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Chapter 1: Introduction 
This guide is a reference for Authorizing Officials (AOs) who approve documents in the Defense Travel 
System (DTS). It provides information and guidance about: 
 

• General policy and liability 
• Eligibility and qualifications 
• Available training 
• Using DTS to review and certify travel documents 

As an AO, you function as a Certifying Officer (CO) when approving most DTS documents. This role 
obligates you to protect taxpayer funds from misuse. If you fail to exercise due diligence in this area, you 
may be liable for repaying the misused amount. As such, this guide is a valuable tool in helping you to: 
 

• Adopt a workflow that will help you identify errors and intentional misrepresentations 
• Certify that payment disbursements are approved only for expenses that are legal, proper and 

correct for the traveler who has requested them 
• Protect yourself from financial consequences resulting from payments made on vouchers that 

contain errors or misrepresentations 

Preventing fraud, waste, abuse, and mismanagement of tax-payer funds and protecting yourself from 
liability should always be your focus when approving authorizations and vouchers.
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Chapter 2: General Policy and Liability 
To ensure that your actions are within the parameters of the law, you should become familiar with the 
regulations that govern your legal responsibilities. When approving documents, the Joint Travel 
Regulations (JTR) and the Department of Defense Financial Management Regulation (DoDFMR) should 
be consulted to determine the validity of transportation requests and reimbursable expenses. 

The JTR specifically identifies what you can approve, and does so with the full force of the law behind it. 
It is your responsibility to become familiar with these regulations, and to be aware of changes and 
updates to them. 

The DoDFMR directs all financial management requirements, systems, and functions for all DoD financial 
activities. 

This guide is based on the policies set forth in the JTR and the DoDFMR. It identifies how those policies 
affect you in your role as an AO. It also identifies the potential liabilities that you may bear if a payment 
that you certified is found to be erroneous. 

2.1 Policy 

In compliance with the DoDFMR, if any payment that you approve (certify) is found to be 
erroneous, you may be held personally responsible for reimbursing the Government for the 
amount of the erroneous payment. This financial responsibility is called “pecuniary liability”. 

When you are appointed as an AO, you become personally accountable and responsible for 
verifying that all payments that you approve are legal, proper, and correct. You must adhere to 
policies and procedures, use good judgment in obligating unit funds, and ensure the traveler 
receives the correct reimbursement per the JTR. 

All TDY travel policies are important. However, the reports required by the Improper Payments 
Elimination and Recovery Act (IPERA) have identified some key concepts to which travelers and 
AOs may pay particular attention. In this guide, the key icon highlights these concepts.
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2.2 Liability 

The DoDFMR, Volume 9, Chapter 2 states the AO is performing a CO function when they 
approve a DTS travel document that contains a payment. The DoDFMR, Volume 5, Chapter 33, 
states that a CO has pecuniary liability for illegal, improper, or incorrect payments resulting from 
improper certification. Procedures and further guidance concerning the liability of Accountable 
Officials are found in DoDFMR, Volume 5, Chapter 6. As an AO, you should be aware that: 

• You have unlimited pecuniary liability for all advances and payments made to travelers 
on the basis of authorizations, vouchers, and local vouchers that you approve. 

If you approve or certify for payment an authorization or voucher that includes expenses that 
are not legal, proper, or correct, you may have to pay all or part of the disputed expenses. 
Pecuniary liability is enforced whether the erroneous payment was made accidentally or 
intentionally. 

As an AO, you must be diligent and practice thorough work processes when approving 
documents to prevent erroneous payments. 

Table 2-1 provides a list of recommendations for protecting yourself from pecuniary liability. 

Table 2-1: How to Protect Yourself from Pecuniary Liability 

HOW TO PROTECT YOURSELF FROM PECUNIARY LIABILITY 

DO: DON’T: 

 
Minimize opportunities for errors: 

• Establish procedures and controls. 
• Ensure that local business rules for DTS are 

documented and distributed. 
• Monitor subordinates to make sure that they 

follow procedures. 
• Be alert to the possibility that a voucher is being 

processed a second time. 

 
Assume that all requests are valid and complete. 
 
Allow anyone else to use your personal certificate or 
CAC. You may be liable for an incorrect payment 
approved by another person using your identity. 

 
Escalate questionable payment requests 

• Follow your local policy to request an advance 
decision from the Comptroller General when you 
have doubts about the legality of payments. 

 
 
Approve a payment when you have doubts. 

 
Collect the evidence 

• Verify funds before approving payments. 
• Save fund availability certifications and other 

documentation to prove that procedural 
safeguards regarding payments have been 
observed. 

 
 
 
Approve reimbursements unless funds are available to 
cover the payment. 
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2.2.1 Responsibilities of an AO 

As an AO, you act as a steward of Government funds and ensure that policies are 
followed by the traveler. Some of your responsibilities include: 

• Verifying that the trip and the expenses are necessary to accomplish your 
organization’s mission. 

• Verifying that the traveler booked reservations through the Commercial Travel 
Office (CTO), unless the CTO was not available. 

• Approving authorizations so that the CTO can book and ticket air and rail 
transportation. 

• Ensuring that travelers follow DoD travel policy when requesting advances. 
• Verifying that no expense has been listed on the voucher more than once. 
• Approving the payment of a requested non-ATM advance or a scheduled partial 

payment. 
• Reviewing all required receipts and other substantiating records with the 

voucher. These can be originals, copies, or a locally approved ‘missing receipts’ 
form if a receipt has been misplaced. Receipts for all lodging expenses and any 
expense over $75 are required. 

• Ensuring that the voucher shows how to split disburse the requested payment 
between the GTCC vendor and the traveler’s EFT account. 

• Approving amendments related to centrally billed account (CBA) payments 
initiated by the organization’s CBA Specialist. 

• Returning authorizations for correction when they contain inaccurate 
information or illegal requests. 

2.2.2 Responsibilities of Other Accountable Officials 

The DoDFMR acknowledges that, as a CO, you may rely on the help of other 
Accountable Officials when deciding whether to approve temporary duty (TDY) trip, pay 
reimbursable expenses as requested, and approve allowable requests for changes to 
standard travel procedures. 

Accountable Officials therefore can be held liable for erroneous payments, although not 
at the same level as the AO. The below list of individuals who may have pecuniary 
liability: 

• Lead Defense Travel Administrator 
• Organization Defense Travel Administrator  
• Finance Defense Travel Administrator (FDTA) 
• Transportation Officer  
• Centrally Billed Account (CBA) Specialist 
• Reviewing Official 
• Certifying Official 
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Note: The DTS role “Certifying Official” is not the same role as a “Certifying Officer”. The 
“Certifying Official” verifies funds availability, while the “Certifying Officer” certifies 
requests for payment. 

These individuals, when appointed as Accountable Officials have pecuniary liability for 
illegal, improper, or incorrect payments that result from erroneous information, data, or 
services they provided, and upon which, the AO directly relies. For this reason, it is 
important that Accountable Officials perform their responsibilities with accuracy, 
especially in the following areas: 

• Explaining or justifying the purpose of a TDY trip 
• Verifying reimbursable expenses are valid 
• Ensuring policy compliance 
• Verifying that travelers abide by all procedures and controls so that all 

allowances and payments are processed correctly 
• Complying with all applicable DoD regulations, policies, and procedures 

including local standard operating procedures 
• Supporting AOs with timely and accurate data, information, and service to 

ensure proper payments, i.e., payments that are supportable, legal, and 
correctly computed
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Chapter 3: Eligibility and Qualifications 
Public Law 104-106, National Defense Authorization Act for Fiscal Year 1996, requires that an appointee 
be trained and knowledgeable in the responsibilities of a CO. In addition to completing required training, 
a CO must be appointed in writing using a DD Form 577 (“Appointment/Termination Record-Authorized 
Signature”). The completed DD Form 577 must identify the types of payments that the CO has authority 
to certify, such as CBA, transportation, or travel expenses. 

Each organization’s FDTA (or an individual identified by local policies) should retain the DD Form 577’s. 

Since an AO typically serves as a CO for an organization, the remainder of this section treats both roles 
as one with regard to the eligibility and qualifications to perform the duties. 

Eligibility requirements specify that an AO: 

• must be a federal Government employee 
• must be a U.S. citizen if stationed in the contiguous United States (CONUS) or non-foreign area 

outside the  contiguous United States (OCONUS), such as Hawaii or Guam 
• may be a local national if stationed in a foreign OCONUS location 

To strengthen internal controls, a CO should have a minimum working knowledge of: 

• the JTR 
• the DoDFMR 
• how to prepare a voucher for reimbursement 
• appropriations, other funds, and accounting classifications 
• the payment process (e.g., availability of funds and location of designated disbursing and 

accounting offices)
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Chapter 4: Training for Authorizing Officials  

Every AO must adhere to the required and recommended training requirements. Required training 
includes both initial and annual refresher training. 
 
If you are the supervisor of an AO, you are responsible for ensuring that they complete their required 
training. Supervisors should periodically review the performance of the AO to ensure compliance with 
regulations and policies, including local standard operating procedures. 

4.1 Required Training 

Within two weeks of appointment as an AO, and before certifying any documents, you must 
complete a training course as defined in Public Law 104-106. You should then provide a printed 
copy of the course completion certificate to your supervisor. 

Your supervisor will identify which courses you must complete to satisfy the training 
requirement.  

To access the DTMO TAOCO (Initial COL) course, log in to TraX and select Training. Select the 
View All button. A list will display that contains a course titled AO/RO – COL/Training for 
Accountable Officials (Initial COL) (Figure 4-1). 

        
Figure 4-1:  Training Module in TraX 
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4.2 Recommended Training 

TraX offers many courses that provide both required and recommended training for AOs (Figure 4-
2). In addition to the required training described in Section 4.1, you should complete at least one 
course from each category below. 

 
Figure 4-2: TraX Training for AOs and COs 

Travel Policy – These courses provide an overview of travel regulations. Courses available are: 

• Travel Policies (web-based training [WBT]) 
• Travel Policy while TDY (distance learning [DL]) 

Defense Travel System – These courses provide an understanding of how to use DTS to authorize 
and approve travel. Course available include: 
 

• AO/RO – DTS Approval Process [WBT] 
• Approval Process for TDY (Route and Review [DL])  
• Route and Review (narrated demonstration) 

For more information on training, including COL and DTS, visit the Defense Travel Management 
Office (DTMO) Travel Training website or the Training Resource Center in TraX.
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Chapter 5: Approving Documents in DTS 
Familiarization with the Defense Travel System (DTS) will make the review process easier. One way of 
gaining familiarization is by completing one of the DTS training courses discussed in the previous 
chapter. 
 
The review and approval process begins when a document is routed to you. You will receive an email 
notification when a document routes into your DTS queue. You can either select the link shown in the 
email (Figure 5-1)  
 

 
Figure 5-1: Email Notification of Documents Awaiting Approval Notification 

 
or follow the steps below to review and approve a DTS travel document. 
 

1. Log into DTS. 

The User Welcome screen opens (Figure 5-2). 
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Figure 5-2: DTS User Welcome screen 

 
2. Select Click Here in the yellow box labeled Documents Awaiting Your approval. 

 
3. The Documents in Routing screen opens (Figure 5-3). The Sort by Document column identifies 

the name of the document. 
 

4. Select the review link located at the left of the document you wish to review (Figure 5-3). 
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Figure 5-2: Documents in Routing screen 

5. The Preview Trip screen opens (Figure 5-4). The tabs shown below appear on the subnavigation 
bar and are links to each of the modules in the Review/Sign module. 
 
• Preview 
• Other Auths 
• Pre-Audit 
• Digital Signature 
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Figure 5-4: Preview Trip Screen – Voucher (Top Section) 

The remainder of this section explains the review process and shows the steps to perform as you move 
through the document. 

Note: Appendix C provides a sample checklist for authorizations, vouchers, and local vouchers. You may 
also use the AO checklist tri-fold located on the DTMO website: 
http://www.defensetravel.dod.mil/Docs/Training/Tri-fold_AO_Checklist.pdf. 

5.1 Approving Authorizations in DTS 

You assume pecuniary liability when approving an authorization that includes a request for 
either a non-ATM advance or scheduled partial payment (SPP). As the AO, you must ensure that 
the payment of these advances and/or SPPs is legal, proper, and correct. 

You should only authorize non-ATM advances for travelers who do not have a Government 
Travel Charge Card (GTCC) or are traveling to a location where use of the card is not practical.

http://www.defensetravel.dod.mil/Docs/Training/Tri-fold_AO_Checklist.pdf
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5.1.1 Preview Trip Screen – Authorization 

The Preview Trip screen in DTS is the starting point for reviewing an authorization 
(Figure 5-4). Follow the below steps to approve the authorization: 

1. Select Substantiating Records to verify that the traveler provided all required 
supporting documentation. For example, if the requested transportation mode 
differs from the mode normally used to accomplish the trip, you should verify a 
constructed travel worksheet is attached – unless the traveler is requesting travel by 
POC (auto or motorcycle) and all travel legs are 400 miles or less. 
 

2. Select Return to Trip Preview to return to the Preview Trip screen. 
 

3. Select Document History. 

The Document Route Status screen opens (Figure 5-5). Review the pending routing    
status, document history and any remarks from the traveler or other Routing Officials. 
 

                            
Figure 5-5: Document Route Status screen 

4. Select Return to Trip Preview. 

The Preview Trip screen opens. This screen captures all the information about the trip, 
and is quite long (Figure 5-4 [top section], Figure 5-6 [middle section], and Figure 5-7 
[bottom section]). 
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Figure 5-6: Preview Trip screen – Voucher (Middle Section) 
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Figure 5-7: Preview Trip screen – Authorization (Bottom Section) 

 
5. Ensure that the traveler chose the correct TDY/TAD Location (e.g., if the TDY is to a 

military installation, that the traveler chose the military installation and not the city 
near the installation). 
 

6. Continue reviewing the document. Examine all entries and expenses carefully. If the 
traveler going TDY to a military installation, review the lodging section to ensure the 
traveler has reservations for DoD Lodging, has received a Non-Availability Number 
(indicating DoD Lodging was not available), or is exempt from DoD Lodging.  
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7. Select each View link to review the details for any reservation or expense shown on 
the document. 

8. Scroll to the bottom of the screen and select Proceed to Other Auths. 

5.1.2 Other Authorizations Screen – Authorization 

The Other Authorizations screen displays any additional authorizations that the traveler 
manually selected or triggered by making certain selections in the document (Figure 5-
8). If a traveler selected a duty condition, expense, or other item that needs to be placed 
on the travel order, DTS flags it as an Other Authorization. 

Every authorization is required to have this statement located in the document: 
“Alternate means, such as Secure Video Teleconference (SVTC) or other web-based 
communication, are not sufficiently able to accomplish travel objectives.” 

Check your local organization business rules for statement inclusion. 

 
Figure 5-8: Other Authorizations screen 

1. Review the other authorizations and verify that the remarks are accurate and 
sufficient. 
 

2. Select Save and Proceed to Pre-Audits. 

5.1.3 Pre-Audit Trip Screen – Authorization 

The Pre-Audit Trip screen shows flags for any items that require justification to comply 
with DoD policy or that exceed DoD cost thresholds (Figure 5-9). There may also be 
advisory notices that you should review. 
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Figure 5-9: Pre-Audit Trip screen 

1. Review each flagged item. Make sure that the justifications are sufficient. If a 
justification is insufficient, you must return the document to the traveler with 
appropriate instructions.  
 

2. If the traveler provides sufficient justification for non-use of available, directed 
DoD lodging or preferred commercial lodging, you can override the automatic 
system reimbursement limitations.  
 
*For more information on lodging reimbursement limitations refer to the 
Document Processing Manual, Chapter2. 
 

3. Review all advisory notes. 
 

4. Select Save and Proceed to Digital Signature.
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5.1.4 Digital Signature Screen – Authorization 

Use the Digital Signature screen to approve an authorization ((Figure 5-10) or 
initiate other routing actions, such as returning a document to the traveler if 
anything appears to be inaccurate or incomplete. 

 
Figure 5-10: Digital Signature screen – Authorization 

Be sure that the authorization and expenses are compliant with policy before 
submitting the document as APPROVED. 

1. Select the Submit this document as drop-down list arrow and select 
APPROVED. 

By selecting APPROVED, you are assuming pecuniary liability for any advances or 
partial payments requested by the traveler. If you do not want to approve the 
document, return it to the traveler for corrections by selecting RETURNED. 

2. Enter any remarks that are required or that will be useful to the traveler. 
 

3. Select Submit Completed Document. 

Note: The Submit this document as drop-down list contain stamps that are based 
on your role in DTS. In general, you should only use the APPROVED or RETURNED 
stamp, even if other stamps are available. Changing the stamp to REVIEWED or 
CERTIFIED will cause a problem with the document routing process. 

After you stamp the document APPROVED, the Stamp Process screen opens (Figure 
5-11). It requires you to confirm that you have reviewed the planned trip and deem 
the trip necessary in the interest of the Government and therefore, authorize the 
obligation of funds. 
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Figure 5-11: Stamp Process screen – Authorization 

4. Select Save and Continue. 

Once you have approved the authorization, the Fund Authorization screen opens 
(Figure 5-12). It shows the amount that was obligated for the trip and the balance 
remaining in the budget. 

 
Figure 5-12: Fund Authorization screen 

5. Select OK. 

The Stamping Result screen opens (Figure 5-13). 

 
Figure 5-13: Stamping Result screen 
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6. Select Close. 

You have approved the authorization. 

5.2 Approving Vouchers in DTS 

The AO has broad authority to determine when TDY travel is necessary to accomplish the 
mission, authorize travel expenses, approve travel arrangements, and obligate travel funds in 
accordance with the JTR. 

• You will use the cost estimate on the authorization to determine if the budget can 
support the trip. If standard travel arrangements made using Government-negotiated 
airline, lodging, and rental car rates do not meet mission needs, you may authorize 
other travel options requested by the traveler, provided they conform to law, DoD 
regulations, Component or local policies, and contractual obligations. You must 
authorize the cost estimate before travel can occur. 
 

• You can obtain information on policies relating to transportation and travel 
arrangements from the CTO, Command channels, or Service headquarters to assist in 
future travel decisions. 

 
• Make sure the traveler has access to a GTCC; either individually billed account (IBA) or 

CBA. 
 

You should: 

• Only authorize travel necessary to accomplish the mission. 
• Approve non-ATM advances and scheduled partial payments (SPPs). 
• Approve amendments related to CBA charges initiated by the CBA Specialist. 
• Process all requests for premium class travel outside DTS in accordance with service 

directives. If approved, ensure a copy of the premium class approval is attached as a 
substantiating record. 

The list below shows some of the items for which you are responsible and that you must verify: 

• Expenses must be valid, both the type and amount. 
• Receipts must be attached for all lodging and any expense of $75 or more. 
• Scanned receipts must show that payment was made and must be legible. 
• Amounts and dates for the expenses on the voucher must match the receipts
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• Method of reimbursement must be correct for each expense type: 
o Travelers with a GTCC must use the card for pay for all costs incidental to official 

business travel, including travel advances, lodging, transportation, rental cars, 
meals, and incidental expenses, unless otherwise specified. These expenses, and 
other charges to the card, must indicate GOVCC as the method of 
reimbursement. 

o Transportation (air/rail) may be paid using a CBA. In this case, the method of 
reimbursement will be Comm Air (Central Bill). 
 
Note: The DoDFMR strictly prohibits use of a GTCC to charge expenses for any 
individual other than the cardholder and their dependents. 
 

The initial steps for voucher view are identical to the steps for authorization review. After you 
receive an email notification, log in to DTS, access documents awaiting your approval, and select 
Review for the document you want to review. The Preview Trip screen opens. 

5.2.1 Preview Trip Screen – Voucher 

The Preview Trip screen is the starting point for reviewing a voucher. As with an 
authorization, it is quite long (Figure 5-4 [top section], Figure 5-6 [middle section], and 
5-14 [bottom section). The voucher Preview Trip screen differs slightly from the 
authorization Preview Trip screen by displaying a Disbursing Summary below 
Accounting Summary. It identifies any amount that has already been paid to the 
traveler (Figure 5-14). 

Note: The Disbursing Summary is important because it shows whether an amount is still 
owed to the traveler, or if the traveler has been overpaid and owes money to the 
Government. 
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Figure 5-14: Preview Trip Screen- Voucher (Bottom) 

Follow the steps below to approve the voucher: 

1. Select Substantiating Records to make sure that the traveler attached all required 
receipts and other supporting documents to the voucher, and that those receipts 
are legible. 

The Receipts screen opens (Figure 5-15). 

 
Figure 5-15: Receipts screen 

 



Chapter 5: Approving Documents in DTS    

Desktop Guide for Authorizing Officials, Version 4.7, Updated 5/5/16  27 
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. 
 

It is important to review all attached receipts to make sure that the dates and the 
amounts are accurate. Please note that in order for a document to be considered a 
receipt, it must indicate that payment has been made. A document showing how much 
is owed is NOT a receipt. There should be receipts for the below expenses: 

• All lodging expenses 
• All expenses that exceed $75 
• Other receipts or documents as required by local business rules 

 
2. Select Return to Trip Preview to go back to the Preview Trip screen. 

 
3. Select Document History. 

The Document Route Status screen opens (Figure 5-5). Review the pending routing 
status, document history, and any remarks from the traveler or other routing officials. 

4. Select Return to Trip Preview. 

The Preview Trip screen opens (Figure 5-4, Figure 5-7 and Figure 5-14). 

5. Continue reviewing the document. Examine all entries and expenses carefully, make 
sure that there is a receipt to match each expense that requires one. Select each 
View link to see the details for each reservation or expense contained in the 
document. 
 

6. Scroll to the bottom of the page and select Proceed to Other Auths. to view any 
additional authorizations for the trip. 

5.2.2 Other Authorization and Pre-Audit Trip Screens – Voucher 

These screens were described in Sections 5.1.2 and 5.1.3; however, the voucher 
information may be different than what was approved on the authorization. When 
approving a voucher, it is very important to review both screens. 

1. Verify the accuracy of the other authorizations (Figure 5-8). 
 

2. Select Save and Proceed to Pre-Audits. 
 

3. The Pre-Audit Trip screen opens (Figure 5-8). 
 

4. Verify that the traveler sufficiently justified the items flagged. 
 

5. Review any advisories. 
 

6. Select Proceed to Digital Signature. 
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5.2.3 Digital Signature Screen – Voucher 

Use the Digital Signature screen to apply the appropriate stamp to the voucher (Figure 
5-16) or initiate other routing actions, such as returning the voucher to the traveler if 
anything appears to be inaccurate or incomplete. 

 
Figure 5-16: Digital Signature screen – Voucher 

Use the below steps to approve a voucher. Applying the APPROVED stamp certifies the 
voucher for payment: 

1. Select the Submit this document as: drop-down arrow and select APPROVED. 

By selecting APPROVED, you assume pecuniary liability for any reimbursement that the 
traveler has requested. Be sure that the voucher and expenses are compliant with policy 
before applying APPROVED. If the voucher contains any inaccurate or ineligible request, 
choose the RETURNED stamp to send the document back to the traveler. Be sure to 
include remarks that identify the issues so that the traveler can make corrections and 
resubmit the document. 

2. Enter any additional remarks that may be required or useful. 
 

3. Select Submit Completed Document. 

The Stamp Process screen opens (Figure 5-17). 
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Figure 5-17: Stamp Process screen – Voucher 

4. Read the paragraph that states that you have fulfilled your responsibilities 
associated with approving the document and that the Government should fund this 
claim. 
 

5. Select Save and Continue. 

The Fund Voucher screen opens (Figure 5-18). It displays the amount of the voucher 
being funded as well as the balance remaining on all budgets that were decremented. 
 

 
Figure 5-18: Fund Voucher screen 

6. Select OK. 

The Stamping Result screen opens (Figure 5-19). 

 
Figure 5-19: Stamping Result screen 

7. Select Close. 
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You have approved the voucher. 

5.3 Approving Local Vouchers in DTS 

The procedure for approving a local voucher is similar to the approval procedure for a voucher, 
but there are fewer elements to review. The Preview Trip screen is shorter (Figure 5-20). 
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Figure 5-20: Preview Trip Screen – Local Voucher
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Chapter 6: Delegating Your Authority in DTS 
Routing Officials at any level can delegate their signature authority to another individual during a 
prolonged absence. This ensures that your organization’s travel documents will continue to be reviewed 
and approved without interruption. 

The individual you delegate to perform your duties must meet all regulatory requirements, including 
appointment letters and training requirements, but do not need to be on your routing list. 

6.1 How to Delegate Your Authority 

To start the process of delegating your authority, follow the below steps:  

1. Begin on the DTS Welcome page (Figure 6-1). 

 
Figure 6-1: DTS Welcome Page 

 
2. Mouse over Traveler Setup on the navigation bar, and select Delegate Authority on 

the drop-down list (Figure 6-2). 
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Figure 6-2: Delegate Authority Button 

 
3. The Delegate Authority screen (Figure 6-3) displays the names that you can 

delegate your signature authority to. 
 

 
Figure 6-3: Delegate Authority Screen 

 
4. Choose Select next to the name of the person that you will be transferring your 

authority to. 
 

5. The screen refreshes and on the right side the Assign Authority area (Figure 6-4) will 
show the individual’s name and permission levels. 
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Figure 6-4: Assign Authority Screen 

 
6. To confirm your decision, select OK. 

 
You will need to confirm your identity by entering your PIN. This completes the 
process of delegating your signature authority. This individual is now able to review 
and approve travel documents for you. 
 

6.2 Remove Delegated Authority 

When you return to work, you will need to remove your signature authority. To remove it, 
follow the below steps: 

1. Begin on the DTS Welcome page (Figure 6-1). 
 

2. Mouse over Traveler Setup on the navigation bar, and select Delegate Authority on 
the drop-down list (Figure 6-2). 

 
3. The Delegate Authority screen opens (Figure 6-5). 

 

 
Figure 6-5: Delegate Authority Screen 

 
4. Select the Remove link next to the person whom you had delegated authority. A 

pop-up will appear, you will need to confirm that you are removing approval 
authority (Figure 6-6). 
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Figure 6-6: Pop-up to confirm revocation of delegated authority 

5. Select OK to continue. 

After you confirm the pop-up, the signature authority will return to you. 
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Chapter 7: Summary 
As an Authorizing Official (AO), you are a steward of taxpayer money and are responsible for exercising 
great care when approving payments and reimbursement to travelers. You have pecuniary liability for 
any errors that you make, whether you commit them intentionally or not. The best way to protect you 
from being held liable is to be thorough, diligent, proactive, and honest when approving funds for travel 
authorizations and vouchers for payment. 

Taking the appropriate training courses will help you to understand the approval process, pecuniary 
liability, and your rights as an AO. In addition, you should become familiar with other documents that 
establish the policies that affect your in this role and the resources that provide guidance and help you 
to protect yourself from pecuniary liability. Appendix D provides several resources to assist you. Finally, 
we recommend that you read the U. S. Treasury pamphlet titled Now That You’re a Certifying Officer. 
This document is available on the U. S. Treasury website.



Appendix A: Frequently Asked Questions (FAQs) 

Desktop Guide for Authorizing Officials, Version 4.7, Updated 5/9/16  37 
This document is controlled and maintained on the www.defensetravel.dod.mil website. Printed copies may be obsolete. 

Please check revision currency on the web prior to use. 
 

Appendix A: Frequently Asked Questions (FAQs) 
 

Q. How much will I have to repay if I authorize a payment that is incorrect or improper? 
A. Possibly the entire amount of the incorrect payment. 

Q. What should I do if there are not enough funds available in the DTS budget? 
A. Contact your Finance Defense Travel Administrator (FDTA) for guidance. They will either add funds to 
the DTS budget or advise you that you have to disapprove the travel due to lack of funds. 

Q. Where can I find more information about policies? 
A. See the Defense Travel Management Office (DTMO) website and Appendix D of this guide. 

Q. What should I do if I am unsure about the legality of an expense? 
A. Refer to the Joint Travel Regulations. If you do not find the answer in the regulations, refer to local 
business rules. 

Q. Is my DD Form 577 still valid if the appointing authority who signed it is no longer in my organization? 
A. Normally, it is still valid. The DoD Financial Management Regulation, Volume 5, Chapter 33, states 
that appointments made on a DD Form 577 “remain in force until terminated by reassignment or for 
cause”. The Defense Finance and Accounting Service (DFAS) has clarified that in this instance, “by 
reassignment” refers to the reassignment of the appointee, not that of the appointing authority. 
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Appendix B: Glossary 

Accountable Official 

 
A person responsible in the performance of their duties to provide the 
Certifying Officer with information, data, or services to support the 
payment certification process. 

Authorizing Official 

 
The official who has the authority to obligate funds to support mission-
related TDY travel. The AO serves as a Certifying Officer when approving 
DTS documents that request payment. AOs must be appointed in writing 
and may be held financially liable for erroneous payments resulting from 
the negligent performance of their duties. 

Business Travel 

 
Business travel includes all standard travel to support mission 
requirements other than schoolhouse training, deployment, or unit 
travel by DoD military personnel and civilian employees. It also includes 
certain local travel, but not leave or evacuation. 

Centrally Billed Account 
(CBA) 

 
An account established between the Government and a GSA SmartPay 
contractor for the purchase of official transportation tickets. 

Certification 
 
The act of attesting to the legality, propriety, and correctness of a 
voucher for payment as stated in 31 U.S.C. 3528. 

Certifying Officer 
 
An official or representative, designated in writing, responsible for 
certification of travel vouchers for payment. 

Commercial Travel Office 
(CTO) 

 
A commercial activity providing a full range of commercial travel and 
ticketing services for official Government travelers. 

Contiguous United States 
(CONUS) 

 
The contiguous 48 states of the United States and the District of 
Columbia; does not include Alaska and Hawaii. 

Defense Travel 
Administrator (DTA) 

 
The person responsible for managing the administrative aspect of the 
travel process on an organizational level. For more information, see 
Finance, Lead, and Organization DTA. 

Defense Travel System 
(DTS) 

A system that contains travel authorizations and vouchers. It records and 
coordinates the travel documents through creation, pre-audit 
verification, approval, payment, and archive. 
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Appendix B: Glossary (cont’d) 

Digital Signature 

 
The electronic analogue of a written signature. A digital signature can be 
used to prove to the recipient or a third party that a document or 
message was, in fact, signed by an individual. 
 

Disbursing 

 
The act of paying public funds to entities to whom the Government is 
indebted; the safeguarding of public funds; and the documenting and 
reporting of these transactions. 
 

Disbursing Office 

 
An activity or that organizational unit of an activity whose principal 
function consists of the disbursement and collection of official funds for 
the Government. 
 

Document 

 
A business record in hard copy or electronic form. In DTS, it refers to an 
authorization, group authorization, voucher, or local voucher. 
 

Erroneous payment 

 
A fiscal irregularity resulting from processed payments that do not 
comply with laws and regulations. Can be an overpayment of an 
underpayment. 
 

Finance DTA (FDTA) 

 
An individual who works with budgets, resource management, 
accounting, and finance. The FDTA manages and supports the financial 
aspects of DTS at the organizational and/or installation level. 
 

Government Travel Charge 
Card 

 
A charge card used by authorized individuals to pay for official travel and 
transportation related expenses for which the card contractor bills the 
Government (CBA) or individual (IBA). 

Joint Travel Regulations 
(JTR) 

 
The regulation that prescribes travel and transportation allowance 
authorized for DoD employees. 

Legal, proper and correct 
A payment is not prohibited by law; is for goods or services that were 
provided; and is represented accurately in every way (amount, date, 
payee, etc.). 
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Appendix B: Glossary (cont’d) 

Line of Accounting (LOA) 
 
A data entity representing a DoD account that is used to fund official 
travel (i.e., transportation, per diem, meals, and incidental expenses). 

Pecuniary Liability 
 
Personal financial liability for fiscal irregularities of COs and AOs as an 
incentive to protect the Government against errors and theft. 

Pre-Audit Flag 

 
Notification that some aspect of the travel document is not in compliance 
with regulations or exceeds DoD-established cost thresholds. DTS displays 
these items on the Preaudit Trip screen. 

Split Disbursement 

 
DoD-mandated payment option whereby the traveler must designate that 
a specified amount of their claim settlement be sent directly to the 
SmartPay travel card contractor to pay off their account. The remainder 
of the settlement is sent electronically to their personal account. 

Temporary Duty (TDY)  
Official travel to one or more places away from a Permanent Duty Station 
(PDS), to which the traveler is authorized to travel. 

Voucher  
A document that is certified by a CO and is the basis on which a disbursing 
office makes a payment. 
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Appendix C: Document Checklists 
The below checklists are provided to assist you while reviewing travel documents for accuracy and 
completeness. This appendix contains three checklists. Consult your local business rules (if available) for 
additional required verifications. 

The reports required by the Improper Payment Elimination and Recovery Act identify key concepts that 
AOs should pay particular attention to are marked with the key icon in the following checklists. 

C.1 Authorization Checklist 

Table C.1: Authorization checklist 

Authorization Checklist 

Preview Trip screen 
Select Substantiating Records to review any documents that are attached to the authorization. 
 
If the traveler is requesting to use a mode of transportation that is different from the local/DoD policy, 
review the constructed travel worksheet, if one is attached. 
  
For single-destination TDYs, when using a POC (auto or motorcycle) to travel within 800 miles round-trip 
(400 miles one-way) of the PDS, a cost comparison is not required. 
Other Trip Information 
Itinerary  Ensure trip dates are correct. 

Trip Type  Ensure the trip type is correct. Most travelers select AA-Routine TDY/TAD. 

Trip Purpose  Ensure the trip purpose is correct per local policy. 

Trip Description  If used, ensure the comments in the text box are sufficient. This is optional. 

Conference/Event 
Name  Ensure the field indicates the name of the conference the traveler is 

attending. If not attending a conference, “Not Applicable” appears. 

Overall Starting Point 

Time Zone  Verify the time zone where the travel will begin. 

Itinerary 
 Verify the Leave From location where the trip will begin. 

 Confirm the Departure (Leave) date. 

My TDY location is – (Where I will be working) 

Location 1/2/etc.:  
Verify that the traveler chose the correct TDY location (e.g., if going TDY to a 
military installation, that the traveler chose the military installation and not 
the city the installation is located in. 
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Authorization Checklist (cont’d) 
Travel 

Air Travel  

If air travel is used, verify that a City Pair flight is selected. 

DoD policy requires primary consideration for “contract city pair airfares 
(and other airfares limited to official Government business), although it 
allows travelers to use a restricted airfare when the cost savings outweighs 
any risk of trip cancellation or itinerary changes”. 
If restricted airfare was used, fill out the restricted airfare checklist and 
attach it to the travel document. 

Rental Car  If a rental car is indicated, verify that the least expensive compact car is 
selected.  If it is not, verify the justification on the Pre-Audit screen. 

Lodging  

Ensure that the lodging selection is in accordance with DoD regulations (e.g., 
DoD Lodging, Preferred Lodging, FedRooms, FEMA approved. 
If commercial lodging is being used, verify that the lodging rate is at or below 
the published per diem rate. If the rate is higher than the published per diem 
rate, the traveler must pay for the difference unless actual lodging Is 
authorized. 
If the traveler is going TDY to a military installation, ensure the traveler has 
reservations for DoD Lodging or has received a Non-Availability Number 
(indicating DoD Lodging was not available), or is exempt from DoD Lodging 
use. 

Overall End Point 

Time Zone  Confirm the time zone where the travel will end. 

Itinerary  Verify the Leave From location is where the return trip back to the PDS will 
begin. 

Air  Travel  If air travel is indicated, verify that a City Pair flight is selected.  

Expenses 

Non-Mileage  Verify that every estimated non-mileage expense is legal, proper, and 
correct, and not duplicated in any other part of the authorization. 

Mileage  Verify that each estimated mileage expense is legal, proper and correct, and 
not duplicated in any other part of the authorization. 

Per Diem Entitlements 

Lodging M&IE 

 Verify that the meal rate is correct for each day. 

 Verify that if leave was requested or meals will be provided, per diem 
allowances reflect adjusted amounts. 

 Ensure that the lodging cost is in accordance with DoD regulations. 

 Verify that if an overnight flight will be used, per diem allowances were 
correctly adjusted. 

 Verify that any crossed IDL travel is correctly reflected. 
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Authorization Checklist (cont’d) 
Accounting Summary 

Accounting Code  Verify the correct line of accounting (LOA) is selected. 

Baseline Trip  

If a link to the constructed travel worksheet displays and a cost comparison 
is required, view the worksheet. Determine whether to reimburse the 
traveler for the full cost of transportation or limit the traveler’s 
transportation reimbursement to the constructed transportation cost. 

Document Totals 

Actual/Estimate  The costs shown under this column provide an estimate for the trip. 

Baseline Trip  

If a link to the constructed travel worksheet displays and a cost comparison 
is required, view the worksheet. Determine whether to reimburse the 
traveler for the full cost of transportation or limit the traveler’s 
transportation reimbursement to the constructed transportation cost. 

Advances and Scheduled Partial Payments Summary 

Partial Payments  Ensure the trip exceeds 45 days and that the estimated trip expenses are 
legal and proper. 

Advances  Ensure the traveler is eligible to receive advances, and what percentage is 
authorized. 

Other Authorizations screen 
Ensure the “Other Authorization” is needed and that comments are complete and correct per local 
policy. 
If the traveler has chosen an item from “Other Authorizations”, and has added remarks, review the 
remarks. 
Check that the traveler’s comments for system added “Other Authorizations” are complete and correct 
per local policy. 

Pre-Audit Trip screen 
Verify the traveler’s justification for each flagged item is sufficient. 

Digital Signature screen 
Apply the appropriate stamp that is defined by the routing list and indicated in the Awaiting Status field. 
 
Select one of the allowed alternative (e.g., RETURNED) to apply the status stamp and your digital 
signature. 
 
Add any required information in the Additional Remarks field. 
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C.2 Voucher Checklist 

Table C.2: Voucher Checklist 

Voucher Checklist 
Preview Trip Screen 

Substantiating 
Records  

Ensure trip dates are correct 

Select  Substantiating Records to verify required documents: 
 Receipts for all lodging expenses (unless flat rate per diem is 

authorized). 
 Receipts for any expense $75 or more. 
 Any other document required to support reimbursement 

claims. 
Review receipts to ensure: 
 They are legible. 
 They match the amount claimed on the voucher. 

Document 
Comments  Review all comments in the top sections of the screen. 

Other Trip Information 

Trip Type  Ensure the trip type is correct. Most travelers select AA-Routine TDY/TAD. 

Trip Purpose  Ensure the trip purpose is correct per local policy. 

Trip Description  If used, ensure the comments in the text box are sufficient. This is optional. 

Conference/Event 
Name  

If the voucher has Conference Attendance selected as the Trip Purpose but 
the Conference/Event Name is Not Applicable or Other, update the 
document to indicate the Conference/Event Name or return it to the 
traveler for correction. 

Overall Starting Point 

Time Zone  Confirm the time zone where the travel started. 

Itinerary  Confirm the location and the date the travel began. 
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Voucher Checklist (cont’d) 

Location 1 

Itinerary 

Leave From  Confirm the location the return trip began. 

TDY/TAD Location  Confirm the location the TDY was performed. 

Arrive  Confirm the date traveler arrived to begin TDY. 

Leave  Confirm the date traveler left the TDY location to return to home/PDS. 

Overall End Point 

Itinerary 

Leave From  Confirm the location the traveler left. 

Return Location  Confirm the location the traveler returned to. 

Arrive  Confirm the date the traveler arrived at home/PDS. 

Expenses 

Non-Mileage 

 Verify that expenses reflect the actual expense amount. 

 
Verify that the currency conversion rate is provided and correct for all 
purchases of foreign currency (not required for Government Travel Charge 
Card [GTCC] purchases. 

 Verify that all claimed expenses are travel related. 

 Verify that taxes for CONUS and non-foreign OCONUS lodging were claimed 
appropriately (check lodging receipts). 

 Verify that every claimed non mileage expense is legal, proper, and correct, 
and is not duplicated in this or any other part of the voucher. 

 Verify that the traveler used their GTCC whenever possible for reimbursable 
expenses. 

Mileage  Verify that each claimed mileage expense is legal, proper and correct, and 
not duplicated in any other part of the voucher. 

Per Diem Entitlements 

Verify that per diem was not paid on leave days. 

Verify that any meals that were provided (e.g., as part of a registration fee) or available (e.g., at a 
Government dining facility) are properly accounted for using the appropriate meal rate. 
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Voucher Checklist (cont’d) 
Per Diem Entitlements (cont’d) 
Verify that excess travel days were taken as leave. 

If the lodging rate exceeds the locality rate, verify that the traveler is paying the difference unless actual 
lodging is authorized. 

If overnight flights were used, verify that per diem allowances were correctly adjusted. 

If a traveler was TDY to a military installation, verify that DoD Lodging was used, a Non-Availability 
Number is provided, or the traveler is exempt from DoD Lodging use. 

Lodging 

Verify that all amounts claimed match receipts. 

Verify that the lodging amount claimed does not include non-reimbursable items (e.g. mini bar items, 
movies). 
Verify that  separately reimbursable items are entered as non-mileage expenses (e.g., room tax, internet 
fees). 
Verify that lodging was not claimed twice (automatically by DTS and entered as a non-mileage 
expense) . 
Verify that the lodging selection is in accordance with DoD regulations (e.g. DoD Lodging, Preferred 
Lodging, FedRooms, FEMA approved). 

Accounting Summary 

Accounting Code  Verify that the correct line of account (LOA) is selected. 

Disbursing Summary 

Net Distribution  
If this is a negative amount, notify the traveler that they owe the 
Government this amount.  

Document Totals 

Review all sections for accuracy 

Advances  
Ensure the traveler is eligible to receive advances, and what percentage is 
authorized.  

Scheduled Partial 
Payments  

Ensure the trip exceeds 45 days and that the estimated trip expenses are 
legal and proper. 

Pre-Audit Trip 
Verify that the traveler sufficiently justified each flagged item. 

Review the constructed travel worksheet (if applicable) if you have not already done so. 

Digital Signature Screen 
Verify that any important information for the traveler is entered in the Additional Remarks field. 
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C.3 Local Voucher Checklist 

Table C-3: Local Voucher Checklist 

Local Voucher Checklist 
Review Items 

  Verify that sufficient funds are available 

  Verify that all locally mandated procedures have been followed 

Preview Trip Screen 
  Review all comments in the top section of the screen 

Expenses 

   Verify that the traveler used their GTCC for reimbursable expenses 

Non-Mileage 
Expenses 

 If a rental car expense and a privately-owned vehicle (POV) mileage 
expense are claimed, make sure that both are valid 

 Verify that every claimed non-mileage expense is legal, proper, 
and correct, and not duplicated elsewhere in this local voucher 

 Verify that claimed expenses are travel related 

Mileage Expenses 
 If POC travel was used, verify that regular commuting mileage or costs 

have been entered correctly 

 
Verify that every claimed mileage expense is legal, proper, and correct 
and not duplicated in this local voucher 

Accounting Summary 

Accounting Code  Verify that the correct LOA has been applied to the document 

Disbursing  Summary 

Net Distribution  If this is a negative amount, notify the traveler that they owe the 
Government this amount 

Document Totals 

  Review all sections for accuracy 

Pre-Audit Trip Screen 
  Verify  that the traveler sufficiently justified each flagged item 

Digital Signature Screen 

  Verify that any important information for the  traveler is entered in the 
Additional Remarks field 
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Appendix D: Additional Resources 
Department of Defense Financial Management Regulation (DoDFMR), Volume 9, Chapter 2: “Defense 
Travel System (DTS)” 
http://comptroller.defense.gov/Portals/45/documents/fmr/current/09/Volume_09.pdf 

DoDFMR, Volume 5, Appendix E: “Responsible Offices for Claims, Advance Decisions, Requests for Relief 
of Liability, and Waivers of Erroneous Payments” 
http://comptroller.defense.gov/Portals/45/documents/fmr/archive/05arch/05_appendix_e_Mar09.pdf 

DoDFMR, Volume 5, Chapter 33: Certifying Officers, Departmental Accountable Officials, and Reviewing 
Officials” http://comptroller.defense.gov/Portals/45/documents/fmr/archive/05arch/05_33_Apr05.pdf 

DTS Document Processing Manual, Chapter 6: Route and Review 
http://www.defensetravel.dod.mil/Docs/Training/DP_6.pdf 

Joint Travel Regulation (JTR) http://www.defensetravel.dod.mil/site/travelreg.cfm 

Public Law 104-106, 1996, “Certifying Officer Legislation” 

“Travel Policy and Regulations”, DTMO website http://www.defensetravel.dod.mil/site/travelreg.cfm 

 

 

http://comptroller.defense.gov/Portals/45/documents/fmr/current/09/Volume_09.pdf
http://comptroller.defense.gov/Portals/45/documents/fmr/archive/05arch/05_appendix_e_Mar09.pdf
http://comptroller.defense.gov/Portals/45/documents/fmr/archive/05arch/05_33_Apr05.pdf
http://www.defensetravel.dod.mil/Docs/Training/DP_6.pdf
http://www.defensetravel.dod.mil/site/travelreg.cfm
http://www.defensetravel.dod.mil/site/travelreg.cfm
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