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About This Guide



This Instructor Guide for Distance Learning Classes will enable you to train online class participants on specific aspects of the Defense Travel System (DTS). The significant features of this guide are as follows:

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

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

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

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

· For purposes of this manual, the following assumptions are made:
· VoiP (Voice over Internet Protocol) is being used 
· Chat and highlighting tools are available
· Instructor computers are properly configured
· Session is created prior to class start time
· A quiet/private delivery space is being used 
· The invitation to attend has been distributed or posted
· Support material is available to participants
· The instructor is familiar with the course material
· The instructor is experienced with the software
· Evaluation tools are available for distribution 
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The following legend provides descriptions of the icons used in this guide.
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Distance Learning Pre-Class Preparation                         2 Hours



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

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

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

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

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





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


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

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




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

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




Opening the Class
	[bookmark: _Toc266770147]
Welcome                                              15 Minutes pre-class start time



Display:  
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	Slide1: Welcome to T-200 Constructed Travel in DTS


	




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

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




Welcome participants:
	[image: discussion_icon1]
	

Hello, my name is (insert name); I will be your instructor today.

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

Welcome to DTS T-200: Constructed Travel in DTS.





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

	



     
      Highlight:
	[image: MCj04348290000[1]]
	· Stamp a star on each bullet as it is reviewed.




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


This class is an overview of the Constructed Travel process in DTS.

The session is approximately 60 minutes long.

Today’s class is intended for travelers or anyone who makes travel arrangements for other persons such as Non-DTS Entry Agents or NDEAs or other persons who approve travel orders such as Authorizing Officials.

The recommended training prerequisites for attending this class are:
· T-101 Document Processing Authorizations AND
· T-102 Document Processing Vouchers Or
· Comparable training or DTS experience



Display:
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	Slide 3: Technical Issues?


	



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



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

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

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

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

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







Display:
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Slide 4: Attendance Credit

	




 Highlight:
	[image: MCj04348290000[1]]
	
· Draw a box around “Guest” and login name area.



 Explain: 
	[image: discussion_icon1]
	
To receive proof of attendance for this or any other DTMO distance learning class; always select the GUEST option on the login screen and enter your full name and Service or Agency initials.

Attendance is manually credited to eligible participants 1-2 weeks after class.

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

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

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






    Display:
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	Slide 5: Communicating In Class

	



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


    Explain:
	
[image: discussion_icon1]
	For those who are new to our program, participant microphones are turned off during class, so please do not select your microphone icon.

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

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

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

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


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

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

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






Display:
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	Slide 6: Training Objectives 

	




Highlight:
	[image: MCj04348290000[1]]
	· Stamp a star or check on each bullet point as it is reviewed.



Explain:
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I will begin today by very briefly reviewing the definitions for some of the terms used during this class.

And I will review why it’s even necessary to discuss Constructed Travel, also known as CT, in the first place.

Then I will spend the majority of class time discussing how to process an authorization that includes CT.

And finally I will wrap up everything with a brief discussion of how to process a voucher that includes CT.




    

Display:
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	Slide 7: Transportation Modes

	




Highlight:
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	· Stamp a star or check on the black bullet point as reviewed.


Explain:
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Before I get into the heart of the course, it’s important to define a few terms that are commonly associated with constructed travel. 

To begin with, throughout this session I will be discussing two transportation modes: standard and preferred.

The standard transportation mode is the normal or usual manner of travel which your local policy dictates for use to a particular destination. 

For most TDY destinations, the standard transportation mode will be commercial air.

By contrast, the preferred transportation mode is the manner in which the traveler wants to execute the trip.

And on many trips, the standard transportation mode and the preferred transportation mode will be the same.




Display:
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	Slide 8: Privately Owned Conveyance

	




Highlight:
	[image: MCj04348290000[1]]
	· No highlights are required.



Explain:
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As I just explained, travel to a distant destinations is typically made via commercial air; making air a standard transportation mode because it is the normal process.

Of course, every site has nearby or regional TDY destinations that are most easily or most economically accessed by a privately-owned conveyance or POC.

For those sites, local authorities may designate a privately-owned conveyance to be the standard transportation mode. 

Usually the POC is the traveler’s own car or motorcycle.

Sometimes, they differ, as happens when a traveler wants to drive a POC, but the locally-defined standard transportation mode is via commercial air.
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	Slide 9: Travel Mode Approval
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Highlight:
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	· Insert a check to the left of “Advantageous”.
· Insert a check to the left of “Convenient”.



Explain:
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When the standard and preferred transportation modes differ, the AO will have to decide how to approve the trip. 

This is important because the decision will affect trip entitlements, and the decision will be based largely on who benefits most from the preferred travel mode. 

If the trip benefits the government more than the traveler, the AO will approve the trip as advantageous to the government.

If the trip benefits the traveler more than the government, the AO will approve the trip as convenient for the traveler.

The implications of these transportation modes and approval methods are the focus of this lesson.
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Why Constructed Travel?                                                 1 Minute


	
Display:
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	Slide 10: Why Constructed Travel?
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Highlight:
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	Draw a line under each JFTR/JTR reference as it is covered.



Explain:
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Unfortunately, some travelers look at constructed travel as a burden, and wonder why they need to do it at all. 

The primary reason for using CT is because the DoD has a legal requirement which gives the AO permission to limit the traveler’s reimbursement in certain instances.

Joint Federal Travel Regulation (JFTR) and Joint Travel Regulation (JTR), Section T4030.A allow the AO to limit the traveler’s reimbursement when the traveler uses a standard transportation mode that differs from the mode approved by the AO.

JFTR/JTR, Section T4050.A2 allow the AO to limit the traveler’s reimbursement when they authorize the use of non-standard arrangements for the traveler’s convenience.




	[bookmark: _Toc266770149]Authorization Processing                                                8 Minutes



Display:
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	Slide 11: Pre-Audit Flags

	




Highlight:
	[image: MCj04348290000[1]]
	· Stamp a star or check on each bullet point as it is reviewed.


Explain:
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When creating an authorization, the primary rule is that a traveler should always complete the document by constructing the trip showing their preferred transportation mode.

As the AO, you need to be aware that some travel options in the DTS authorization will trigger a pre-audit flag.

For example, if the traveler elects any en-route transportation mode other than commercial air or government transportation, a pre-audit flag is automatically triggered.

And that pre-audit flag will indicate that the traveler MAY need to complete and attach a constructed travel worksheet or CTW. 

Remember, a pre-audit flag does not stop the traveler from completing the authorization, it merely requires that that they enter an explanation of the circumstance.



Display:
	[image: ppt_icon]
	Slide 12: CTW Pre-Audit Triggers

	




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



Explain:
	[image: ][image: ][image: ][image: ][image: discussion_icon1]
	
The CTW pre-audit flag is triggered any time a user selects any of the four major points listed on this slide. 

Specifically, checking the En Route box when making a rental car reservations triggers a flag because this indicates the travelers’  intention to drive the rental car to the TDY destination,

Selecting any of the Other Transportation options such as Commercial Rail, Commercial Bus, or Commercial Vessel will cause a flag.

And entering the Non-Mileage Expense Commercial Auto – TDY/TAD triggers a flag.

And selecting Private Auto – TDY/TAD, Private Motorcycle – TDY/TAD, Private Plane, or Private Vessel as a mileage expense also triggers a flag.





Display:
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	Slide 13: CTW Pre-Audit Triggers (Cont.)
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Highlight:
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	· Stamp a star on the first bullet point.
· Draw a line under “formula box”.
· Stamp a star the second bullet point.
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The CTW pre-audit flag is also triggered when the traveler elects to use more than one transportation mode to complete the trip.

To look at that point in a different way, the list on the left side of this slide represents all the transportation modes I just reviewed.

Using any of the options on the left in combination with 
Commercial Air, Commercial Rail, or prepaid transportation as seen in the box on the right is considered use of multiple transportation modes.

And anytime this is done, a pre-audit flag is automatically triggered.

A traveler may also have to complete a CTW if their voucher indicates use of a transportation mode that was not approved on their authorization.



Display:
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	Slide 14: CTW - Pop Up Window

	



Highlight:
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	·  Draw box around the warning message box.


Explain:
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Selecting any option that triggers the CTW pre-audit flag also causes a pop-up box to display.

The message in the pop-up explains that a Constructed Travel Worksheet may need to be completed and electronically attached to the document via fax or scanning. 

A link to the CTW Home page is accessed within DTS by going to Review/Sign > Pre-Audit.  

The CTW Home page can also be accessed directly, outside of DTS, by using the URL which is on this slide.

My co-instructor is going to enter the URL in the chat pod so you will have access to it as we move forward. 




INSTRUCTOR NOTE FOR CHAT POD:
	[image: j0300520]
	Co-Instructor should enter the URL for CTW access in the chat pod for participant access.

http://www.defensetravel.dod.mil/cnsttvl/



Display:
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	Slide 15: Is CTW Always Required?

	




Highlight:
	[image: MCj04348290000[1]]
	· Stamp a star or check on each bullet point as it is reviewed.



Explain:
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From this point on, if anyone asks you if a CTW is required or not; you can say with confidence “No, a CTW is not always required.

For most trips, the preferred and standard transportation modes will be the same, therefore, in these instances, a CTW is not required.

If a traveler gets a pre-audit flag in an authorization during the review process, they need merely make a comment to that effect in the justification block.

On the other hand, when the preferred and standard transportation modes are different, a CTW is required.

In those instances, the traveler may access the CTW through a link at the top of the pre-audit screen. 

Instructions for filling out the CTW can be found by clicking on the link included on the worksheet itself.



Display:
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	Slide 16: POC To/From TDY Location
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Highlight:
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	1. Draw a box around “Expense > Mileage”.
2. Draw a box around the “Expense Type” dropdown box.
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The next few slides are DTS screenshots that should help clarify what I’m talking about as I walk through the process of completing and attaching a Constructed Travel Worksheet.

I am starting on the DTS Mileage Expenses screen which is accessed by selecting Expenses and then Mileage in the navigation bar.

In this example the traveler has selected the Pvt Auto-TDY/TAD expense, which tells DTS they will be driving a POC or personal vehicle to the TDY location. 

Taking this action will trigger a CTW pre-audit flag which I will point out later.





Display:
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	Slide 17: Driving Rental Car to TDY Location

	
 (
1
) (
2
) 



Highlight:
	[image: MCj04348290000[1]]
	1. Insert an arrow from the text box to “(ER) En Route” check box.
2. Draw a box around “(ER): En Route” check box.



Explain:
	[image: discussion_icon1]
 (
1
) (
2
)
	
This slide shows the DTS Rental Car screen which is accessed by going to Travel > Rental Car in the navigation bar.

In this example, the traveler has checked the “(ER) En Route” box, which tells DTS they will be driving a rental car to the TDY location. 

Taking this action also triggers the CTW pre-audit, which I will point out on the next slide.





Display:
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	Slide 18: CT Pre-Audit Screen
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Highlight:
	[image: MCj04348290000[1]]
	1. Draw a box around “Reason Flagged” column.
2. Draw a box around the “Justification” text box.
3. Insert 2 arrows pointing out the two justification options.
4. Insert an arrow point out “Constructed Travel Worksheet” link.



Explain:
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As promised, here is a DTS Pre-Audit Trip page as it appears when the CTW pre-audit flag has been triggered.

You can see this by looking at the Reason Flagged column. 

The traveler should use the large justification text box on the right to enter an explanation to the AO indicating  that either:

They have attached the CTW to the trip record, 
OR
That a CTW is not required per local business rules.

If the CTW needs to be attached, the traveler should click the Constructive Travel Worksheet link.





 Display:
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	Slide 19: CTW Home Page
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Highlight:
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	1. Draw a box around the “Constructed Travel Worksheet”–Authorization” link.
2. Draw a box around the “Constructed Travel Worksheet - Voucher” link.


Explain:
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	As soon as the Constructed Travel Worksheet link is selected on the Pre-Audit screen, the CTW Home Page will open. 

This page offers links to two different kinds of CTW; one attached to an authorization, and the other is used with a voucher.  

A traveler only has to submit one CTW per trip.

For most trips, the traveler will ask for permission to travel using a non-standard transportation mode; therefore the Authorization CTW is appropriate.

Occasionally a traveler will find that the approved trip requires a last minute change of transportation mode; which means they need to submit a CTW voucher.

The two documents include the same types of information, though as you can probably guess, the authorization CTW deals with pre-trip estimated expenses and the voucher CTW deals with actual expenses.

To open either document, select the appropriate link.

	[bookmark: _Toc266770150]


Top of the CTW Page                                                      5 Minutes



Display:
	[image: ppt_icon]
	Slide 20: CT Worksheet – Sections 1-2
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Highlight:
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	1. Enter dashes in the “Name” and “Location/Date” boxes.
2. Underline “Transportation Expenses for the Standard Mode” and enter a dash in the related cost box.
3. Underline “Related Expense Cost Factors” and enter dashes in the 3 related cost boxes. 



Explain:
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The CTW itself contains text boxes into which you must enter certain information that your AO will need to consider.

At the very top of the worksheet, start by entering your name and the TDY locations and dates of travel.

The CTW Worksheet is then broken down into three sections and this slide is only showing the first two items in the first section.




CONTINUED NEXT PAGE
Continue slide 20:
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This initial section is called Transportation Expenses for the Standard Mode (Commercial Air). 

As the title implies, this is where the traveler should enter the typical cost of travel by commercial air.

The second section is titled Related Expense Cost Factors. 

In this section the traveler should enter the usual CTO fee and cost for round trip taxi or public transportation to and from the airports.
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	Slide 21: CT Worksheet
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Highlight:
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	1. Underline “Per Diem Cost Factors required by your AO” and enter dashes in the 2 related cost boxes.
2. Draw a box around “Worksheet Instructions”.



Explain:
	[image: discussion_icon1] (
1
)
	


The third section of the CT Worksheet is titled Per Diem Cost Factors required by your AO. 

This is where the per diem amount is entered for the allowable travel days for the preferred transportation modes.

This is also where the Per Diem amount for the allowable travel days for the travel by commercial air is entered. 

I will discuss this last point a little later.




CONTINUED NEXT PAGE
Continue slide 21:
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And although it is not visible on this slide, here is a section at the very bottom of the screen where the traveler can add additional comments as needed.

This will also be visible on a later slide.

Helpful information on how to fill out the form is always available by clicking the Worksheet Instructions hyperlink in the upper right corner of the page. 

When all the information has been entered, the traveler should save the CTW to their workstation as a PDF file.

Before moving on, I want to point out that the items on a DTS generated CTW have been certified as being appropriate expenses to be used in a CT calculation by both: 

· The Defense Finance and Accounting Service  or DFAS and 
· The Per Diem, Travel, and Transportation Allowance Committee also known as PDTATAC.
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	Slide 22: CTW - Voucher

	
 (
1
) (
2
)



Highlight:
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	1. Draw a box around the instructions for point “f”. 
2. Draw a box around the “Add additional comments as needed” section.



Explain:
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The voucher CTW looks much the same as the authorization.

The voucher worksheet is only required if a different transportation mode was used during the TDY than the one approved by the AO on the authorization.

For example, if the AO approved travel by commercial air but the traveler actually drove a private vehicle, then a voucher CT would be needed.

When this happens, the voucher should be created based on the actual transportation modes that were used and then the CTW should be created.




CONTINUED NEXT PAGE


Continue slide 22:
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After the CTW is completed, it should be electronically attached to the voucher to provide the cost-comparison information to the AO.

The AO will ultimately determine whether to limit the travelers’ reimbursement to the cost of the standard transportation mode, or to allow full reimbursement for the transportation mode actually used.

There is a section on the voucher CTW to indicate the official mileage to and from the TDY location; it is item “f” on the form.

A traveler only needs to include this information if they drove a rental car to and from their TDY location without obtaining AO approval prior to departure.

 (
2
)To complete the document include any additional comments as needed in the large text box near the bottom of the screen.

And finally select the “Save To File for Upload to DTS” option at the very bottom of the completed worksheet, which is not shown on this slide.






















	[bookmark: _Toc266770151]



Questions - Poll                                                              6 Minutes
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	Slide 23: QUESTIONS – Knowledge Quiz (Poll)


	




TRAINER NOTE:
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It is important to stop at this point to see if participants have any significant questions regarding PLOT without LIWCO.

In order to give participants time to formulate their questions, this brief break includes an OPTIONAL poll.

If questions are asked, the instructor must monitor the total time available to complete the class in order not to exceed the total allocated class time.



Explain:
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Before I move on I would like to stop to see if there are any questions regarding what I have reviewed to this point.

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

And while I wait on you to enter your questions into the Group Chat box, I will push out a simple poll to test your new knowledge of PLOT.



CONTINUED NEXT PAGE
Participant Poll:
	
	
CREATE TWO TRUE/FALSE POLLS BEFORE CLASS
PUSH OUT POLL NOW

1. The CTW will be triggered when a traveler elects to use multiple modes of transportation during a TDY?
CORRECT RESPONSE: TRUE

2. The CTW will be triggered when a traveler elects to use their POC as the mode of transportation during a TDY?
CORRECT RESPONSE: TRUE

As soon as the results are evident, confirm the correct response and congratulate the group for paying attention.



Respond to Participant Questions – Provide Poll Results
	[image: discussion_icon1]
	
I see we have a question from (insert name)……
OR
It doesn’t look like there are any questions, so I’ll keep moving.

Before leaving this screen, I want to make sure everyone knows that the correct response to the Poll is (insert correct response).

Poll #1:
The correct response is TRUE. When travelers select more than one mode of transportation for a TDY, DTS will automatically trigger the CTW.

AND/OR

Poll #2:
The correct response is True. DTS will automatically trigger the CTW any time a traveler elects to use their personal vehicle as the mode of transportation for a TDY.
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	Slide 24: Authorization: Finding the CT Cost
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Highlight:
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	1. Draw a box around the “GSA contracted cost”. 
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	One piece of information requested on the CTW is the cost of commercial travel. 

According to the rules for using the CTW, the cost that must be used is the “least expensive, unrestricted, economy/coach class airfare.”  

To find this cost, a traveler has to compare two numbers, both of which can be found on the DTS Air > Travel page.  

The first number is the GSA contracted price:

If GSA contracted flights exist and are available, the traveler should use the lowest cost flight found under Tab 2 of the 5 air reservation options.

If GSA contracted flights exist but are not available, the traveler should use the “GSA awarded fare” also displayed on Tab 2.

The second number should be the fare associated with the lowest cost flight as found under Tab 3; Other Government Fares.
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A “constructed travel cost” is the official cost of the usual travel mode. 

This is the number the AO will compare against the preferred travel mode, as indicated by the traveler, when deciding whether to limit a reimbursement or not.

The items that will be considered in making the calculations will vary depending on whether the traveler is a civilian employee or a military member.

The specific parameters are spelled out in the JFTR/JTR.

However, both regulations allow the cost comparison to take into consideration the estimated travel expenses of official travelers sharing a POC.
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According to JFTR (Ch. 3, Par. U3310.C1-3)  the constructed travel cost for military members is limited to:
· per diem
· the cost of airfare including any taxes or fees
· any taxi fares and excess baggage costs that would normally have been allowed

According to JTR (Ch. 2, Par. C2150.8a) the constructed cost is slightly more lenient for civilian employees. 

 It includes:
· per diem, and
· transportation expenses you would reasonably have incurred when traveling by the authorized transportation mode.
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Bottom of the CTW Page                                             5  Minutes
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When all the information requested at the top of the CTW has been entered, scroll down to the bottom of the screen.  

As I referenced earlier, from here you should enter any comments that may be needed by using the large text box.

Then select the Save To File for Upload to DTS button.
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When completed, the CTW is always saved as an Adobe Acrobat .PDF file.

It is up to the traveler to determine where the document should be saved on their computer.
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The tools needed to electronically attach and then fax or scan the completed CT Worksheet are found under Expenses on the DTS Substantiating Records page.

After opening this page, the traveler can use the Print Fax Cover Sheet link on the left and the Browse/Upload buttons on the right to electronically attach and then fax or scan  the document as locally directed.

After attaching the document, the traveler should identify it as a CTW both by checking the CTW checkbox and also entering descriptive information into the Notes box.

These actions will make it easy for the AO to find the CTW; which in turn helps them make their decision regarding the reimbursement.
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Eventually, of course, the traveler will finish entering their information and apply the SIGNED stamp to their authorization as found under Review/Sign > Digital Signature.

When this is done, the traveler will see a standard auto-generated statement from DTS on the right side of the screen explaining that the reimbursement may be limited, depending on how the AO approves the trip.
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When the AO receives an authorization for approval that contains a CTW, it is part of their job to decide how to reimburse the traveler.  

This takes us back to the very beginning of the class today when I reviewed key CTW terms. 

It is the AO who must decide if the travel is advantageous to the government; in which case all travel expenses are reimbursed.

Or was the transportation mode simply convenient for the traveler in which case the reimbursement is limited.
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Reimbursement Limitation Decision                              3 Minutes
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When the AO attempts to apply the APPROVED stamp to an authorization, DTS will display the Cost Comparison tool.  

This tool will open pre-populated with the cost of the travelers preferred travel mode; which I am HIGHLIGHTING IN GREEN on the slide. 

DTS generates this figure based on the information entered in the authorization. 

The total is based on the Transportation Mode selected and the allowed expense cost factors.




CONTINUED NEXT PAGE
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The allowed expense factors for the most commonly used Transportation Modes are:

· For Private Auto – TDY/TAD: mileage, tolls, ferry costs, en route parking fees and other parking expenses.

· For an approved en-route rental car: tolls, ferry costs, en route parking fees, other parking expenses, taxi-terminal, public transit, and gasoline – rental car.

Chapter 9 of the DTS Document Processing Manual contains a table with all the expenses allowed based on mode of transportation.

 If use of a rental car is approved as limited, it is treated as a private auto, meaning that there is no reimbursement for gasoline, but the traveler will receive a reimbursement for mileage.

The AO will then refer to the CTW attached to the authorization to find the cost of the standard mode; which I am HIGHLIGHTING IN BLUE.

 (
3
)Based on these figures and other information, the AO will make the decision, which I am now HIGHLIGHTING IN RED, regarding whether to limit the reimbursement by checking the box as shown here or to allow reimbursement in full.

If the AO decides to reimburse at the full amount, they will leave the checkbox empty.
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When the AO attempts to apply the APPROVED stamp to a completed voucher that contains an en-route rental car, DTS will present a slightly different Cost Comparison tool.  

This tool will still come populated with the cost of your preferred travel mode which I am HIGHLIGHTING IN GREEN.

Again, DTS generates this figure based on the information the traveler entered in the authorization.

The AO will still refer to the CTW to find the cost of the standard mode, which I am now HIGHLIGHTING IN BLUE. 

If the AO does not approve the en-route use, the rental car is treated as a private auto, which means the voucher CTW must include the official mileage to and from the TDY location, for cost comparison purposes.

Based on these figures and other information, the AO will make the decision, which I am now HIGHLIGHTING IN RED, regarding whether to limit the reimbursement.
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Another important task for the AO is the adjustment of the en-route per diem when the reimbursement is being limited.

The standard travel mode is typically commercial air, which is usually accomplished in a single day.  

This means that unless the AO has authorized a non-standard transportation mode, the traveler will usually be limited to one day of per diem reimbursement.

On extra travel days, the traveler must therefore be in a non-per diem status, such as leave, duty day for military, or non-duty day for civilians.

Should the AO fail to ensure per diem status is correctly reflected, the traveler could be overpaid, which will put them into a Due U.S. status.  

If this happens, the traveler will be required to repay the amount they were overpaid.
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	A traveler can easily check whether the AO has approved their travel as limited or not.

All they have to do is navigate to the DTS Trip Preview page by going to Review/Sign > Preview. 

Near the bottom of that page is the Accounting Summary section.

Compare the two columns with the headers: Actual/Estimate and Allowed.

If the Calculated Trip Cost is the same in both columns, the AO has approved the trip as advantageous to the government.  

The traveler will receive full reimbursement.

However, as seen in this example, if the Allowed Calculated Trip Cost is lower than the Actual/Estimate Calculated Trip Cost the AO has approved the trip as convenient for the traveler. 

And the reimbursement is therefore limited to the amount shown.
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Voucher Processing                                                     3 Minutes
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	Once the traveler returns from their trip there is nothing extra that has to be done to a CT voucher in addition to the normal vouchering process. 

If the AO indicated on the authorization that the trip was for the convenience of the traveler, the system will automatically limit the traveler’s reimbursement to the amount the AO indicated.

Of course, a decision to limit reimbursement is not irreversible. 

Sometimes events might conspire to make use of a non-standard mode unavoidable. 

For example, on 9/11 all flights were cancelled, so many travelers were forced to take non-standard modes of transportation to return to their PDS.

In such instances, the AO could override their original decision to limit a reimbursement, and allow full reimbursement for the non-standard travel.
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When an authorization is approved as limited, the voucher created from that authorization will contain a special checkbox.  

The AO will see this checkbox during the voucher approval process (Review/Sign > Digital Signature), and can use it to override their decision to limit reimbursement.  

The View Cost Comparison link is in the same area.
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	No review of CT would be complete, however, without addressing how to input CT on a voucher when no CT was approved on the authorization.  

The good news is that that process is nearly identical to the process for initially creating an authorization; because the only real difference is how the CT pre-audit is triggered.

The same travel modes, that is, everything except commercial air and government transportation, will still trigger the pre-audit.

But it will do so only when the travel mode selected on the voucher is different from the travel mode selected in the authorization.

Once the pre-audit is triggered, the rest of the functionality and procedures are exactly the same as on the authorization.  

That is, you complete the CTW, save it, and electronically attach it to your travel record.  

And the AO will still need to decide whether to limit the reimbursement or allow full reimbursement.
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This brings us to the end of class with time for a quick review.

I started class by defining a standard transportation mode as the normal or usual manner of travel as dictated by local policy as opposed to a preferred transportation mode which is the manner a traveler wants use.

Rule number one for dealing with CTWs is to always use the JFTR or the JTR as your source of information for DoD legal requirements if you are called upon to explain it to others.

Rule number two is to use the traveler’s preferred mode of transportation when building an authorization that may require a CTW.



CONTINUED NEXT PAGE
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This is important because the mode of transportation is the factor that can trigger a pre-audit flag; which in turn prompts DTS to indicate the need for a CTW.

Generally speaking, when the preferred and standard mode of transportation are the same, a CTW is not required; but when they are different a CTW is required.

A Constructed Travel Worksheet is actually a very short form requiring minimal information about travel dates, transportation expenses for the standard mode of transportation, related expense factors and per diem cost factors.

If you do need help completing the form, remember there is a link in the upper right corner of the screen with complete worksheet instructions.

Typically a CTW is completed as part of an authorization.

A CTW is only required with a voucher if a different transportation mode was used during the TDY than the one approved in the authorization.

When an AO receives a document with an attached CTW, it is part of their job to decide how to make the reimbursement. 

The key factor the AO must consider is wether the request is advantageous to the government or simply a convenience for the traveler.
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 This concludes our class, which means the closing lobby is about to open.
· Audio broadcasting stops.
· Chat box remains available for questions.
· Lobby stays open for an hour.
· We monitor the chat for 15 minutes; or until all questions are answered.

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

Please help us by completing the evaluations provided.

When the closing lobby opens you will have access to:
· Class slides with notes for download and local use
· Links to the DTMO website and TraX
· Links to class related resources

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

A three month schedule of upcoming distance learning classes can be found on the website in the Training Resources Center. 
  
Thank you and have a great day! 
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 This brings us to the end of class with time for a quick review. I started class by defining a standard transportation mode as the normal or usual manner of travel as dictated by local policy as opposed to a preferred transportation mode which is the manner a traveler wants use.

 

Rule number one for dealing with CTWs is to always use the JFTR or the JTR as your source of information for DoD legal requirements regarding if you are called upon to explain it to others. Rule number two is to use the traveler’s preferred mode of transportation when building an authorization that may require a CTW.

This is important because the mode of transportation is the factor that can trigger a pre-audit flag; which in turn prompts DTS to indicate the need for a CTW.



Generally speaking, when the preferred and standard mode of transportation are the same, a CTW is not required; but when they are different a CTW is required. There are two different kinds of Constructed Travel Worksheets in DTS; one for an authorization and one for a voucher, travelers only need to complete one or the other, never both.  A Constructed Travel Worksheet is actually a very short form requiring minimal information about travel dates, transportation expenses for the standard mode of transportation, related expense factors and per diem cost factors.

 

If you do need help completing the form, remember there is a link in the upper right corner of the screen with complete worksheet instructions. Typically a CTW is completed as part of an authorization. A CTW is only required with a voucher if a different transportation mode was used during the TDY than the one approved in the authorization. Once a CTW is completed it must be saved as an Adobe Acrobat .PDF file and then it is electronically attached using the resources found under Expenses on the Substantiating Records page of DTS.

 

When an AO receives a document with an attached CTW, it is part of their job to decide how to make the reimbursement.  The key factor the AO must consider is whether the request is advantageous to the government or simply a convenience for the traveler.  The AO can approve reimbursement for the full amount indicated on the CTW, they can deny the request or they can approve it with limitations. 
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Defense Travel Management Office

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

This class is an overview of the Constructed Travel process in DTS.

 

The session is approximately 60 minutes long.

 

Today’s class is intended for travelers or anyone who makes travel arrangements for other persons such as Non-DTS Entry Agents or NDEAs or other persons who approve travel orders such as Authorizing Officials.

 

The recommended training prerequisites for attending this this class are:

T-101 Document Processing Authorizations

AND

T-102 Document Processing Vouchers

Or

Comparable training or DTS experience
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Many travelers look at constructed travel as a burden, and wonder why they need to do it at all. 

 

The primary reason for doing CT is because the DoD has a legal requirement which allows the AO to limit the traveler’s reimbursement in certain instances.

 

Joint Federal Travel Regulation (JFTR) and Joint Travel Regulation (JTR), Section T4030.A allows the AO to limit the traveler’s reimbursement when the traveler uses a standard transportation mode that differs from the mode approved by the AO.

 

JFTR/JTR, Section T4050.A2 allows the AO to limit the traveler’s reimbursement when they authorize the use of non-standard arrangements for the traveler’s convenience.
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Defense Travel System Worksheet Instructions
A New Era of Government Travel

DTS Constructed Travel Comparison Worksheet - Authorization
(refer to the worksheet instructions for completion guidance)

Name: Locations and Dates of Travel:

Transportation Expenses for the Standard Hode (Commercial
Commercial Air Costs (see worksheet instructions for additional information):

. What it would cost to travel by commercial air:

Related Expense Cost Factors:
b If applicable, enter the additional fee normally charged by your CTO:

. Cost for round trip taxi or public transportation to and from the airports:

Total Expense Cost Factors (lines bec):

Per Diem cost factors requir a0:

d. Per diem amount for the allowable travel days for your preferred transportation mode(s):

. Per diem amount for the allowable travel days for travel by commercial air:

11071 1

Note: If you are also planning to provide transportation for other passengers on official government travel, refer to the
special instructions and add the necessary comments below.

Add additional comments as needed:
T
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Per Diem cost factors required by vour A

d. Per diem amount for the allowable travel days for the transportation mode(s) originally authorized:

e. Per diem amount for the allowable travel days of the actual transportation mode(s):

If an en-route rental vehicle was used but not authorized/approved by your AO, your reimbursement s based on POC rules and
ot the actual cost of the rental vehicle. See the worksheet instructions for information:

. Enter the official round trip distance for the rental vehicle use:

Note: If you also provided transportation for other passensers on official government travel, refer to the special
instructions.

Add additional comments as needed:
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. What it would cost to travel by commercial air:

Related Expense Cost Factors:
b.If applicable, enter the additional fee normally

charged by your CTO:

. Cost for round trip taxi or public transportation to and from the airports:

Total Expense Cost Factors (lines bec):

Per Diem cost factors requir a0:

d. Per diem amount for the allowable travel days for your preferred transportation mode(s):

. Per diem amount for the allowable travel days

Note: If you are also planning to provide transportation for other passengers on official government travel, refer to the

for travel by commercial air:

special instructions and add the necessary comments below.

Add additional comments as needed:

17071
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(this will take a few minutes)
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(refer to the worksheet instructions for completion guidance)
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Transportation Expenses for the Standard Mode (Commercial Air):
Commercial Air Costs (see worksheet instructions for additional information)

a. What it would cost to travel by commercial air:

Related Expense Cost Factors:

b. If applicable. enter the additional fee normally charged by your CTO:
c. Cost for round trip taxi or public transportation to and from the airports:

[ ModeiTree ff Pages Y Sinetures Y} Bookmarks

Total Expense Cost Factors (lines b+c)

Per Diem cost factors required by your AO:
d. Per diem amount for the allowable travel days for your preferred transportation
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e. Per diem amount for the allowable travel days for travel by commercial air:
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