTS displays available vehicles from car rental companies that participate in the DTMO-
negotiated Government agreements. When completing the voucher, DTS users must ensure
that the actual car rental cost is updated on the Preview Trip screen. Rental cars may be
entered on the Non-Mileage Expenses screen by selecting Commercial Auto, only if the
reservation was made outside of DTS.
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9.5 Foreign Flag Carriers

Available U.S.—certified air carriers shall be used forall commercial air transportation of persons
and property whenairtravel isfunded by the U.S. Government. See 49 U.S.C. §40118, commonly
referred to as the “Fly America Act”. Approval can be attached in DTS as substantiatingdocumentation.

9.6 Use of Low-Cost Non-GDS Airlines

Some airlines do not fully participatein the travel industry Global Distribution System (GDS)
used by the supporting TMC. For those carriers, staticflight datainstead of live availability may
be shownin DTS.

» Local business rules must be consulted to determine travel processing.

9.7 Lodging

All travelers TDYto a designated DoD Integrated Lodging Program location are required to use
certainlodgingtypes. Travelers who do not use the lodging types the JTRrequires must selecta
Reason Code.

Ifa travelerisgoingonalongterm TDY, a flat rate per diem appliesto the lodging portion of the
authorization. The applicable flatrate is a percentage of the usual TDY locality rate. In these TDY
occurrences, travelersdo not need to provide lodging receipts.

» Arrangements for military lodging must be coordinated outside of DTS in accordance with local
business rules and TMC contract requirements.

If required DoD lodgingis notavailable in DTS, travelers must make theirlodging reservations
directly with the lodgingfacility instead of the TMC. In all other cases, the traveler must use DTS
or the TMC to make theirlodging reservations. In all cases, the traveler must update their

lodging cost on the Per Diem Entitlements screen.

9.8 Other Than Economy/Coach-Class Travel Accommodations (First and
Business Class)

Approval of business orfirst class travel is managed outside of DTS. A copy of the approval must
be attached to the DTS document before the AO approvesit. See the JTR, Appendix Hwhen
requestingapproval of Premium Class accommodations.

» AOs must be familiar with service/agency procedures for approving other than economy-/coach-
class travel, and must obtain approval before authorizing the accommodations.

The approving entities forotherthan economy/coach-class travelare listed in Table 9-1(See
DoD 4500,9-R, Part 1).
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Table 9-1: Approving Entities for Other than Economy/Coach Travel
APPROVING ENTITIES FOR OTHER THAN ECONOMY/COACH CLASS TRAVEL

Same, except may be
delegated tonolowerthan
three star or civilian
equivalentlevel.

Same, except may be
delegatedtonolowerthana
two star or civilian equivalent
level.

Office of the Secretary | Director, Administrationand
of Defense and Defense | Managementwith nofurther
Agencies delegation

Director, Joint Staff or as delegated.
Re-delegation may be nolowerthan
a three-star majorcommander

Joint Staff and
Combatant Commands

Secretary may delegate to Under
Secretary, Service Chiefs,
Military Departments Vice/DeputyChiefs, and fourstar
Major Commanders orthree star
Vice/Deputy Commanders

Same, except may be
delegated totwostaror
civilianequivalentlevel, no
furtherdelegation.

9.9 Ticketing

Ticketingis normally completed three business days before scheduled departure. When the
TMC issuesthe ticket, an email issentto the traveler with reservation and costinformation. If
an electronicticketis available, butthe traveler requests a paperticket, the additional costis
not reimbursable.

> Local business rules regulate exceptions to the three-business day ticketing rule.

» When the traveler requires or requests a paper ticket, local business rules apply, including delivery
procedures and contracts.

» See Section 9.11 for Auto Cancellation procedures.

» See JTR, pars. 3045-C5 and 3500-B1 for information on the use of restricted airfares.

Airportsecurity proceduresrequire airline tickets to be issued in the same name thatappearson
the traveler’s photoidentification issued by alocal, state or Federal Governmentagency (e.g.,
driver’slicense, passport, or military ID).

Before departure, travelers should ensurethat the name on the identification theyintend to use
at the airport matchesthe name on the reservation/ticket. Misspelled names may resultin the
carrier reissuingthe airline ticket at the check-in counter priorto flight boarding, causing delays
or denied boarding. Foraninternational flight, the traveler must present avalid passport, visa,
and all required documentation. Incomplete or unacceptable documentation may resultin
denied boarding.

9.10 Ticketing at the Beginning of a New Fiscal Year

The AO may approve a DTS authorization fortravel inthe next fiscal year when the nextfiscal
year’s LOAs and budget targets have beenloaded into DTS. When a documentis stamped
APPROVED, DTS releases the tickets are waiting (TAW) date, and notifies the TMC of the
approval. DTS holds the nextfiscal yearfinancial until the accounting system release date.

» Local business rules must be established for ticketing of travel at the beginning of a new fiscal
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year.
» The use of the “Fiscal Year Funds” Other Authorization should be considered.

9.11 Auto Cancellation

Any travel authorization thatincludesairtravel must be approved and ticketed atleast 72 hours
in advance of the scheduled flight departureto avoid airline reservations from being cancelled.
This policy was instituted by the airlines underthe GSA City Pair Program contract. This policy
appliestoall City Pairand non-contract government flights that are either booked through DTS
or througha TMC.

Under this policy, if an AO does not approve an authorization within 72 hours of departure, the
airline reservation will be cancelled and the traveler will arrive at the airport without a ticket or
areservationinthe airline’s system.

Those travelers makingtravel plans within 72 hours of departure must have theirauthorization
approved and ticketsissued within 24 hours of creation to avoid cancellation. If making plans
within 24 hours of departure, authorizations must be approved and ticketed atleast 6 hours
priorto flight departure time to avoid cancellation. If airline reservations are cancelled, a
travelerwill be notified viaemail or phone by their TMC.

Arriving atthe airport withoutaticket can impact mission, travel funds, and put unnecessary
stress on the traveler. If this occurs, travelers are not advised to rebook at the airline counter.
Often, counteragents are not familiar with GSA’s City Pair Program and may book the traveler
on a full priced fare at a much higher cost. To rebook a flight, travelers should follow their
normal ticketing process. Travelers should take theirtravel itinerary with themto the airport. If
the reservation has been cancelled, the itinerary will provide contact information forthe TMC,
as well as, reservation details to help the traveler rebook.

In the currentfiscal environment where itis necessary to be conservative with travel budgets,
monitoring the status of travel documents and ensuring travel authorizations are approved, is
the best way to avoid unnecessary costs and stress associated with rebooking travel.

Tips for Travelers:

e Monitorthe status of yourtravel authorization. If yourtripis approaching and your
authorization has notbeen approved, contact your AO immediately. If your AOiis
unavailable, contact your Defense Travel Administrator (DTA).

e Ensureyour DTS profileis current. Often, travelers forget to update their profilewith the
Government Travel Charge Card expiration date if they receive anew card. Withouta
currentcard inyour profile, areservation cannot be purchased.

e Takeyour travelitinerary with youto the airport. If your reservation has been cancelled, the
itinerary will provide contactinformation foryour TMC as well as reservation details to help
you rebook.

Tips for Authorizing Officials (AO):

e Monitordocuments awaitingyourapproval.
e Ensure aback-up AO isdesignated if you will be onleave ordeployed.
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Tips for Defense Travel Administrators (DTA):

e Runthe PendingAirline Cancellation report toidentify those authorizations at risk for
cancellation.

e Run TravelerStatus Reports to notify Agency Program Coordinators which travelers are
scheduled fortravel to ensure their Government Travel Charge Cards are activated.

Tips for Agency Program Coordinators (APC):

e Reviewthe AccountsInformation reports and advise DTAs regardinginvalid and expired
GTCCs.

e Reviewthe Approved Status reports and assist with activating GTCCs for travelers with
upcomingtrips.

9.12 Reservations for Travelers Without an Individual Billed GTCC

A travelerwithout an IBA may charge air or rail tickets to the organization’s CBA, or may enter
personal credit card informationin the DTS authorization to guarantee the rental car and
lodging arrangements based on local policies. Atraveler without a personal credit card should
contact lodging and car rental vendors directly to make arrangements.

9.13 TMC Transaction Fees

TMC transactionfeesare billed in accordance with the supporting contracttask order as eithera
point of sale (POS) fee ora managementfee. The transaction fee applies when the TMC fulfills
the request, andis typically billed at the time of ticketing orwhenlodging or car rental charges
are confirmed by the TMC without air reservations.

When makingtravel reservationsin the DTS Travel module, users should notincludethe TMC
fee asa separate expense. If the POSTMC transactionfeeisapplicable, itis automatically
included as a separate transaction whenthe TMC returns the ticketing information to DTS. If the
arrangements are made outside of DTSand a TMC fee is charged, the traveler must enterthe
fee onthe Other Transportation screen.

» When TMC transaction fee is a management fee funded at the service, agency, or Major
Command level, the TMC fee is not returned to DTS. It is billed directly to the service, agency, or
Major Command in accordance with established rules or TMC contracts.

9.14 Cancellation Fees and Penalties

Before applying the CANCELLED stamp, the AO must verify with the travelerthat no expenses
are associated with the trip. See the DTS Document Processing Manual, Chapter 10.

9.15 Unused or Partially Used Tickets

The traveler must report unused or partially used tickets tothe TMC to requestarefund.
Unused papertickets froma local TMC must be returned to that TMC forrefund. Since unused
tickets are refunded outside of DTS, the traveler must update the voucherto remove the costs of
the associated tickets.

The TMC shallimmediately process refunds for papertickets upon receipt. E-ticket refunds shall
be processed upon notification of non-use. The TMC shall assist the Governmentinresearch of
unused tickets. Additionally, the request forrefunds shallbe provided to the Government
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Transportation Office via paperorelectronicmeans.

» In accordance with local procedures for paper tickets, the TO or TMIC, must prepare DD Form 730
and provide a copy to the traveler as receipt for the unused returned ticket.

9.16 TMC Procedures During National Emergencies

At all times during national emergencies, the TMCshall ensure that high quality customerservice
is maintained. Operating hours may be modified as agreed to by the Contracting Officer
Representative in support of the national emergency.

9.17 En Route Traveler Assistance

Travelersrequiringinvoice changes while en route should contact the TMC via the telephone
numberlisted onthe TMC-provided invoice. Uponreturn, travelers must update the voucherto
reflectchanges.

» Local TMC information should be listed here.

9.18 DTS-Tailored Organizations (TMC)

If the TMC interface is not used, travelers will not be able to request travel reservations through
the DTS Travel module. Travelers must make arrangements offline with the TMC and enterthe

informationinto DTS. Organizations thatare tailored for TMC cannot use the DTS CBA module to
reconcile the CBA(s).

9.19 Changing TMC Organization Information in the DTA Maintenance
Tool

The pseudo city code (PCC), Global Distribution System (GDS), and company profile
information are commercial tools and are the property of the TMC servicingeach site.
The PCC and company profile attached to each organization direct how DTS
communicates withthe TMC. If a change is necessary tothe PCC and/orcompany
profile, it mustfirstbe approved by DTMO, Commercial Travel Division.
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10.1 Frequent Traveler Benefits

DTS allows travelerstoinclude frequent traveler numbers forairlines and rental carsin
their profile to accrue the loyalty program benefits resulting from their official
Governmenttravel.

Travelers canregisterforthe U.S. Governmentfrequent renter program. By registeringand using
a U.S. Government frequent renter number, Government travelers will be assured of receiving
the benefits of the U.S. Government Rental Car program, and may be able to by-passthe check-

in counter, savingtime and frustration.

10.2 Labor Relations Representatives
Labor decisions must be coordinated with the local labor relations representatives.

» Coordinate with the service or agency employment relations specialist to determine the
appropriate steps to satisfy local bargaining agreements.

10.3 Baggage Fees

Additional fees are often charged by air or rail carriers for checked baggage. Such fees should be
included onthe voucheras reimbursable non-mileage expense. The traveler must pay baggage
feesdirectlytothe carrierat the time of check-in. Travelers with aindividually billed GTCC must
use their GTCC as form of payment forfees. Travelers withouta GTCC are authorizedto use
alternate forms of payment.i.e., apersonal credit or debit card.

» Travelers should refer to local business rules for additional guidance.
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Chapter 11: DTS Support and Assistance

The DTS assistance programis designed toresolve problems at the lowestlevel, as outlined below.

11.1 User Community
Afterregisteringforanaccount on the DTMO Passport portal, DTS users and travelers can access
online training, manuals, and information on TraX.

11.2 Local Assistance
The site Lead Defense Travel Administrator (LDTA) is typically responsibleforlocal-levelsupport
and establishingalocal DTS Help Desk.

» The local site should establish a DTS training and communication plan.

11.3 Travel Assistance Center

The DTMO Travel Assistance Center (TAC) provides assistance by phone oronline 24 hoursa
day, 7 days a week including Federal holidays. Any DoD Service member oremployee may
contact the TAC for assistance with DTS or any DoD travel-related question.

TAC contact informationis listed below:

e Phone: 1-888-Help1Go (888-435-7146)
o DSN line (if calling from overseas): 1-888-Help1Go
e TraX: To submita Help Desk ticket
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