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PDTATAC/vap 14 January 2010 

 
MEMORANDUM FOR SEE DISTRIBUTION 

 
SUBJECT: UTD/CTD for MAP 12-10(I)/CAP 08-10(I) -- Updates to 

Appendix O 
 
 
1.  SYNOPSIS: Updates APP O language to reflect CTO/DTS functions. 
 
2.  The attached revision is forwarded for information purposes only.  No coordination or 
comments are required. 
 
3.  This revision was initiated by DTMO. 
 
4.  These changes are scheduled to appear in printed change number 280 of the JFTR, and 
change number 534 of the JTR, dated 1 April 2010. 
 
5.  Revisions in this information item are effective 14 January 2010. 
 

 
//approved// 

WILLIAM B. TIRRELL, SR. 
Chief, Regulations Branch 
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JFTR PROPOSED REVISIONS: 
 
U1039-E1a: 
 

a.  Cost Estimate.  A traveler should obtain a should-cost estimate for the trip.  It is the key to several travel 
and trip funding decisions.  It lets the traveler and the AO know up-front the standard and actual 
arrangements, their associated costs, and the allowance maximums.  It includes transportation costs to and 
from the TDY location, lodging costs (including tax), and (if one is authorized) rental car fees as 
determined by the DTS Reservation Module or directly from the CTO/TMC.  The estimate also must 
reflect the per diem rate broken out by M&IE and lodging and should also include any known planned 
miscellaneous expenses.  A traveler may ask the CTO/TMC to estimate the amount for using commercial 
transportation. 

 
 
U1039-E1e: 
 

e.  Paying for Arranged Services and Obtaining Cash to Pay Expenses while Traveling.  The CTO/TMC 
typically uses the traveler’s individual (IBA) or unit GTCC to charge or hold reservations.  Airline and/or 
rail tickets in some cases may be charged to a GTCC CBA.  While on the trip, the traveler should charge 
expenses incident to official travel on the IBA or unit GTCC whenever possible.  For official travel-related 
expenses that cannot be charged, the traveler can avoid using personal funds by using the IBA to obtain 
cash advances or travelers checks.  An advance is not an option on a unit GTCC. 
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JTR PROPOSED REVISIONS: 

 
C1008-E1a: 
 

a.  Cost Estimate.  A traveler should obtain a should-cost estimate for the trip.  It lets the traveler and the 
AO know up-front the standard and actual arrangements, their associated costs, and the allowance 
maximums.  It includes transportation costs to and from the TDY location, lodging costs (including tax), 
and (if one is authorized) rental car fees as determined by the DTS Reservation Module or directly from the 
CTO/TMC.  The estimate also must reflect the per diem rate broken out by M&IE and lodging and should 
also include any known planned miscellaneous expenses.  A traveler may ask the CTO/TMC to estimate 
the amount for using commercial transportation. 

 
 
C1008-E1e: 
 

e.  Paying for Arranged Services and Obtaining Cash to Pay Expenses while Traveling.  The CTO/TMC 
typically uses the traveler’s individual (IBA) or unit GTCC to charge or hold reservations.  Airline and/or 
rail tickets in some cases may also be charged to a GTCC CBA.  While on the trip, the traveler should 
charge expenses incident to official travel on the IBA or unit GTCC, whenever possible.  For official 
travel-related expenses that cannot be charged, the traveler can avoid using personal funds by using the 
IBA to obtain cash advances or travelers checks.  An advance is not an option on a unit GTCC. 
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JFTR/JTR PROPOSED REVISIONS 

 
APP O, T4010: 
 
Rates for private vehicle mileage reimbursement rates are found in JFTR, par. U2600/JTR, par. C2500.  GOV’T 
dining facility/mess food and operating expense rates are found in JFTR, pars. U4149 and U4151/JTR, par. C2510.  
Per diem rates by location showing the lodging, meals and IE components are provided by the PDTATAC 
(http://www.defensetravel.dod.mil/perdiem/pdrates.html). 
 
 
APP O, T4020-B3: 
 

3.  It is mandatory that the traveler arranges commercial transportation, rental cars (if authorized/approved), 
through an available CTO/TMC or in-house travel arranger IAW TRANSCOM policy.  DTS estimates the total 
cost for the trip (a “should-cost” estimate) forming the reimbursement basis. 

 
 
APP O, T4025-B1a: 
 

a.  Services available at a CTO/TMC, or 
 
 
APP O, T4040-A1a: 
 

a.  The cost estimate for lodging should include tax. 
 
 
APP O, T4040-A1c(1): 
 

(1)  A DoD civilian employee may not be ordered/required to use GOV’T QTRS, nor may the 
lodging reimbursement simply be limited to the GOV’T QTRS cost.  IAW the requirement to exercise 
prudence when incurring expenses, a DoD civilian employee should check for GOV’T QTRS 
availability, and is encouraged to use those QTRS when TDY to a U.S. INSTALLATION.  However, 
if GOV’T QTRS are available on that installation for an employee TDY to a U.S. INSTALLATION, 
the proper authority under par. C4550-C may prescribe a reduced per diem rate based on the 
GOV’T QTRS cost and other considerations.  Reduced per diem rates can be established only before 
travel begins. 

 
 
APP O, T4050-A1: 
 

1.  Cost Estimate.  A traveler should obtain an estimate for the trip.  It lets the traveler and the AO know up-
front the standard and actual arrangements, associated costs, and the allowance maximums.  It includes 
transportation costs to and from the TDY location, lodging costs (including tax), and (if one is authorized) fees 
determined by the DTS Reservation Module or directly from the CTO/TMC.  The estimate also must reflect the 
per diem rate broken out by M&IE and lodging and should also include any known planned miscellaneous 
expenses.  A traveler may ask the CTO/TMC to estimate the amount for using other commercial transportation. 

 
 
APP O, T4050-A5: 
 

5.  Paying for Arranged Services and Obtaining Cash to Pay for Expenses while Traveling.  The CTO/TMC 
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typically uses the traveler’s individual (IBA) or unit GTCC to charge or hold reservations.  Airline and/or rail 
tickets in some cases may also be charged to a CBA.  While on the trip, the traveler should charge expenses 
incident to official travel on the IBA or unit GTCC, whenever possible.  For official travel-related expenses that 
cannot be charged, the traveler can avoid using personal funds by using the IBA to obtain cash advances or 
travelers checks.  An advance is not an option on a unit travel card. 

 
 
APP O, T4050-C3: 
 

3.  Submitting the Expense Report.  If using the DTS, the expense report is automatically routed to a disbursing 
office for payment.  The amount paid is the amount the AO approves. 

 
 
 
APP O, T4070, TRIP RECORD: 
 
Trip Record.  This document, in either electronic or paper form, provides the vehicle on which is recorded all 
official travel authorizations, initial options, modifications, and payment decisions.  Prepared by the traveler, it is the 
single trip document that includes the travel authorization/order and fund cite, the should-cost estimate, the itinerary, 
updates to the itinerary made during the trip, and serves as the expense report when the traveler returns.  This is also 
called an authorization/order. 
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