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About This Guide



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

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

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

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

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

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


	Icon
	Description


	[image: discussion_icon1]


	Instructor Script/Group Discussion

	[image: clock_orange]

	Time/Approximate duration

	[image: Alert_Icon]
	Important Note

	[image: ppt_icon]


	PowerPoint presentation

	
[image: MCj04348290000[1]]
	White Board

	 (
WWW
)
 
	
Website Link


	
[image: j0300520]

	Chat/Dialogue Box

	[image: example_icon]


	Example

	[image: Handout_Icon]


	Handout/File Attachment

	[image: Demo_Icon_red]


	Live Demonstration

	[image: MCj03970180000[1]]
	
Mouse Over


	[image: C:\Documents and Settings\boatmanb\Local Settings\Temporary Internet Files\Content.IE5\NUW7SYYZ\MCj03046870000[1].wmf]
	
Poll







Table of Contents
Distance Learning Pre-Class Preparation	v
Welcome	vii
Training Objectives	12
OCONUS Air Reservations	14
Fly America Act	20
Premium Class Travel	22
OCONUS Rental Car Reservations	26
OCONUS Lodging Reservations	28
Updating Per Diem Entitlements	31
International Date Line	34
OCONUS Expenses	42
Currency Conversion	45
Common OCONUS Pre-Audit Flags	48
Summary	50
Closing	51
 (
Distance Learning – 
OCONUS Travel
)[image: dts_04_voucher]




iv
_______________________________________________________________________
Defense Travel Management Office  	                                                
                 	                                                                   
	[bookmark: _Toc233771593]Distance Learning Pre-Class Preparation
	             2 Hours




· [bookmark: OLE_LINK9][bookmark: OLE_LINK10]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:
	





[image: MCj04348290000[1]][image: ]
 (
2
) (
1
)
	
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: _Toc190075662][bookmark: _Toc194218217][bookmark: _Toc233771594]
Welcome                                                           15 Minutes pre-class start time



Display: 
	[image: ppt_icon]
	Slide1: Welcome to OCONUS Travel within 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) and I will be your instructor today.

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

Welcome to T-220 OCONUS Travel in DTS.




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

	




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



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


This class is T-220 OCONUS Travel.  

The content is most appropriate for travelers, Non-DTS Entry Agents or NDEAs, Travel Clerks or any other persons who prepares travel documents. 

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

There are two recommended pre-requisites for attending this class.

To gain the most from the material you should have already completed distance learning class T-101 Document Processing – Authorizations and T-102 Document Processing – Vouchers; or equivalent DTS training or 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 pages 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 pages.









Display:
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	Slide 4: Attendance Credit

	




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




Explain:
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To receive proof of attendance for this or any other DTMO distance learning class; always select the GUEST option on the login pages 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:
	[image: ppt_icon]
	Slide 5: Communicating In Class

	




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




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

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

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

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

	[image: discussion_icon1]
	
You can also ask questions at any point by using the chat pod.

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

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




 (
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Training 

Objectives


	
	      1 Minute



Display:
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	Slide 6: Training Objectives 

	




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


Explain:
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After completing today’s course on OCONUS travel, you will be familiar with the following:

The different options of creating OCONUS reservations for airfare, lodging, and rental car;

DoD policy as it pertains to the “Fly America Act” and “Premium Class Travel”;

How to update per diem entitlements that are frequently related to OCONUS travel;

How crossing the International Date Line, or IDL, affects DTS per diem entitlement calculations;

Expenses that are unique to OCONUS travel;

Currency conversion within DTS;

And, common OCONUS pre-audit flags.
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OCONUS Air Reservations
	
	  10 Minutes



Display:
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	Slide 7: OCONUS Airfare

	




Highlight:
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	· Draw a box around the “Air” sub-tab under “Travel”.



Explain:
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Booking flights outside the continental United States, or “OCONUS”, can present unique challenges for the DoD traveler. 

However, practice and some simple travel tips can help make this process much quicker and easier. 

There are several options available for booking OCONUS flights, but the DTS air reservation module should be used whenever possible. 

This will help to ensure that the traveler is aware of, and adheres to, specific DoD travel regulations.




CONTINUED NEXT PAGE

Continue slide 7:
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When traveling to or from major OCONUS cities (such as Frankfurt Germany, or Tokyo Japan), DTS will typically display a large number of reservation search results.

When this is the case, the traveler can simply select a flight as they normally would for CONUS travel.

One of the DoD travel regulations that DTS monitors is the use of US certificated air carriers, which falls under the Fly America Act.

Therefore, the DTS Reservation module will only return flights for foreign flag carriers when there are no American flag carriers available.

Before moving on I want to point out that I will use the terms” traveler” and “user” interchangeably today.

Your local business rules should define specifically who is responsible for carrying out the tasks being reviewed throughout the class.




























Display:
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	Slide 8: US Certificated Air Carriers

	




Highlight:
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	· Draw a box around the warning “pop up”.



Explain:
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When DTS finds no US certificated air carriers, the user receives a pop up informing them that DTS was unable to find any US Flag carrier flights, and therefore only non-US flag carrier flights are listed.

When there are no other options available, the selection of a non US flag carrier will not trigger a pre-audit requiring justification; however, an advisory notice will appear on the pre-audit page.

I will discuss the Fly America Act in greater detail in a few minutes. 












Display:
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	Slide 9: Requesting Assistance

	




Highlight:
	[image: MCj04348290000[1]]
	· Draw a box around “Request Assistance in Booking Flights”. 


Explain:
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In cases where the DTS Reservation module returns no flights at all, or the flights do not meet traveler mission requirements, the user also has the option to request assistance from their CTO, or Commercial Travel Office.

This option is often used when travel is to remote locations OR when the travel itinerary is complex with numerous stops OR when flights are from one OCONUS location to another OCONUS location. 

This option may be used however, any time flights meeting the needs of the TDY mission do not appear, including CONUS flights.

To request CTO assistance, scroll to the bottom of the page and select the “Request Assistance in Booking Flights” button. 

Requesting CTO Assistance in booking reservations may trigger an additional charge, known as a “CTO touch fee”. 

The terms of each organization’s contract with the CTO will define all charges.



Display:
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	Slide 10: CTO Comments - Air


	




Highlight:
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	· Draw a box around the comment to CTO text box.



Explain:
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When the “CTO Comments – Air” page opens, a pre-populated text box appears. 

The pre-populated text includes a request for assistance, the departure airport, destination, and the date and time requested.

This message should be retained; and it is highly recommended that you add specific comments related to the point of origin, destination, and preferred flight times.

Once the details are added, select the “Send Comments to CTO” button to complete the action.

Most commercial travel offices have 24 hours to respond to requests for assistance, but this is also determined by the CTO contract.



Display:
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	Slide 11: Adding Ticket Information
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Highlight:
	[image: MCj04348290000[1]]
	1. Draw a box around the main navigation bar.
2. Draw a box around the “ADD Ticket Information” section.
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	When transportation reservations are booked from any source other than the DTS air module, including the CTO Assist button, ticket information must then be manually entered into the system.

This information can be updated within the “Other Transportation” tab on both the authorization and voucher, but the initial entry should always occur prior to travel within the authorization.

The “Other Transportation” tab is found on the sub-navigation bar after “Travel” is selected on the main navigation bar. 

From here, information such as the “Ticket Type”, “Ticket Value”, “Departure Date”, “Ticket Date”, and a “Centrally Billed Account Number” if a CBA was used to purchase the ticket is entered on the left side of the page.

Please note that fields with a red asterisk are required information.
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Fly America Act
	
	    2 Minutes



Display:
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	Slide 12: Fly America Act

	




Highlight:
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	· Stamp a star or check on each bullet as indicated below.



Explain:
	[image: ][image: discussion_icon1][image: ][image: ]
	As previously pointed out, DTS limits a traveler’s selection of flights to U.S. Certificated Air Carrier service, when they are available. 

I’m taking the time to emphasize this point, because the “Fly America Act” mandates that available U.S. certificated air carriers must be used for all commercial foreign air transportation when the U.S. government funds the air travel.

Un-authorized use of a non-U.S. certificated carrier will result in denial of reimbursement to the traveler.

This includes the use of a U.S. Flag Carrier for one segment of a flight, and use of a Foreign Flag Carrier for a second segment of the flight, if in fact a U.S. Flag carrier could have been used for both segments of the flight.

There are of course exceptions to this rule.




CONTINUED NEXT PAGE

Continue slide 12:
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One exception occurs when a person is traveling between two OCONUS locations and it is determined that a U.S. Certificated Carrier is not reasonably available for the most direct route between the two.

In this case, travel across CONUS is not required and use of a non-U.S. certificated air carrier may be authorized.

Another exception is if non-U.S. certificated air carrier service would be three hours or less, and U.S. certificated air carrier use would at least double the en route travel time.

Another important point of information regards “Code Share” flights. 

A “Code Share” flight is a commercial flight which is operated by one airline, but marketed by others.

These flights will typically have two ticket numbers, one by the U.S. Certificated carrier and another by the Foreign flag carrier.

In addition to booking U.S. certificated air carriers, it is just as important to ensure that the number entered on the ticket is from the U.S. certificated air carrier.

If the non-U.S. Certificated air carrier flight number is used on the ticket, the ticket is considered non-U.S. Certificated.
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Premium Class Travel
	
	  4 Minutes
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	Slide 13: Premium Class Travel

	




Highlight:
	[image: MCj04348290000[1]]
	· Stamp a star or check on each bullet as indicated below.



Explain:
	[image: ][image: ][image: ][image: discussion_icon1]
	
A frequent traveler misconception regarding OCONUS travel is that there are no restrictions prohibiting the use of Premium Class Travel.

In fact, DoD policy requires the use of coach or economy class travel accommodations when individuals are performing official government travel; although there are certain exceptions.

Blanket authorization and justification of premium class travel is strictly prohibited.

All requests for premium class travel must be fully justified in accordance with the JFTR/JTR, applied for and obtained on a case-by-case basis, and authorized in advance of the actual travel unless extenuating circumstances or emergency situations prevent advance authorization.
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Display:
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	Slide 14: Premium Class Travel (cont.)

	




Highlight:
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	· Stamp a star or check on each bullet as indicated below.



Explain:
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Premium Class Travel, that is First Class or Business Class travel, must always be approved by the appropriate authority.

Premium Class Travel is defined as any class of transportation service above coach, such as business class or first class. 

The approval authority for premium class travel depends on the traveler’s unit and agency of assignment, but in no case can it be delegated lower than a three-star major commander or vice/deputy commander or civilian equivalent.

Business Class Travel is defined as a premium class of accommodation offered by airlines that is higher than coach but lower than first class in both cost and amenities.





CONTINUED NEXT PAGE

Continue slide 14:
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The approval authority for business class travel can be delegated no lower than the two-star level or civilian equivalent.

Travelers sometimes believe that flights over 14 hours automatically qualify for premium class travel; this is not the case.

The JFTR/JTR specifically says, and I quote, “The length of flight, in and of itself, is not sufficient justification to authorize premium class accommodations”.

The justification must be that the TDY mission was so unexpected that the traveler was unable to schedule a flight arriving the day prior to allow rest before starting work or a layover en route was unavailable to allow rest before traveling on to the destination to begin work.

When using length of flight to justify business-class accommodations, the business-class authorizing official must be sure the travel authorization clearly notes when the TDY travel was identified, when travel reservations were made, and the cost difference between economy or coach-class and business-class accommodations.

Simply stated, the traveler must make every effort to schedule travel so there is a rest period prior to starting work.

If there is a rest period, either en route or at the TDY destination, use of premium class travel is prohibited.

Frequent Flyer upgrades may be used, but can only be accomplished after the ticket is issued.

Because tickets are typically issued three days prior to the scheduled travel, it is often recommended that the traveler request early ticketing from the CTO if they wish to upgrade.
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OCONUS Rental Car Reservations
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	Slide 15: OCONUS Rental Car

	




Highlight:
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	· Draw a box around the “Travel” and “Rental Car” tabs.


Explain:
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The procedures for booking OCONUS rental car reservations are similar to the flight reservation booking process.

Travelers will normally see more options for larger cities than they will for remote locations.

There is however one major difference between CONUS and OCONUS policy when it comes to rental car insurance.

When traveling within the United States or a non-foreign OCONUS location, travelers are not reimbursed for separate rental car insurance.

When traveling OCONUS, insurance can be reimbursed if it is a country requirement, or when a service or agency designated official determines that legal requirements or procedures make it necessary.



Display:
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	Slide 16: CTO Assistance – Rental Car

	




Highlight:
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	· Draw a box around the “Request Assistance in Booking Rental Car” button.



Explain:
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Just as with air reservations, travelers have the option of requesting CTO assistance when booking rental cars.

This can be particularly useful when traveling to remote locations or when picking up a rental car at locations other than an airport.

Just remember, requesting CTO Assistance in booking reservations may trigger the additional “CTO touch fee”. 
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OCONUS Lodging Reservations
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	Slide 17: OCONUS Lodging

	




Highlight:
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	· Draw a box around the “Select Hotel” button.



Explain:
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Similar to Air and Rental Car, OCONUS lodging reservations may be limited, depending on the location of travel.

When lodging is found that meets mission requirements, use the “Select Hotel” button on the right side of the page to confirm the request.
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	Slide 18: OCONUS Lodging (cont.)
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	· Draw a box around the room rates and taxes columns.



Explain:
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The next page to appear is always a list of the different room rates that are available for the hotel of choice.

A common mistake many OCONUS travelers make is assuming that taxes and fees are a separate expense, as they are when traveling within the United States.

As you can see on this page, the reservation module clearly shows that taxes are included in the price of the hotel.

This is very important to know, because if the hotel room rate is within the local lodging per diem rate, but taxes and fees bring the total room charges to an amount greater than per diem, the hotel expense will exceed the local per diem allowance.

If this is the case, the traveler will either need to select a cheaper room or provide justification for the reimbursement of Actual Lodging Expenses. 
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	Slide 19: CTO Assistance - Lodging

	




Highlight:
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	· Draw a box around the “Request Assistance in Booking Hotel” button.



Explain:
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If appropriate lodging accommodations cannot be found, the traveler has the option to request CTO assistance.

Again, always remember this action may trigger an additional “CTO touch fee”.
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Updating Per Diem Entitlements
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	Slide 20: Per Diem Edits
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Highlight:
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	1. Draw a box around the “Per Diem Entitlements” tab.
2. Draw a box around the “Edit All” link at the bottom of the page.
3. Draw a box around the individual “Edit” links.
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Earlier in the class I explained that any time lodging reservations are booked outside of the DTS reservation module, the traveler must then manually update the lodging cost within DTS.

This process starts on the “Per Diem Entitlements” page.

The first step is to determine which dates need to be updated.

If the lodging cost is the same for every day of the trip, the user selects “Edit All” at the bottom of the page.

If the hotel rate varies for any days in the trip, select the “Edit” link for the first date in the range of dates to be updated.
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	Slide 21: Per Diem Edits - Lodging
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Highlight:
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	1. Draw a box around the “dates”.
2. Draw a box around the “Lodging” amount.
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When the page refreshes, the “Per Diem Entitlements Detail” page opens.

From here, the user needs to ensure that the correct date range has been selected and input the daily lodging cost for the date range selected.





Display:
	[image: ppt_icon]
	Slide 22: Per Diem Edits – Actual Lodging
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Highlight:
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	1. Draw a box around the “Save These Entitlements Button“. 
2. Draw a box around the “Actual Lodging” button. 
3. Draw a box around the “OCONUS Incidental Amount” button.
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If the hotel cost is within the lodging per diem allowance and no other per diem entitlements need to be edited, the user should scroll to the bottom of the page and select “Save These Entitlements”.

If the lodging cost is over per diem, the user has the option to request reimbursement for “Actual Lodging Costs” by selecting the “Actual Lodging” button.

Another OCONUS related feature found on this page is the “OCONUS Incidental Amount” button.

When this option is used DTS reduces the daily incidental rate from the TDY location’s incidental rate to the minimum incidental rate for that location. 
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International Date Line
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	Slide 23: International Date Line
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	1. Draw an arrow to the left indicating “west”.
2. Draw an arrow to the right indicating “east”.



Explain:
	 (
2
) (
1
)[image: discussion_icon1]
	
The International Date Line is an imaginary line that sits at 180º longitude in the middle of the Pacific Ocean, and is the point at which each calendar day begins.

Immediately to the left of the International Date Line, the date is always one day ahead of the date immediately to the right of the International Date Line.

So, travel west across the International Date Line results in a day, or 24 hours, being added to the trip itinerary.

And travel east across the International Date Line results in a day being subtracted from the trip itinerary.
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	Slide 24: IDL West Example
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	1. Draw a box around the IDL-W date of 11/02.
2. Draw a box around the IDL-E date of 11/05.



Explain:
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When travel involves crossing the IDL, DTS uses the actual elapsed travel time to compute the per diem entitlements rather than calendar days.

In this example, a traveler is going TDY to Agana, Guam departing from Washington, D.C. 

On the day of departure, the traveler crosses the International Date Line traveling East to West.

When this happens, the traveler’s calendar skips forward a day. 

This day gained is noted on the “Per Diem Entitlements” page in this example as occurring on 11/02.

The typical 75% per diem is paid on the date of departure, but no per diem is paid on the gained day of 11/02, because in terms of elapsed travel time, this is still the first day of travel. 
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The first day of lodging in this example is paid on 11/02, because this is the first actual night of lodging in Guam.

When the traveler returns to Washington D.C. from Guam, they will cross the International Date Line traveling West to East.

When this happens, the traveler’s calendar skips backward a day.

This lost day must be accounted for in the traveler’s per diem entitlements.

To do this, 175% per diem is paid on the return day of travel.

This is comprised of 75% for the travel day and an additional 100% to account for the lost day.

This is indicated on the “Per Diem Entitlements” page on 11/05.

So, when traveling West across the IDL, the first two days are always treated as one, and when Traveling East across the IDL, the last day is treated as one full day plus one travel day.

All of the allocations mentioned in these examples are automatically calculated by the system.
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Here is another example of a traveler departing Washington, D.C., going TDY to Guam.

This example illustrates how per diem is calculated when an additional day of travel is involved.

As you can see, the first two days are treated as one, and the last day is treated as double, as they were in the last example.

The only calculation difference in this example is that lodging is not paid on the second day because the traveler is still in transit and will not need lodging until 11/03.

This can sometime occur due to long flights or flights that leave late at night and would not arrive until the next day, even if the IDL were not crossed.
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In this example, a traveler stationed in Guam is going TDY to Washington D.C.

Travel that crosses the International Date Line toward the East is treated exactly opposite as travel crossing toward the West.

The first date of travel is allocated with two days of per diem.

And the last two calendar days are treated as one.
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This last example illustrates a traveler departing Guam, going TDY to Washington D.C., but with an additional day of return travel.

Again, travel crossing the IDL to the East is allocated two days of M&IE, and the last two days are treated as one due to the IDL being crossed to the West.

In this example, however, lodging is not paid on the last two days because the traveler is in transit.
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	THIS IS NOT SCRIPT – DO NOT READ TO CLASS!

Additional Information for instructor:

· There are rare scenario’s in which a traveler does not cross the International Date Line, but the system assumes that the IDL was crossed and calculates per diem entitlements as such.

· This occurs when the shortest route available would cross the IDL, but the traveler’s itinerary takes the “longer” route.

· If asked about this scenario, acknowledge that this can happen, and inform that “local business procedures should be followed, which will typically involve calling the TAC.”

· For the instructors info only: The actual work around for this issue typically involves either changing the time zone on the travelers profile, or adding a one day TDY location in Europe that will cause the system to recognize that the traveler is not crossing the IDL. At the time of writing this script 10/16, the second option is pending the “re-resolution” of an SPR. R.A.B.
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There are certain expenses that travelers need to be aware of when traveling OCONUS.

The first four expenses on the expense summary shown on this slide are good examples of OCONUS related expenses that might not be reimbursable when traveling within the United States.

Currency Conversion Fees are typically incurred either at the airport upon arrival or at a bank.

It is important for the traveler to keep receipts of these transactions for reimbursement of the conversion fee, but also in order to calculate the foreign exchange rate upon vouchering for reimbursement.

Some countries charge various fees upon entering or exiting the country.
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Complimentary usage of hotel internet is less common in most OCONUS countries than it is within the United States, so this might be an additional charge

Visa and Passport Fees are reimbursable, but only for the first TDY that necessitates their purchase.

The next fee listed is a Government Travel Charge Card ATM Service Fee; which along with the ATM Advance Fees is reimbursable, but only for charges on the traveler’s official GTCC.

Travelers and Authorizing Officials should both be aware that these fees can be substantially more expensive in foreign countries.

Prior to travel, many AO’s will inform the traveler of the maximum number of ATM fees that will be reimbursed.

The next two fees listed are hotel sales tax and hotel room tax.

These serve as an additional opportunity to remind you that hotel tax should be included in the hotel rate within the per diem entitlements section and not as a separate expense here.

Entering hotel taxes separately will frequently result in the traveler entering a Due US status, meaning that they owe money back to the government.

One more expense worth mentioning is Laundry and Dry Cleaning.

This expense will not appear on the drop down list for OCONUS travel documents, but the traveler may still manually enter this expense.

Doing this is incorrect as the cost of personal laundry or dry-cleaning is not a separately reimbursable expense for OCONUS travel and is included as an incidental expense within the per diem authorized for OCONUS travel.

All expenses for OCONUS travel must be entered into DTS in US dollars.

A great feature of the “Create an expense item from a GTCC transaction” link on the voucher is that all expenses created from this link are automatically converted to US Dollars by the charge card vendor.
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To create an expense item from these transactions, the user needs only to select the “Add” link to the right of the expense.

The requirement of providing receipts is not however waived by using this feature.
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For expenses that need to be manually converted, DTS provides a currency calculator to help perform this function.

This can be used when either creating or editing an expense.





Display:
	[image: ppt_icon]
	Slide 31: Currency Conversion (cont.)

	
 (
3
) (
2
) (
1
)



Highlight:
	[image: MCj04348290000[1]]
	1. Draw a box around the “Foreign Currency Calculator” section.
2. Draw a box around the “Expense Cost” line.
3. Draw a box around the “Save” button.



Explain:
	 (
3
) (
2
)[image: discussion_icon1] (
1
)
	

After selecting the “currency calculator” link, the user enters the amount of the expense in Foreign Currency and the applicable Exchange Rate.

The system then calculates the amount of the expense in U.S. dollars.

After selecting “Save” at the bottom of the page, the user will be returned to the expense summary page.
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After reviewing the Add Expense details section on the left side of the page, the user will select “Save Expense” to add the expense to the expense summary.
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DTS automatically pre-audits a document when you attempt to sign it.

The Pre-Audit Trip page displays the items, if any, that DTS identifies as possibly being in conflict with DoD travel policy.

Flagged items could simply be an expense that exceeds a DoD or Service threshold amount.

Today I will only go over a few pre-audit flags that are commonly seen in foreign/OCONUS travel documents.

It’s important to remember, that pre-audit flags do not indicate a fatal error in the document.
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And their presence will not stop an individual from traveling, requesting an expense or obtaining lodging that is not within the locality per diem rate.

The traveler will, however, be required to enter comments for the items that have a “Justification to Approving Official” text box.

A pre-audit flag for “Actual Expense” will populate when a user selects the “Actual Lodging” button within the per diem entitlements page to request reimbursement for lodging over per diem.

The traveler will need to justify this pre-audit flag with an explanation of why they were unable to stay at a hotel within the lodging per diem rate.

The “IDL in Per Diem” pre-audit flag can be justified by simply confirming that you are indeed crossing the International Date Line.

The “Possible excessive expense” pre-audit flag will appear whenever an expense exceeds a DTS pre-set dollar threshold.

This flag was caused by a relatively high gasoline expense, which can be quite common when traveling OCONUS.

The next flag, which is simply labeled “Travel Modes”, is triggered because the expense for Commercial Air is higher than the system threshold.

This is also a frequent flag when traveling OCONUS.

The last flag, at the very bottom of the page, is an advisory notice which requires no justification.

An advisory notice will appear for all trips that include foreign travel.

And procedures for processing foreign travel vary by agency and organization so it is very important that you know your local business rules anytime you are working with OCONUS travel documents.
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	In closing, I’d like to briefly summarize the key points discussed in this lesson on OCONUS travel.

When creating OCONUS reservations, it is best to use the DTS reservation module whenever possible, but if necessary, CTO Assistance is always a click away.

When booking flights, always insure that coach class tickets are booked with a US-Certificated Air Carrier if available and properly justify all exceptions according to the JFTR/JTR.

When updating lodging within per diem entitlements, be sure to include lodging taxes and justify all actual lodging as necessary.

When traveling across the International Date Line in the West direction, the first two days are treated as one, and in the East direction, the last day is doubled.

We also discussed currency conversion as well as expenses and pre-audit flags that are unique to OCONUS travel.
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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! 




__________________________________________________________________________
Defense Travel Management Office                    V4.5                          11 May 2011                   	   47
                                                                                                                                 

image3.jpeg




Microsoft_Office_PowerPoint_Slide34.sldx
SUMMARY

OCONUS reservations

Fly America Act

Premium Class Travel

Per Diem Entitlements

Crossing the International Date Line (IDL)

Currency conversion

Expenses unique to OCONUS travel

Common OCONUS pre-audit flags







Defense Travel Management Office

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

34





image1.jpeg









g SUMMARY -

- OCONUS reservations
- Fiy America Aot

- Premium Ciass Travel

- Per Diem Enttements

- Crossing the International Date Line (IDL)
- Currency conversion

- Expenses unique o OCONUS travel

- Common OCONUS pre-audit fags.





image54.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

Lobby set-up:

o

Instructor audio turned off

o

Questions answered for 15 minutes

o

Lobby stays open 60 minutes

Please help us evaluate:

o

Complete evaluation

o

Provide feedback

Use the lobby resources:

o

Download class slides

o

Use links to DTMO website & TRAX

CLASS CLOSING LOBBY


Microsoft_Office_PowerPoint_Slide35.sldx


Lobby set-up:

	Instructor audio turned off

	Questions answered for 15 minutes

	Lobby stays open 60 minutes



Please help us evaluate:

  	Complete evaluation

  	Provide feedback



Use the lobby resources:

	Download class slides

	Use links to DTMO website & TRAX

CLASS CLOSING LOBBY





Defense Travel Management Office

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

35

 This concludes our class, which means the closing lobby is about to open and the audio broadcast will stop; but the chat box will still be available for questions. 

  

The lobby will stay open for an hour and we will monitor the chat box for at least the next 15 minutes.  

  

When the screen changes we hope you will fill out the polls on the left and the ICE card that opens on your screen; your feedback is an important part of our continuous improvement plan. 

  

If you did not get them earlier, the class slides will be available for download along with links to our website and TraX. 

  

The website and TraX are great resources for information on DOD travel, on demand DTS training demos and more. 
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After completing today’s course on OCONUS travel, you will be familiar with the following:

 

The different options of creating OCONUS reservations for airfare, lodging, and rental car.

 

DoD policy as it pertains to the “Fly America Act” and “Premium Class Travel”.

 

How to update per diem entitlements that are frequently related to OCONUS travel.

 

How crossing the International Date Line, or IDL, affects DTS per diem entitlement calculations.

 

Expenses that are unique to OCONUS travel.

 

Currency conversion within DTS,

 

And, common OCONUS pre-audit flags.





image1.jpeg









a TRAINING OBJECTIVES

‘Afer completing this clssz, you will b familiar
it
g oo s sntens o, 3. 95

Fyamaea 2at
Upsstng 7D enttamants

Crossng hatamations 0t L (01}
Ecpones nius 0 OCONUS et
Curncyconverin

Commen oconuS prsust g






image25.png




image26.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

OCONUS AIRFARE


Microsoft_Office_PowerPoint_Slide7.sldx
OCONUS AIRFARE













Defense Travel Management Office

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

8





image3.png







image4.png

“ﬁ Defense Travel System

ANew Era of Government Travel

mneraw;(pensss Accounting  Additional Options  Review/Sign

RETURN 10 LIST

Modiy Search

Please Note: A Red Star (* indicates
afieldis required.

* Departure Aport (or city, state):
[DCA - Washington Ronald Reag|

* Arrival Airport (or city, state):
[NRT - Tokyo Narita Apt

* Arrivalor Departure:

1170172008

Ii
g

]
H
<

L7 ro

Rental

Please select flights for DCA - Washington
Ronald Reagan National Apt to NRT - Tokyo

s
Narita Apt S
departing on 11/01/2008
RESERVATIONS SUMMARY:
AR 50.00
Gon Cotract

GsAawarded fare is $529.00

airrare

Class: YCA Fare Rules View Avalable Seats

W sersm v

3 A v OF - Cicao Obare
Uned e
09 Aot

Casprent 20

123970 epart 0D - Chicaga Ot
W oo

G0 ArENET Ty At o

Fokyo' Aot

unked | &
o

Caspment 748

Equipment 744

[l .

sort By: O Departure Time O Arrival Time O Elapsed Time O Price @ Defaut

$811.40 Total Estimated Airfare (Including Taxes and Fees) Government Contract

09:28 AM Depart DCA- Washington Ronald | Sat 01-Nov-08

Sat01-Nov-08 | Flying Time:

$811.40 Total Estimated Airfare (Including Taxes and Fees) Government Contract

usYOA  fuehis  ViwAmbtosets g
0010 AN Depart BCA- Washngton farsla | Sat 0108 | Fing Tie:
W sesemm vt ittt
011 AR e ORD - s Ore P
e o ot i
Casprent 319
123990 epar D - ChisgoOFare | Sat01Nowds | g Tme:
W oo i
G0 ArENET Ty At o
Fokyo' Aot
unked | &
o

Fight

Fiying Time:







image1.jpeg









a OCONUS AIRFARE -






image27.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

US CERTIFICATED AIR CARRIERS


Microsoft_Office_PowerPoint_Slide8.sldx
US CERTIFICATED AIR CARRIERS









Defense Travel Management Office

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

8





image3.png

“ﬁDeiePsglravel Sy'slem mne\awxpenies Accounting  Additional Options  Review/ Sign
ANewEra of Govemment Travel
MV ral Rentalcar Lodging  Other Transportation

Summary

[E— Please select flights for NRT - Tokyo Narita Apt

to ADL - Adelaide Airport skip This Fight
Please Note: A Red Star () indicates departing on 11/12/2008
@ fietdis fred- RESERVATIONS SUMMARY:

LR, Windows Internet Explorer
oo arta ot 15l o i gt g U, g i For teslctaddeststion, TheFolowigdly cdes 8

<locto st o ights o non L5 flagcaier only. lase nte o your pre audt that lghts wer nck avaiabe o
* Arrival Airport (or city, state)] i 7 4 o <

.. Flag carriers for the route | schedule requested.
P

Departure

Drop-off: 11/14/08
Reservation Skipped - TOKYO CITY, JPN Dates: 11/01/08 - 11/14/08 Remove
1171272008
LODGING:  $0.00
20O v Reservation Skipped - TOKYO CITY, JPN Dates: 11/01/08 - 11/14/08
Show Aternate Airports: [

s |







image1.jpeg









a US CERTIFICATED AIR CARRIERS






image28.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

REQUESTING ASSISTANCE 


Microsoft_Office_PowerPoint_Slide9.sldx
REQUESTING ASSISTANCE 









Defense Travel Management Office

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

9

In cases where the DTS reservation module returns no flights at all, or the flights do not meet mission requirements, the user also has the option of requesting assistance from the CTO, or Commercial Travel Office.

 

This option is often used when traveling to remote locations OR when the travel itinerary is complex with numerous stops OR when booking flights from one OCONUS location to another OCONUS location. 

 

This option may be used however, any time flights meeting the needs of your TDY mission do not appear, including CONUS flights.

 

To request CTO assistance, simply scroll to the bottom of the screen and click the “Request Assistance in Booking Flights” button. 

 

Requesting CTO Assistance in booking reservations may trigger an additional charge, known as a “CTO touch fee”. 

 

The terms of your organization’s contract with the CTO will define all charges.
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Use this screen to enter non-mieage expenses for your travel document.
Select an expenses type, or, if you cannot find the appropriate expense
type, enter a description in the box provided. You may also use the ‘create.
an expense item from a government charge card transaction'ink to create
an expense from current charge card transactions. Select “Save Expense’”
£ 5ave the expenses to the travel document.

Reminder: CTO Fees are a reimbursable expense to the traveler when the
transportation costs are charged to your Individual Government Travel
Charge Card (1BA).

1 create an expense item from a government charge card transaction

Leave: 12:0t:08. Return: 18-0ct-08 Add Expense
“eomrne
R —

T .
" pate: 10/18/2008
(mm/dd/yyyy)

R —

1 view expense detats / currency calculator

Expense Type

Currency Conversion
Fee

Foreign Entry/Exit
Fee

HotelInternet

Visa/Passport

GOVCC ATH SERVICE

HotelSales Tax

Hotet Room Tax

Total Expenses:

Date | Cost
10/14/08 $5.00

10/14/08 $17.00

10/16/08 $50.00

10/17/08 $45.00

10/17/08 515.00

10/18/08 $100.00

10/18/08 $100.00

s332.00







image1.jpeg









B OCONUS EXPENSES. -






image48.emf
Defense Travel Management Office

Office 

of

the Under Secretary of Defense (Personnel and Readiness)

GTCC EXPENSE LINK


image2.jpeg




Microsoft_Office_PowerPoint_Slide29.sldx
GTCC EXPENSE LINK









Defense Travel Management Office

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

29





image3.png

Charge Card Transactions | Expenses summary U

Use this screen to tur a charge card transaction into an Description Date | Amount
‘expense on the travel document. Choose a charge card

i on the ort ant st the A oK s ente an Hotel Room Tax. 10/18/2008 §100.00  Remove

e ot e Hotel saes Tax 10/18/2008 §100.00  Remove

‘cannot be expensed. Seect "Save Expenses” when finished. e
Currency Conversion Fee  10/14/2008 $5.00  Remove.

The checkbox to theleft of each transaction is marked when

hte st Sl b e G A L Foreign Entry/Exit Fee 10/14/2008 $17.00  Remove

Note: The charge card transactions presented are the.

current transactions avaiable in DTS. Some of the more TS EETIEIE | T
recent charge card transactions may not appear. —
Visa/Passport 10/17/2008 $45.00 | Remove
Description Date  Amount
GOVCC ATM SERVICE FEE  10/17/2008 $15.00  Remove.
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Use this screen to edit the expense detals.

'DoD mandates spit disbursement for transportation, lodging and rental car
‘expenses. Ciick here for memorandum

Foreign Currency Calculator

Foreign Currency: 1450.00
Exchange Rate: (Foreign Units/Us §)

Reverse Exchange Rate
If the expense cost doesn't appear to be correct, then try using the.
folowing exchange rate:

0.01369863013¢_(Us S/Foreign Units)
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1. Reason Flagged Item Description * Justification to Approving Official <Hel

1 ACTUALS EXPENSE 1 ACTUAL EXPENSE ALLOWANCE
REQUESTED.
2. Reason Flagged Item Description * Justification to Approving Official <Hel
1 IDLINPERDIEN 1 Trip itinerary indicates
travel across the

International Date Line (IDL).
I incorrect, adjust the

itinerary to include a
connection location on the.
Gay of travel. See help.
3. Reason Flagged Item Description * Justification to Approving Official <Hel
1 POSSIBLE EXCESSIVE 1 THIS EXPENSE EXCEEDS THE
EXPENSE STANDARD THRESHOLD.

AMOUNT -> Gasaline-
Rental/Govt, Car > 75

4. Reason Flagged Item Description * Justification to Approving Official <Hel
1 TRAVEL MODES 1 CABXCEEDS THRESHOLD -
996.73

The following are provided for advisory purposes only

5. Advisory Advisory Description <Help>

1 FOREIGN TRAVEL 1" FOREIGN TRAVEL DOC. SEE DEFENSE TRAVEL ADMINISTRATOR(DTA) PERSONNEL FOR SPECIAL
PROCESSING REQUIREMENTS.
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