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1. Purpose.
The purpose of this guide is to provide the Defense Logistics Agency (DLA) policy/procedural guidance to all DLA  personnel, agencies, and organizations who use the Defense Travel System (DTS).  It also provides guidance on the roles and responsibilities of using the system and ensuring the accuracy of documents as they are processed through DTS. This is a “living document.”  As changes evolve resulting from the initial pilot site deployments and as additional functionality and capabilities of DTS increases, this document will be revised/updated accordingly.
2. Overview of the Defense Travel System (DTS).

2.1.  Background.

The DTS is the product of the Department of Defense (DoD) Temporary Duty (TDY) Travel Reengineering Initiative.  DTS is designed to meet operational requirements, improve service to the customers and reduce overall cost to the Government.  Provisions of Appendix O as contained in the Joint Federal Travel Regulations (JFTR), Volume I; and Joint Travel Regulations (JTR), Volume II; apply, as assisted by this guide (http://www.dtic.mil/perdiem/trvlregs.html).  DTS uses the internet to enable a paperless and fully automated travel reservation, authorization and voucher processing system.  It allows travelers to request commercial transportation, lodging and rental car arrangements and prepares authorizations and vouchers–all from a desktop computer.  Each part of the streamlined travel process, including travel document creation, transfer, approval, computation, accounting, disbursement, and archiving is accomplished electronically.  Authorizations and vouchers will be prepared using DTS for those trip types that can be prepared in DTS (to include arrangements only).
2.2.  Use of the Government Charge Card.

DTS maximizes the traveler’s use of the Individually Billed Account (IBA) Government Charge  Card (GOVCC).  Travelers who have been issued a GOVCC are required to use their GOVCC to procure commercial air transportation, lodging, and rental cars.
2.3.  Electronic Funds Transfer (EFT) and Split Disbursements.

DTS automatically computes travel entitlements and initiates EFT disbursements to a traveler’s bank account, eliminating the expense of processing check payments and improving timeliness of reimbursement to the traveler.  The DTS default “split-disburses” certain reimbursements automatically to the traveler’s GOVCC account for commercial airline, lodging, and rental car. If the traveler does not use the GOVCC to pay for these types of expenses, it is the traveler’s responsibility to change the default setting within DTS for direct payment to their personal bank account.  The traveler may also change this when filing his voucher.
2.4.  Transportation (air and rail), Lodging, and Rental Car Reservations.

When available, travelers will use the  DTS Reservation Module to make arrangements for air/rail transportation, lodging, and rental car reservations to meet mission requirements.  However, for overseas travel the traveler will contact Air Mobility Command (AMC) for channel flight availability using Patriot Express.  Except for Patriot Express, travel arrangements will normally be charged to the Individually Billed Account (IBA) GOVCC cards. Failure to use the contracted CTO may result in non-payment of transportation costs.

3. Roles and Responsibilities.
3.1.  General.

DTS implementation, operation, and maintenance require actions by individuals and units from a variety of functional areas.

3.2.  Program Management Office-Defense Travel System (PMO-DTS).

The PMO-DTS manages the implementation of DTS and acquires official travel services.

3.3.  Northrop Grumman Mission Systems Inc. (NGMS) 

NGMS Inc. leads the design, integration and implementation of the Central Data Center (CDC) for DTS, conducts Defense Travel Administration (DTA) classes, and provides Tier 3-level Help-Desk support.  NGMS's technological expertise is balanced by proven program management capabilities, structured development and implementation methodologies, and commercial best practices to ensure the DoD realizes the full value and potential of the Defense Travel System.

3.4.  DLA Support Services (DSS).

DLA/DSS is responsible for DLA oversight of travel reengineering issues and deployment of DTS to DLA activities.  The agency Lead Defense Travel Administrator will reside in DSS-B.
3.5.  Defense Finance and Accounting Service (DFAS).

DFAS ensures the accounting interface files process correctly and payments are properly disbursed to the traveler’s EFT account, and DFAS performs Post-Payment Review (PPR) for audit purposes.  When necessary, DFAS PPR personnel will contact travelers for copies of receipts to complete the PPR of a travel claim selected for review.  Failure to provide required receipts (or a statement as to why the receipt is not available) could result in the amount of the claimed expense being collected.

3.6.  DLA Field Activity - Resource Management (RM).
The DLA Field Activity resource management office (or other appropriate office as determined by the field activity) ensures proper implementation of the procedures defined in this guide.  The activity establishes the Defense Travel Administration (DTA) and defines the workload responsibilities of the Organizational Defense Travel Administration (ODTA).  The DTA is the DLA Field Activity focal point for deployment of DTS at the site.  The activity also ensures required Certifying Officer Legislation (COL) training is completed, appointment letters and signature cards are signed, maintained, and furnished to the respective Defense Finance and Accounting Service (DFAS) activity, if requested.  Lastly, the activity provides Tier 2-level Help-Desk support.

3.7.  Lead Defense Travel Administrator (LDTA).

The Lead DTA is responsible for day-to-day DTS operations at the activity.  The LDTA provides customer support regarding system operation, procedures, etc.; sets permission levels for travel technicians and ODTAs; and, coordinates any system issues, including upgrades and system discrepancy reports with higher headquarters.




· Removing Separatees/Retirees from DTS.  The DTA Maintenance Tool allows the activity LDTA or ODTA to delete an individual who separates/retires from government service; however, transaction records remain in the CDC for 15 months for reporting purposes.
· Training.  The LDTA provides/makes available follow-on training as needed.

· Tier 2-level Help-Desk support.  The LDTA provides Tier 2-level Help Desk support and tracks trouble calls using Support Magic, the Microsoft Access Calltracker Help Desk Assistant database, or other tools.

· Reports.  The LDTA produces reports from the CDC on an as needed basis.  
3.8.  Organizational Responsibilities.

3.8.1.  Director.

The Director appoints primary and alternate ODTAs by memorandum, approves signature profiles (document routing) established for the activity by letter, and approves changes to the established profiles in the same manner.

3.8.2.  Organizational DTAs.

The ODTA is the Traveler and Authorizing Official point of contact for routine DTS operations. Upon receipt of the director’s letter, designating an individual as an ODTA, the DTA provides the newly assigned ODTA with the correct DTS permission levels and any necessary training.  ODTAs are given permission levels necessary to allow them to modify traveler information.  ODTAs must notify the LDTA to add travelers/users.  Once the LDTA adds a traveler/user the ODTA can edit the traveler information as necessary.

3.8.3.  Finance DTA (FDTA).

The Finance DTA inputs and assigns lines of accounting for all organizations.  The Finance DTA is also responsible for coordinating with the LDTA to ensure sufficient funds are available in the DTS “checkbook.”  Depending on the director’s preference, the FDTA may be required to review DTS documents.

3.8.4.  Information Technology (IT).

Through local LAN administrators, IT ensures efficient access to the DTS CDC via port accessibility (open port for NIPR net exchange through the host firewall).  IT systems integrations performs compatibility testing of DTS software against all other site applications.  IT is also responsible for issuance and revocation of the Public/Private Key Infrastructure (PKI) certificates necessary for users to access the DTS.  Further, IT evaluates and loads/installs middleware and card readers for CAC use with DTS.  
3.8.5.  Document Preparer-Authorizations.

The Document Preparer may be the individual traveler or someone within the organization designated to prepare travel authorizations for individuals within their organization.  This individual inputs all required information to prepare authorizations and corrects and re-signs documents returned by the Authorizing Official.
3.9.  Traveler Responsibilities.

Authorizations and vouchers will be prepared using DTS for those trip types that can be prepared in DTS (to include arrangements only).  See para 5 below for exceptions. Travelers should periodically review and update the information contained in the Traveler Information Table to ensure information is current.  Travelers are responsible for the accuracy of the information they provide on their voucher and digitally sign a statement in DTS attesting to the voucher’s accuracy.







3.10.  Authorizing Official (AO).

AOs are responsible for reviewing the requirement for travel and the propriety of expenses claimed and for certification that sufficient funds are available to pay for expenses.  The AO should be an individual in the activity who has knowledge of the travel requirement (e.g., deputy directors, assistant directors, branch chiefs, etc.).  This individual is in the best position to determine whether travel requirements support the activity’s mission requirements and budgetary limitations.  [The activity should delegate travel authorization approval authority to the lowest appropriate level.]  Attachment A provides guidance on AO responsibilities.  Within DLA, individuals appointed as AOs are also appointed as Certifying Officials.  An additional AO/CO responsibility is the requirement to retain records that substantiate certified travel claims (including copies of receipts) in the office where certification occurred for a period of 6 years, 3 months.  AO/CO’s must also provide copies of receipts to DFAS, when requested, for Post-Payment Review (PPR).
3.11.  Certifying Official (CO).

Heads of the DoD Components (or their designees) are responsible for the appointment of certifying officers.  The CO reviews and certifies the travel voucher to ensure travel actually occurred and expenses claimed are authorized and reasonable.  Individuals appointed as Certifying Officers must be appointed in writing and complete the  Certifying Officer Legislation (COL) training.  After successfully completing the COL training, individuals will provide a copy of successful completion, sign the appointment letter and signature card, and provide to the  LDTA who will maintain on file.

3.12.  Self-Authorizing Officials – Authorizations Only.
A Self-authorizing official is an individual who is authorized to approve his/her own travel authorization (orders) for travel (replaces Blanket Travel Orders).  Self-authorizing officials may NOT approve their own travel vouchers.  Approval authority for Self-Authorizing Officials rests with DLA Field Activity commanders/administrators and appropriate directors at HQ DLA.  Self-authorizing officials must be appointed in writing, and the associated documentation must be on file and available for reviews and audits. 
3.13.  Non-DTS Entry Agent (NDEA).
A Non-DTS Entry Agent is a DoD employee, designated by local command authority, to input and digitally sign travel requests and reimbursement claims in DTS on behalf of travelers who do not have access to the DTS.  The NDEA must be appointed in writing.  The traveler must provide a signed paper DD 1351-2 with supporting documentation to the NDEA.  After entering all of the data from the signed paper voucher, the NDEA must add a statement in the comments field of the electronic voucher to read, “All data was entered according to the original voucher signed by the traveler.  The original voucher and all supporting documentation will be maintained on file for six years, three months.”  The NDEA is responsible for retaining the supporting documentation for this length of time.  The NDEA must select the T-ENTERED stamp instead of the SIGN stamp from the document status list.

4. Arrangements Only.
4.1.  Arrangements Only Travel Process.

The “arrangements only” travel process is included in DTS to accommodate those travelers who require CTO services, but whose travel claims cannot be processed within DTS at this time.  This means the traveler would use DTS to initiate trip requests, have the CTO make their travel arrangements, and have their AO authorize the travel.  Because the interface to the DoD Accounting and Disbursing System (DADS) is blocked for these trip types, a hard copy authorization will have to be printed using DTS or produced outside of DTS.  Local procedures must be used to correctly obligate funds for the trip.  After travel, the traveler completes a manual, hardcopy voucher (DD Form 1351-2) for processing in accordance with local procedures.
The Document Preparer/Traveler uses DTS to prepare an Authorization and make necessary travel arrangements for the trip using the DTS Reservation module.  He/she ensures the proper “Arrangements Only” trip type is used (referenced in Appendix E for Arrangements Only Trip Types).


The CTO electronically receives the authorization as a passenger name record (PNR), makes travel arrangements, and puts the PNR in the outbound queue, and DTS continues to route the document for approval.  The Resource Manager (or equivalent), using a standard document number, other than the trip record number assigned by DTS should annotate the standard document number in the remarks field of the trip record.  This may be accomplished using a special arrangements only electronic routing to the Resource Manager.  The Resource Manager must also ensure that a special arrangements only line of accounting (LOA) budget item is established and used for all arrangements only trips to facilitate approval.  This will prevent the AO from overriding a lack of funding in the DTS budget module.  

Once an AO electronically receives the document, he/she reviews the itinerary, verifies the correct form of payment (individual Government charge card (IBA) or centrally billed account (CBA)), reviews expense estimated costs, and electronically signs (approve, return, or cancel) the trip request.

Upon approval, a manual travel order is produced IAW local procedure or it may be accomplished by using DTS to print the authorization.  NOTE:  If printing is accomplished prior to approval, the document number field is blank and can be used to record the local travel order number.  For arrangements only travel it is important for the AO to remember the obligation of travel funds occurs outside DTS and the AO’s digital signature does not initiate obligation of available funds.  Obligation of travel funds will be accomplished in accordance with current agency procedures.

Upon receipt of the AO approved trip record, the CTO will issue tickets, and charge the transportation costs to the appropriate form of payment.

Note:  If a CBA is used as a form of payment, a copy of the manually produced authorization will be provided to the TO in accordance with local procedures.

The CTO will provide all tickets and travel documents to the traveler.  Travel is performed in the normal manner with toll free help provided by the CTO for any enroute variations.  Any variation to costs must be tracked by the traveler with receipts and recorded in the travel voucher.

After travel, the traveler submits a completed manual travel claim (DD Form 1351-2) to the supporting finance office in accordance with local procedures for computation and disbursement.  This process occurs outside DTS.

DLA activities will update/adjust the DADS obligation and pay the travel claim in accordance with current procedures.

4.2.  Arrangement Only Trip Types.

Types of travel designated as “arrangements only” include:

4.2.1.  Formal Schools.

If funding is centrally controlled for formal training, travelers on orders to formal schools will utilize the arrangements only trip type until such time that all organizations are utilizing DTS.  A pre-computed voucher cannot be processed as DTS may not compute entitlements correctly.  Therefore, a hard-copy travel voucher (DD Form 1351-2) must be submitted to DFAS-CO.

4.2.2. TDY Funded by Another Service or Defense Agency.

When travel is funded by another Service/Agency, use the “arrangements only” process to create an authorization.  The traveler may also use DTS to prepare/compute their voucher.  If they do so, they must print and sign the voucher and send to DFAS-Columbus (with copy of travel authorization/order and required receipts) for input into Integrated Automated Travel System (IATS) as a pre-computed voucher.

4.2.3.  TDY Using Multiple Fund Cites from Different DFAS Field Sites.

Currently, DTS does not have the capability to process travel vouchers or pass obligation information when more than one DFAS Field Site Accounting and Disbursing Station Number (ADSN) is used to fund portions of the travel costs.  In a case like this, the traveler will use the DTS to create a travel authorization using arrangements only trip type.  The traveler may use DTS to prepare/compute their voucher in lieu of preparing a hard-copy DD Form 1351-2, Travel Voucher/Sub-Voucher.  If they do so, they must print and sign the voucher and send to DFAS-CO (with copy of travel authorization/order and required receipts) for input into IATS as a pre-computed voucher.  
4.2.4.  Permissive TDY.

If permissive travel (e.g., house hunting trips, participation in service/agency sponsored sporting events, etc.) is funded by appropriated funds, it will be processed like a routine TDY.  
If permissive travel is funded with non-appropriated funds, it is handled as arrangements only travel.  If permissive travel is personally funded it is leisure travel.  Additionally, Permissive Travel can also be processed using the DTS-Tailored procedures.
4.2.5.  Non-Appropriated Fund (NAF) Personnel Travel.
Travel services for Non-appropriated Fund Instrumentalities (NAFI) personnel traveling on official business shall be provided in the same manner as for appropriated fund personnel.  NAFI travel is considered official travel.  All accounting actions and travel claims will be handled according to local policies.  NAFI travel will be processed using the “arrangements only” process under DTS indefinitely or until NAFI pay systems/processes can be incorporated into the DTS.   Additionally, NAFI travel can be processed using the DTS-Tailored procedures.
4.2.6.  Patient Travel.

Travel orders and vouchers are processed “outside DTS” unless commercial transportation, commercial lodging or rental reservations are required.  A pre-computed voucher cannot be processed as DTS may not compute entitlements correctly.  Therefore, a hard-copy travel voucher (DD Form 1351-2) must be submitted to DFAS-CO.

4.2.7.  Escorts and Dependents.

Travel orders and vouchers are processed “outside DTS” unless commercial transportation, commercial lodging, or rental reservations are required.  A pre-computed voucher cannot be processed as DTS may not compute entitlements correctly.  Therefore, a hard-copy travel voucher (DD Form 1351-2) must be submitted to DFAS-CO.

4.2.8.  Invitational Travel Orders (ITO).

The organization inviting the traveler is responsible for ensuring the necessary traveler’s profile information is input into DTS and making the “arrangements.”  Until such time as the CDC can automatically calculate proper travel entitlements, ITOs will use the “arrangements only” trip type “Invitational.”  If the individual traveling on an ITO is a dependant of a DoD uniformed member or civilian employee, the DTA will enter a profile with the minimum information required.  The sponsor’s organization will be used in the profile with a rank of  “OTHER” and the traveler’s name and Social Security Number.  If the traveler is not a dependant of a DoD sponsor, the sponsoring organization will be entered in the profile and “OTHER” will be used for the rank in the profile using the DTA’s organization and routing list.  A pre-computed voucher cannot be processed as DTS may not compute entitlements correctly.  Therefore, a hard-copy travel voucher (DD Form 1351-2) must be submitted to DFAS-CO.
4.2.9.  Emergency Leave. 
Emergency leave policies and entitlements are located at JFTR Chapter 7 or JTR Chapter 6.  Inter-theater travel is at Government expense.  Intra-theater and CONUS travel is normally at personal expense.  Because of the complex nature of emergency leave travel entitlements, it is recommended that the traveler and the CTO contact the Transportation Office and Finance Office emergency points of contact to ensure that the out-of-pocket costs to the traveler are legally minimized.

Emergency leave fully funded by the Government is processed as routine TDY.

Emergency leave is processed in accordance with personal leave in conjunction with official travel (PLOT) procedures if it is partially funded by the Government.  
Emergency leave not fully-funded by the Government is considered leisure travel at the traveler’s expense.

4.2.10.  Geographically Separated Units (GSU).
Travel of GSUs will be Arrangements Only if their travel is funded by their Headquarters (HQ) until such time as the funding HQ implements DTS.
4.2.11.  Traditional Reservists.
Traditional Reservists (e.g., Individual Mobilization Augmentee and Individual Ready Reserve) travel is “arrangements only” until interface with military pay order systems is available.
4.3.  Arrangements Only Voucher Payment Processing.

The DTS can properly compute certain types of Arrangements Only trips.  In those instances, after travel is completed, the traveler may access the DTS and complete a “voucher from the authorization.”  The traveler must print and sign a copy of the completed DTS voucher (Government + FORM) for submission to DFAS-CO for payment (including a copy of the authorization and all required receipts).  The  DFAS-CO will use the DTS voucher (and

substantiating documents) for payment as a “Pre-computed Voucher.”  If DTS cannot properly compute the voucher, the traveler submits a completed manual travel claim (DD Form 1351-2) to DFAS-CO in accordance with local procedures for computation and disbursement.  This process occurs outside the DTS.

5. Trips Outside the DTS.
The following trip types cannot be processed using the DTS for either arrangements or vouchers.  These trip types are not included in the JTR/JFTR, Appendix O provisions.  Travelers will use current procedures to obtain hard-copy travel orders and prepare the subsequent vouchers, and use the traditional travel services provided by the local CTO.

· Contingency, Exercise, Deployment (CED) Orders.  The Personnel Readiness Unit (PRU) normally prepares CED orders, an order number is assigned, funds are certified and orders are published.   Resource management uses the published order to obligate the funds using the current process.  

· Permanent  Change of Station (PCS), to include civilian house-hunting trips.  PCS travel is not covered by JFTR/JTR, Appendix O.  Rather than creating a disconnect between the member and their dependent transportation arrangements, PCS travel arrangements will not be made using the DTS until the full PCS capability exists within DTS.

· Medical Evacuation (MEDIVAC) Orders.  Individuals traveling on MEDIVAC orders who do not require commercial transportation, lodging, or rental car reservations will have no need to use the DTS for travel arrangements.  Current manual processes will apply.

6. Special Circumstance TDY.
Certain types of TDYs require unique processing procedures until such time as DTS will have the capability to extract the information from existing DLA systems.

6.1  Prisoner Transport.
The prisoner is placed on PCS orders and the escort is placed on routine TDY orders.  This will require close coordination with the TO and the DTA to ensure transportation arrangements of the respective travelers coincide.
6.2.  En route Traveler Assistance.
Travelers will make itinerary changes directly with the CTO after discussion with the AO when possible while en route.  Upon return, travelers will amend their trip record, as needed, to reflect any changes.

6.3.  Unconnected Traveler.
The traveler’s organization will initiate all trip requests for travelers who, for whatever reason, do not have access to the DTS.
6.4.  Human Remains.

Payment for transportation of the remains is coordinated with the local Mortuary Affairs Office. Accompanying escorts are placed on routine TDY orders.  Accompanying family members may be placed on ITOs or PCS orders depending on the specific circumstances.

6.5.  NATO Orders and Foreign Clearance Guide Requirements.

The organization preparing the TDY or PCS orders will comply with all provisions of the Foreign Clearance Guide.  Any NATO order or other special documentation (e.g., Foreign Clearance Guide requirements), required to support travel, will be prepared outside DTS and attached to a printed copy of the DTS travel authorization.
6.6. Travel of Reserve Component Members.

Reserve Component members (e.g., Active Guard and Reserve) on long-term active duty will travel on orders just like other active duty members.  Traditional Reserve Component members (e.g., Individual Mobilization Augmentee and Individual Ready Reserve) will travel under “arrangements only” procedures.  Multiple trip types are listed in the CDC depending on the traveler’s specific circumstances.
7. Transportation.
7.1.  General.

7.1.1.  Premium and First Class Travel.
Premium and First Class Travel may be authorized when necessary to accomplish the mission.  The traveler will establish a trip request in the DTS and request desired reservations from the reservation module.  Since flight availability in the DTS is provided for coach (Y) class only, the traveler may select the desired flight and add a comment in the air segment screen for the CTO to book either a premium (business) class or first class seat.  The traveler may also request the desired reservation via comment in the reservation module air segment without actually selecting a flight from availability.  The traveler’s digital signature automatically routes the document to the CTO.  The CTO will reserve the premium or first class transportation, but will not issue any premium or first class ticket prior to receiving authorization from the AO.
For any ticketing of reservations for premium or first class travel at Government expense, the AO must document approval in the trip record and obtain appropriate approval (outside the Defense Travel System) in accordance with established policy.  AOs must be familiar with DLA approval procedures for premium (other than first class) and first class travel accommodations and must obtain the required approval before authorizing the requested accommodations.  For first class travel, the Executive Secretary of the Office of the Secretary of Defense (OSD) is the approval authority. 
7.1.2.  After Duty Hours: 
For commercial reservations with an Individually Billed Account (IBA), the traveler will contact the CTO after hours toll free number or wait until the next business day to complete his/her commercial travel arrangements.  To expedite the CTOs access to the traveler’s record, the traveler needs to specify the installation to which they are assigned.  For international travel or tickets billed to a CBA, the CTO will contact the  organization Point of Contact (POC) for authority to travel on commercial airlines.  The CTO shall provide the name and phone number for the travel counselor for a return call from the Transportation Officer.  The  Transportation Officer will authorize the CTO to ticket commercial arrangements and/or use the CBA.  The CTO will notify the traveler of the final arrangements via Email, phone, or fax.

7.1.3.  After Hours Short Notice Travel.

The traveler will make necessary travel arrangements with the CTO via their toll free number.  Sites are responsible for providing local points of contact for appropriate authorization.  The CTO shall contact the appropriate site POC to obtain the necessary verbal authorization before issuing tickets.  The traveler (or the organization in accordance with local procedure) is responsible for creating the trip authorization and entering the appropriate cost information in the DTS.  The reservation module must not be used since its use would route the trip request back to the CTO.  Air, rail, and bus information must be entered in the travel screen.  Lodging cost information must be entered in the per diem detail screen.  Rental car cost information must be entered in the expense screen as a Commercial Auto expense.
7.1.4.  Point of Contact for After Hours Short Notice Travel.

The Transportation Officer will provide the CTO with a list of names of transportation officials authorized to approve travel.  The “on-call” individual will be the focal point for travel issues for both the CTO and any local inquiries where information is needed about another individual’s trip.

7.1.5.  Ticket Delivery. 
The CTO is responsible for delivery of tickets - electronic ticketing is the primary method.  When a paper ticket is required/requested by the traveler, activities will establish local paper ticket delivery procedures and points of contact.  Travelers are reminded that additional costs are incurred for a paper ticket and the additional fee may not be reimbursable.
7.1.6.  Itinerary Delivery.

The CTO will provide the traveler an itinerary and other pertinent travel information to the e-mail address in the traveler’s profile.  If the traveler does not have an individual e-mail account in their profile, the ODTA shall provide an e-mail account in the profile.
7.1.7.  Communications with the CTO.

Travelers are expected to communicate about a specific trip directly by e-mail, phone, or fax.  The CTO will not respond about a particular traveler’s trip to anyone other than the traveler and those specified individuals listed in the company profile.  The CTO manager and site officials may need to contact each other during business hours concerning a particular trip by e-mail, phone, or fax.
7.1.8.  Permanent Change of Station and MEDIVAC Travel.

All PCS travel (to include dependants) and MEDIVAC (Government provided transportation, normally by air) travel will be handled as traditional travel services and will be outside the Defense Travel System.  The CTO shall accept requests by phone with a fax copy of the travel order and process the reservations (air, rail, bus, lodging, rental vehicles) via conventional means.  All required travel orders will be prepared by the organization in accordance with current local procedures.

7.1.9.  Group Travel. 
Group travel authorizations may be created (by the primary traveler, TO, or other authorized user) and approved in DTS.  Upon AO approval, the Group Authorization is “locked”, a Group ID number is assigned, individual authorizations are created (each with a unique TANum), and obligations are created.  Once this occurs, any required amendment is done on the individual authorizations.  Upon completion of travel, each traveler creates an individual voucher from authorization.  

At this time, travel arrangements are not processed through the reservation module and sent to the CTO.  Until DTS is modified to fully automate the group travel reservation process, travel arrangements shall be coordinated with the CTO outside of DTS by the primary traveler and/or TO.  
7.1.10.  Cancellation/Curtailment Procedures.
In the event that the traveler must cancel travel reservations (air, lodging, or rental) or cancel the trip in its entirety, the procedures outlined in Attachment F shall apply.  Prior to applying the “Canceled” stamp, the AO must ensure no reimbursable expenses are associated with the trip.

7.1.11.  Cancellation Fees/Penalties 
Occasionally, travelers will have travel plans canceled or changed at the last minute due to changes in mission requirements.  If they do not have sufficient notice, these travelers may be unable to cancel reservations or registrations and will be charged for unavoidable expenses or penalty fees for these changes.  These expenses are reimbursable to the traveler under the JTR/JFTR, but a voucher must be filed for them.  Prior to applying the “Canceled” stamp, the AO must ensure no reimbursable expenses are associated with the trip.
7.1.12.  Cancellation and Confirmation Numbers.
The CTO will pass to the traveler (via the outbound queue into DTS) all confirmation information and all pertinent cancellation information if any reservations are cancelled.

7.1.13.  Unused Tickets.
The traveler must notify the CTO of any unused or partially used tickets as soon as possible.  Unused tickets must be returned in the manner they were received.  If an e-ticket is not used, the traveler must notify the CTO.  If tickets are delivered by an overnight mail service, the CTO will provide an account number so tickets can be returned by the same service.  Tickets that were picked up at a local CTO must be returned to that office.
For tickets purchased via IBA:

· Pre-travel:  The traveler notifies the CTO through the DTS amendment process.

· During travel: The traveler notifies the CTO via toll free phone number or through the DTS amendment process.  If done by phone, the traveler must adjust the travel costs upon filing the travel claim.

· Post-travel:  The traveler notifies the CTO via toll free phone number or through the DTS amendment process.

The CTO is required to provide the traveler via fax a copy of the unused ticket receipt that indicates the value of the unused ticket and the date the ticket was returned.

For tickets purchased via CBA:

· The traveler returns unused tickets to the TO.

· The TO will notify the CTO of the unused ticket cost and follow the return procedures outlined above.
· The TO will prepare DD Form 730 and provide it to the traveler as a receipt for the unused ticket.
7.2.  Transportation.
7.2.1.  GSA City-Pair Fares.

If a traveler requests a flight on a carrier other than a GSA city-pair carrier and the route is served by a GSA city-pair carrier, the traveler shall explain in the air segment comments field the reason for non-use of the GSA city pair carrier and shall select the non-use code in the Pre-Audit screen.  The CTO shall book the traveler’s requested flights for subsequent AO review and approval/disapproval.

7.2.2.  Patriot Express Availability.
Use of Patriot Express for OCONUS travel is required unless it will not meet mission requirements or delays the traveler more than 48 hours.  Therefore, for all international trips, the traveler or TO must determine the availability of a Patriot Express flight by calling the designated Transportation Management Office (TMO) with access to the Global Air Transportation Execution  System (GATES).  (Note:  The site determines the designated TMO.)   A DoD flight schedule has been established detailing the origin and destination of Air Mobility Command (AMC) routes, as well as corresponding commercial airports for this purpose.

In the event Patriot Express service is not available, the traveler will annotate such in the air segment comments field and request commercial scheduled air flights (city-pairs, if available) using the reservation module of the DTS.  If commercial scheduled flights are not available, the traveler will describe the desired dates/times and origin/destination of travel in the comment field of the air reservation screen.  The CTO shall book the traveler’s flights for subsequent AO review and approval/disapproval.

7.2.3.  Payment of Patriot Express.

If Patriot Express service is available, the traveler or TO will book the Patriot Express flight(s) outside of DTS and then request the CTO to arrange commercial scheduled air service connecting to the Patriot Express flight Aerial Port of Embarkation (APOE), and if needed, onward commercial scheduled air service to the DoD-designated destination.

Since costs associated with the Patriot Express service will not be included in the “should cost” calculation, they will not be obligated through the DTS system.  Any commercial scheduled air segments in the itinerary, i.e., connecting service to the Patriot Express flight, will be included in the “should cost” estimate for subsequent obligation.   To insure that the Financial Services Office (FSO) is notified of the Patriot Express obligation requirement, the traveler/document preparer will print a copy of the trip authorization and provide it to the appropriate parties for entry of the customer identification code (CIC), obligation of travel funds, and payment of Patriot Express service.  Sites are required to establish local procedures for printing and distributing orders and obligating funds.

The traveler will print a copy of the trip record for hand-in at the AMC counter (PAX terminal). At the departure counter, the AMC representative will input the billing address into GATES for subsequent direct billing.  (Note: On monthly basis, AMC direct bills the agency paying office.  The paying office reconciles the manual obligations against the billing invoice and pays AMC.)

7.2.4.  Rail Travel.

AMTRAK schedules are displayed within the reservation module of the DTS.  The traveler will select the desired train or put a comment in the rail reservation screen of the reservation module to communicate the train request to the CTO.  The CTO will make rail reservations, as requested by the traveler and include the confirmation and cost of the reservations within the trip request.  For premium rail, also see business rules for Premium and First Class Travel.  The confirmation and cost of rail reservations will be annotated by the CTO within the appropriate blocks of the PNR for subsequent transfer to the DTS in order to be obligated from the trip record upon AO approval).  

The Government charge card (either individually billed account or centrally billed account) may be used to purchase rail tickets.  If CBA is used as the payment method, the accounting and payment process shall be completed outside the DTS – even after implementation of the CBA Reconciliation Module (DTS CBA’s will only support air travel). 
7.2.5.  Bus Travel.

Bus travel requests may be made through the DTS using the reservation module.  The traveler will annotate specific requirements in the air section comment screen for CTO booking.  The traveler must select the “Request assistance from CTO” option and include four required data elements (date, time, origin, and destination) in the comments section.  The CTO will create a pseudo segment (for confirmation and cost) in the PNR for subsequent transfer to DTS so that travel funds are properly obligated from the trip record upon AO digital signature.
At the request of the Transportation Officer, the CTO will arrange for chartered bus service or individual bus tickets.  The DTS CBA reconciliation process will not be used for the purchase of charter or individual bus transportation or tickets.  The TO may use non DTS CBAs (obligated and reconciled outside DTS) for bus purchases.

7.2.6.  Rental Vehicles.

The DTS will display available vehicles from companies that participate in the Military Traffic Management Command (MTMC) negotiated agreements.  The available vendors will be displayed in order of price (from lowest to highest) for the selected vehicle category.  The DTS default is to display available vehicles at the arrival airport.  Travelers that desire to pickup the vehicle at a non-airport location, i.e. downtown, etc., must provide a comment to the CTO on the DTS rental car screen and provide the dates, times, and pickup/drop off locations.

For normal travel requirements a compact car is the authorized vehicle size.  Justification and approval is required to use a larger vehicle.  For example, a larger car, van, etc., could be justified because of the requirement to transport several passengers and their luggage.  The authorizing official approves rental vehicle expenditures and should be aware of significant price differences.  Daily, weekly, or monthly rates need to be taken into consideration to obtain maximum savings.

7.2.7.  Excess Baggage.

The traveler will annotate in the air segment screen’s comments section, as a minimum, that excess baggage is authorized, and if known, will provide the weight, number of pieces of excess baggage, and any special requirements.  The traveler will also indicate excess baggage in the “other authorizations” screen.  The CTO will advise carriers of excess baggage requirements when making reservations and enter in the trip record all applicable information to the traveler; i.e., estimated cost requirements, special check-in requirements, etc.

The traveler will make payment for excess baggage directly to the carrier at the time of check-in. The traveler will claim reimbursement on the travel claim for excess baggage up the amount authorized by the AO on the travel authorization.  It is the AO’s responsibility to ensure the reimbursement claimed for excess baggage does not exceed the amount authorized.  AOs should request guidance from their local TO on any questions concerning limitations.

7.3.  Government Lodging.
If Government lodging is required, the arrangements must be coordinated outside of DTS in accordance with local policy and procedures.
8. Unique Circumstances.
8.1.  GOVCC and EFT Changes.

The Lead DTA will periodically inform employees of the requirement to notify the DTA of any GOVCC or EFT changes made via Employee/Member Self-Service (E/MSS) for update of the CDC database.
8.2.  Emergency Contact Information.

The organization duty officer information or organization emergency contact appointee information will be used as the Emergency Contact Information in the Traveler’s Profile.
8.3.  Access to Archive Information.

Traveler trip records are immediately available from the Central Data Center (CDC) for 15 months.  Any traveler information needed beyond that time must be obtained from the Archive.  Contact  an ODTA/LDTA who has access to the DTS Help Desk to obtain information from the Archive.

8.4.  Authorized Trips Home During Extended Business or Training TDY.

AOs may authorize return trips to the Permanent Duty Station (PDS) or home only when travel funds are available to support the travel expenses.  The AO must determine that for the periodic return, the benefits outweigh the travel costs.  The length and purpose of the TDY assignments, return travel distance, increased member or employee efficiency and productivity, and reduced recruitment and retention costs are to be considered.  The travel should be performed outside the traveler’s regularly scheduled duty hours or during leave.  For civilian employees, scheduling the authorized travel to minimize payment of overtime should be considered.  This authority applies only to business or training TDY.  (Reference: JTR/JFTR, Appendix O)
8.5.  Personal Leave in Conjunction with Official Travel (PLOT). 
PLOT – Phase 1 functionality correctly calculates per diem entitlements when a traveler takes personal leave in conjunction with their official travel.

Currently, DTS is certified to only process PLOT travel when leave is taken from a TDY location when the traveler returns to the same TDY location to complete the TDY after leave has been taken.
8.6.  Leisure In Conjunction With Official Travel (LICWO).

A travel request is initiated in the DTS.  Using the reservation module of the DTS, flights for the official portion of the trip are selected and desired LICWO arrangements (to include dates and approximate travel times) are added in the reservation module’s air segment comment field of the travel request.  After being signed, the travel request is forwarded to the CTO.

The CTO makes official and LICWO arrangements within their GDS.  The CTO may communicate directly with the traveler off-line via telephone, fax, e-mail, etc., to discuss LICWO reservations and arrange payment methods.  GSA city pair fares are not authorized for the leisure portion of travel.

The CTO annotates the cost and details of the official authorized travel in the PNR for subsequent update in the DTS and provides a summary of LICWO information in the comments field.  

The DTS routes the official trip record to the AO for authorization of travel and approval of funds for the official travel portion.  Any additional expenses resulting from personal arrangements made in conjunction with official travel are the individual traveler’s responsibility and are not the responsibility of the Government.

Upon AO approval, DTS notifies the CTO of approval for ticketing.  The CTO will provide a copy of the leisure itinerary with costs and ticket numbers to the traveler.  The CTO provides the LICWO ticket to the traveler in accordance with normal procedures.
8.7.  Advances (non-ATM).
Travelers without an individual Government charge card (or traveling to a location where use of the card is impractical) can request a non-ATM advance through DTS.  The traveler’s profile must be set to “Advance Authorized” in order to request the non-ATM advance.  Only the DTA with appropriate permission level(s) can update the Government Travel Charge Card (GOVCC) status in the traveler’s profile.  The system will automatically calculate an advance equal to 80% of the estimated reimbursable expenses for a period of up to 45 days.  The computed advance will be deposited into the traveler’s financial institution as an EFT payment 10 days prior to the scheduled departure date.  In cases where the traveler departs within the 10-day window, the advance will be processed for payment upon AO approval.  In cases when an advance of 80% places the traveler in a financial burden, the AO may approve an advance of 100%.  This determination must be done on a case-by-case basis.  In these cases, the traveler profile must be reset by the DTA to “Full Advance”.  Upon completion of travel, the advance amount is deducted from the total reimbursable entitlements as a previous payment on the voucher – resulting in a net payment to the traveler.
Organizations that are DTS-Tailored because there is no interface with their accounting system cannot use the non-ATM advance functionality in DTS.  Travelers in these organizations requiring a non-ATM advance must process their authorization outside of DTS.
It is highly recommend that travelers do not request both a non-ATM advance and Scheduled Partial Payment (SPP) for the same authorization in order to avoid the potential for a DUE U.S.
8.8.  Scheduled Partial Payments (SPP).
Travelers on TDY/TAD exceeding 45 days can request a scheduled partial payment through DTS.  Payments are computed and scheduled for payment in 30-day increments.  The amount of the SPP is deposited via EFT into the traveler’s financial institution, to include a split disbursement option to send payment to the Government charge card vendor.  Upon completion of travel, the SPP amount(s) are deducted from the total reimbursable entitlements as a previous payment – resulting in a net payment to the traveler.
Organizations that are DTS-Tailored because there is no interface with their accounting system cannot use the scheduled partial payment functionality in DTS.  Travelers in these organizations requiring a scheduled partial payment must process their authorization outside of DTS.
Attachment A – Authorizing Official Guidance

General.  Under the Reengineering Travel concept, the certifying officer, in the absence of a hard copy travel claim, relies on the AO to verify travel was actually performed and the expenses claimed are reasonable and authorized.  Although an AO is not expected to be a travel expert, as the Certifying Officer they can be held pecuniary liable for improper reimbursement to the traveler.

Approval Process.  The primary purpose of management approval of a travel voucher is to provide the disbursing officer with a reasonable assurance the traveler actually performed the travel as shown on the voucher.  As an official responsible for supervising the traveler and who, therefore, plays a part in the process of ordering the individual TDY, an individual in the supervisory chain is in the best position to provide this assurance.  When documents are awaiting review, the AO is notified via Email or when they access DTS.  The AO selects "Route and Review" from the DTS toolbar.  All authorizations and vouchers awaiting approval are displayed.  The AO selects a specific individual and the document requiring review.  Once the authorization/voucher is displayed, the AO may review any part of the document.  The AO should review all aspects of the document, ensuring information is complete and expenses claimed are reasonable and authorized.

Reasonable Expenses.  A secondary purpose of the approval process is to evaluate the reasonableness of the claimed expenses.  An individual in the supervisory chain is normally familiar with the circumstances of the individual’s travel and can provide oversight regarding the expenditure of unit resources.  An AO must, therefore, evaluate expenses with some flexibility. Travelers generally claim only those necessary expenses encountered on official travel and the majority of these can be easily determined as reasonable.  On those occasions when an approver notes an expense that appears to be "unreasonable," the questionable item should be discussed with the traveler and every effort made to resolve the issue.  The expense should be evaluated as being appropriate (or not) for the travel conditions encountered by the traveler on that particular trip.

Unreasonable Expenses.  AOs should note and inform appropriate management officials (supervisor, commander, etc.) or discuss with the individual (as appropriate) any expense he/she believes is clearly out of line or excessive.  If, after discussion with the traveler and/or the appropriate management officials, the AO still believes an expense is clearly unreasonable and does not wish to approve the voucher, he/she should contact the FDTA or TO for advice.

Attachment B – Certifying Officer Guidance

Forward

This guide is intended for use as a readable desk reference by all newly appointed and veteran Certifying Officers.  Whether certification is via paper or electronic form, the fundamental responsibilities of a Certifying Officer are unchanged.

Introduction

This guide has been written for those who are authorized to exercise the “Approved” stamp when using the Defense Travel System (DTS).  Hopefully, it will serve as a convenient introduction for those who are new certifying officials as well as those who are veteran certifying officials. The emphasis in this guide is on the importance of your responsibilities as a certifying official and how serious the consequences may be in the absence of good judgment and due diligence in the performance of your duties.  We recommend you refer to this guide often.

Why This Guide Was Developed for You

As a certifying official for travel payments, you are personally accountable for the correctness of Federal Government payments.  The following pages will emphasize your responsibilities as a certifying official–responsibilities mandated by law.  It’s important for you to be aware of these responsibilities and know how to meet them.

What is a “Certifying Official”?
Since Congress created the Treasury Department in 1789, certain Government employees have been accountable for Federal payments.  Specific people have the responsibility to verify payments made by the Federal Government are legal, proper and correct.  This verification involves certifying a voucher upon which a disbursement will be made.

For DTS, Certifying Officials must ensure supporting documents are retained for the required timeframe by the traveler.  In addition, under no conditions can a Certifying Official certify their own claim for reimbursement for travel expenses.

What is “Personal Accountability”?
As a Certifying Official, you could be held personally accountable–individually responsible for verifying the Federal Government payments under your jurisdiction are legal, proper and correct.  This is your “personal accountability.”  If any payment you certified is found to be illegal, improper, or incorrect, you may be held individually responsible for reimbursing the Government for the amount of that payment.  Being held responsible to the degree that you are required to reimburse these payments is termed “pecuniary liability.”

However, this liability is limited when there is reliance on automated systems, such as DTS, to perform calculations for entitlements.  The Certifying Officer should ensure that the items being claimed, the date/duration of the trip, and other details upon which the system bases its calculations are correct. 
The DTS is a certified, well-designed, automated system that can generate a payment and includes evidence to verify the system is designed and operating properly.  DTS provides the Certifying Official with a method of certifying payment vouchers without manually signing the individual payment vouchers.  This method, “electronic certification,” will be especially applicable for certification of payment data telecommunicated to the disbursing centers by the DTS.

Well-designed automated systems have procedures that require:

· Documents are properly authorized, approved, and examined before they are transcribed into machine-readable form;
· Transcriptions are complete and accurate;
· Specifications identify what the system is required to do and are consistent with current legal and policy requirements; (These specifications must also specify adequate controls over inputs, processing, and outputs, and they must provide for processing all aspects of transactions properly.)
· Additions, deletions, or changes to data or computer programs are authorized and controlled;
· Equipment functions properly and operates according to present stipulations;
· Physical access to documents and equipment is adequately restricted; and
· Source data received from outside the processing departments and agencies or from other computer systems are processed according to the above criteria.

While you are legally liable, under an automated payment system, the conditions under which you may be relieved are different from those under a manual system.  The basic issue in determining your liability is whether it was reasonable for you to rely on the system to continually produce legal and accurate payments.  However, other issues, such as evidence of lack of due care on your part, will also be considered by the United States General Accounting Office (GAO) in determining liability.

According to the Law, What are Your Responsibilities as a Certifying Official?

As a Certifying Official, you are responsible for the accuracy and legality of the payments made from Federal funds you approve.  Essentially, 31 U.S. Code (USC) 3528 states you are:

· Responsible for any errors in certified payments;
· Responsible for ensuring the facts presented in certified documents for payment are complete and accurate;
· Responsible for the illegal, improper, or incorrect payments made by the Federal Government when you offer false, inaccurate, or misleading certifications; and
· Responsible for any payments prohibited by law and do not represent legal obligations under the appropriations or funds involved.

However, the law also provides you may be relieved of liability on payments you certified under certain situations.  Guidance on requirements for payment and conditions for relief are in the DoD FMR Volume 5, Chapter 33 (http://www.dtic.mil/comptroller/fmr/index.html).
What Should You Do in Carrying Out Your Responsibilities to Avoid Liability?

Certifying Officials have a burden of verification in order to avoid liability or to qualify for relief.  Therefore, in carrying out your responsibilities you should do the following:

· Properly supervise subordinates by establishing a system of procedures and controls, which minimize opportunities for incorrect or improper payments and insure established procedures are followed;
· Know you have a right to request an advance decision from the Comptroller General when you have doubts about the legality of payments;
· Be alert to the possibility of vouchers being processed a second time (one electronic and one paper voucher);
· Make use of the evidence available; e.g., fund availability certifications, and other documentation that indicates procedural safeguards regarding payment were observed;
· Return vouchers without adequate documentation to the appropriate person for necessary supporting documentation;
· Do not authorize payments unless funds are available to cover the payments; and
· Do not allow anyone else to use your personal “electronic signature” certificate.

The liability of a Certifying Official is prescribed under USC, Title 31, Money and Finance, Sections 3528 and 3529.  In accordance with 31 USC 3528, Certifying Officials are not required to personally reimburse the Government for payments they have certified if:

· They made certifications based on official records;

· They exercised due diligence and good judgment in performing their duties;

· They had no personal knowledge of any illegal, improper, or incorrect payments and could not be expected to uncover them in the reasonable performance of their assigned duties;

· The obligation was incurred in good faith;

· No law specifically prohibited the payment; and

· The government received value for the payment.

Congress has, in a series of laws, provided for the relief of Certifying Officials from liability. The GAO makes the final decision.  However, action taken by the GAO is usually based on determinations made by the administrators of the agencies involved.

A Certifying Official may request relief from liability supported by a statement explaining how the evidence shows the absence of negligence on the individual’s part.  The following are not factors to be considered for relief from liability:

· Following orders of a superior;
· Heavy workload, good work, or service record;
· Lack of experience, supervision, or training; and
· Financial hardship.

All requests must be routed via the appropriate commander/director to the Defense Finance and Accounting Service Headquarters for consideration.

According to the Law, What can Happen to You if You Are Negligent in Performing Your Job?

Certifying Officials are among the employees involved in the payment process who are personally liable for any illegal, inaccurate, or improper payments.

If an outstanding liability remains as a result of a loss for which the CO is liable, and there is not a request for relief or relief is requested and denied, the CO becomes indebted to the United States for the amount involved.  The Agency can initiate collection action against the individual in accordance with the Law.  If the individual is still employed by the Government, the means of collection is accomplished through a mandatory withholding of pay.

Additionally, the Civil Service Report Act of 1978 states  “employees should be separated who cannot or will not improve their performance to meet required standards.”  The Act also states employees may be reduced in grade or removed if their job performance is unacceptable.

Conclusion.

COs perform an important role in the execution of voucher payments by the Federal Government.  COs are personally accountable and can be held peculiarly liable for incorrect, improper, or illegal payments they certify.

The development of automated systems enhances the speed in which we process documents, but does not relieve CO from determining the legality, correctness, or propriety of payments.

References:
Public Law 104-106, February 1996, Certifying Officer Legislation

Public Law 105-264, October 1998, Travel and Transportation Reform Act

U.S. Code, Title 31, Sections 3325 and 3528

DoD Financial Management Regulation, Volume 5

DoD Financial Management Regulation, Volume 9

Joint Federal Travel Regulations (Military)/Joint Travel Regulations (Civilian)

Attachment C – Travel Policy Guidance

Official Phone Calls.  The information technology age is gradually infusing itself into the way we conduct our TDY business.  One way this is happening is through the use of e-mail.  Many people now travel with laptop computers and use them to stay in touch with the “home office” while TDY.  We do this by using the DLA Remote Access Service (RAS), via the 1-800 commercial phone lines from the traveler’s lodging location.  Normally this is not a problem when traveling within the CONUS.  Most lodging facilities do not charge any fees when connecting to a toll free number.  However, some may.  It is best to question the lodging facility on phone charges before making decisions on how often you “check your  e-mail” while TDY.  Making numerous connections over a long period of time could add up to excessive costs.
Certain phone calls to the home or family during TDY are in the Government’s best interest (e.g., traveler’s safe arrival, changes in itinerary, etc.).  However, AOs must limit this expense to a specific dollar amount set by the local guidelines.

Lodging Taxes.  Taxes assessed for lodging expenses in the 50 States, District of Columbia, territories and possessions and the Commonwealths of Puerto Rico and the Northern Mariana Islands are a separate item of reimbursable expense.  Travelers should only claim the actual room fee under “lodging” and any taxes under “expenses – non mileage.”

Automatic Teller Machine (ATM) Fees.  Ensure you account for any additional ATM fees charged by the Bank/Credit Union who operates the ATM when calculating the GOVCC card fees.  For example, currently the GOVCC Card fee is $2.00 or 3 percent, whichever is greater.
A1.3.1.  If you withdraw $200 from an ATM that has no ATM charges, you should claim $6.00 in ATM fees (200 x 3%).

A1.3.2.  If the Bank’s ATM charged you an additional $1.50 fee for withdrawing funds from the ATM, you should claim $7.55 in ATM fees (201.50 x 3% = 6.05 + 1.50 = 7.55).
Laundry and Dry Cleaning Expenses.  Normally, dry cleaning costs are considered as an expense covered by incidental portion of your daily M&IE. However, civilian employees may claim laundry and dry cleaning expenses as a separate item of reimbursable expenses (claimed under “other expenses” in DTS), when TDY in the CONUS for four or more consecutive nights.  Military travelers may claim laundry and drying cleaning expenses as a separate item of reimbursable expense when TDY in the CONUS for seven or more consecutive nights.  Laundry and dry cleaning are not reimbursable as a separate item of reimbursable expense when TDY to OCONUS locations (includes Hawaii and Alaska).

Official Mileage.  Official distances for travel by Privately Owned Vehicle (POV) will be automatically calculated by the DTS using the Defense Table of Official Distances (DTOD).

Travel to Airport and in/around mileage is based on individual odometer readings (actual mileage) travelers must provide.

Miscellaneous Reimbursable Expenses.  If you incur an expense that is not one of the types of expenses included in the “drop down” list, and you choose “Other Miscellaneous Reimbursement,” you must explain what the expense was for in the “Comments” section.

Proportional Meal Rate (PMR) and Government Meal Rate (GMR).  The concept of PMR was developed as part of the travel simplification process.  AOs must select one of three options regarding use of government mess when a dining facility is available to the traveler.  Mission requirements, not personal preference, should be the basis for decisions on appropriate per diem rates to apply.

When quartered on a Military installation, the travelers may use messing facilities.  If it is not practical to use the available Government mess, the AO may state on the travel authorization, “Use of Government Mess is not directed.”  Normally, it is considered impracticable for a traveler to use available Government mess when one of the following conditions apply:

The use of available Government mess would adversely affect the mission.

There is excessive distance between the mess and place of duty or the mess and place of lodging.

Transportation is not reasonably available between the mess and the place of duty or the mess and place of lodging.

Duty hours and mess operating hours are not compatible.

The AO may state, “Use of Government Mess is directed.”  Use this option when the traveler is quartered on the installation, all three Government meals are available, and none of the above conditions apply.

The AO may select, “Use of Proportional Per Diem Rate is Directed.”  Use this option for each day at least one Government meal is available and the member is quartered on a Military installation.
Split Disbursement.  DTS has the capability to automatically transfer a portion (or all) of your travel settlement payment to your GOVCC card, referred to as a “split disbursement.”  The DTS “default” setting will split-disburse the three major expenses (transportation, lodging, and rental car) to the GOVCC Card.  If you did not use your individual GOVCC card for any of these expenses, you must change the default setting to reflect disbursement to your personal EFT account.  You may change the disbursement method when filing a voucher.
CTO Transaction Fees.  Under transaction-based CTO contracts, the CTO charges a fee whenever an authorization is routed to them.  For DTS transactions, CTO transaction fees are billed to the same method of payment that the transportation expense was charged to (either IBA or CBA).  
DTS users who use their IBA as the method of payment must include a “Travel Agent Fee” expense as part of their authorization should-cost.  Upon completion of travel, the expense item must be updated to actual cost on the voucher.  The cost of the fee, if applicable, will be included in the itinerary/invoice at time of ticketing.   

DTS users who use the CBA as the method of payment do not need to include the transaction fee as a separate expense on the voucher.  The transaction fee is returned to DTS as a separate “ticket” in the PNR from the CTO (non-reimbursable to the traveler) and will be paid when the CBA invoice is processed.

Attachment D – Abbreviations and Acronyms

	Acronym
	

	ADSN
	DFAS Field Site Accounting and Disbursing Site Number

	AEA
	Actual Expense Allowance

	AO
	Authorizing Official 

	CBA
	Centrally Billed Account

	CED
	Contingency, Exercise, Deployment

	CO
	Certifying Official

	CONUS
	Continental United States (48 contiguous States)

	CDC
	Central Data Center

	DFAS
	Defense Finance and Accounting Service

	DLA
	Defense Logistics Agency

	CTO
	Commercial Travel Office

	DTOD
	Defense Table of Official Distances

	DTS 
	Defense Travel System

	EFT
	Electronic Funds Transfer

	FDTA
	Finance Defense Travel Administrator

	GATES
	Global Air Transportation Execution System

	GOVCC
	Government Charge Card

	IATS
	Integrated Automated Travel System

	IBA
	Individually Billed Account

	JFTR
	Joint Federal Travel Regulations (military)

	JTR
	Joint Travel Regulations (Civilian)

	LDTA
	Lead Defense Travel Administrator

	MTMC
	Military Traffic Management Command

	NDEA
	Non-DTS Entry Agent

	NGMS
	Northrop Grumman Mission Systems

	OCONUS
	Outside the Continental United States

	ODTA
	Organizational Defense Travel Administrator

	PCS
	Permanent Change of Station

	PMO-DTS
	Program Management Office – Defense Travel System

	PMR
	Proportional Meal Rate

	PNR
	Passenger Name Record

	POV
	Privately Owned Vehicle

	RDC
	Regional Data Center

	TA
	Travel Authorization

	TDY
	Temporary Duty

	TO
	Transportation Officer


Attachment E – DTS Definitions and Trip Type Categories
	Arrangements Only
	Not Processed by DTS
	Full DTS

	Permissive TDY
	Military Contingencies
	Routine TDYs

	Hospital/Patients
	PCS travel
	

	Escort/Attendant
	Flight Orders
	

	Invitational Travel Orders
	MEDIVAC
	

	TDY funded with more than one ADSN
	
	

	TDYs funded by others 
	
	

	Non-Appropriated Fund Travel
	
	

	Emergency Leave
	
	

	Formal Training Orders
	
	

	GSUs
	
	

	Traditional Reservists
	
	

	
	
	



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	

	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Attachment F – DTS Data Flow Diagrams
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Attachment G – Interim Debt Management Process
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NOTES FOR INTERIM DEBT MANAGEMENT PROCESS USING THE DEFENSE TRAVEL SYSTEM (DTS)

This document outlines the manual, interim debt management processing for DTS which will be in effect until an automated process is in place.

Overview

These procedures outline the process that will be used when the settlement of a claim results in an overpayment and assumes that DTS will not pass a negative balance to the accounting system (DBMS).   DoD policy dictates that all (non-exempt1) travelers use the Government Travel Card (GOVCC) for all expenditures when traveling on official Government business.   However,  on occasion an infrequent (exempt1)  traveler may request and receive a travel advance.  When a travel advance in excess of the actual authorized expenditures is issued DTS will recognize the transaction as an “Overpayment” and not pass the transaction to the accounting system (DBMS).  Under this circumstance DTS allows for the use of three expense codes.  These are: “Overpayment”, ”Debt under $10”, and “Debt Waived” to account for the negative amount.  

To ensure a sound debt management process, the Lead Defense Travel Administrator (LDTA) will request an ad-hoc report (not less than once per month) from the DTS Tier 3 Help Desk that will identify all vouchers from authorization having an expense item of “Overpayment.”  The traveler’s first notification on a “due US” should be in the settlement process when an e-mail and/or screen message is generated by DTS.  A member of the LDTA and traveler’s Financial Services Organization (FSO) will reconcile this report and validate its accuracy and compeleted action.

Collection process for a DTS Overpayment Due to Excess Advance

a. The traveler, and members of the Defense Travel Administration (DTA), will be notified of the overpayment by the DTS after the Administrative Officer/Certifying Officer (AO/CO) approves the voucher  authorization.  At this time the AO/CO has to enter an expense code and approve the settlement to create the zero dollar voucher.  The zero dollar document will then be processed by the DTS Central Data Center.

b. If the overpayment is $10 or less, the DTA must amend the voucher from authorization using the DTS expense item “Debt Under 10 Dollars.”  The authorizing official will approve the amended voucher from authorization.  Process ends. 
c. If the overpayment is more than $10:

        (1) The DTA must amend the voucher from authorization using the DTS expense item “Overpayment.”  The authorizing official will approve the amended voucher from authorization.  

        (2) A member of the DTA will notify the AO/CO by providing a hard copy of the voucher from authorization to serve as documentation for the collection process.

        (3) The AO/CO will notify the traveler of the overpayment, in writing, and give the traveler 15 days to make a refund.  If, after 30 days, the traveler has not provided a cash refund, or obtained a waiver, the AO will initiate and send a pay garnishment request, with supporting documents from DTS, to the traveler’s civilian payroll liaison office.  

        (4) Action complete.

Collection process for a DTS Overpayment Due to DFAS Audit
a.  DFAS will e-mail a notification to the FDTA that a subsequent audit of a travel voucher has resulted in a Debt to the Government.  The FDTA will forward the notification to the AO/CO via e-mail.  

b.  If overpayment more than $10.00:

        (1) The AO/CO will notify the traveler of the overpayment, in writing, and give the traveler 15 days to make a refund.  If, after 30 days, the traveler has not provided a cash refund, or obtained a waiver, the AO will initiate and send a pay garnishment request, with supporting documents from DTS, to the traveler’s civilian payroll liaison office.  

        (2) Action complete.

Attachment H -- References

The following are the pertinent references of special significance to the Defense Travel System:
· Joint Federal Travel (JFTR)/Joint Travel Regulations (JTR), Appendix o

· PMO-DTS, Defense Travel System Help Desk Concept of Operations, Version 2.0, June 15, 2000
· PMO-DTS, Defense Travel System Business Rules, Version 2.0 (Draft), 23 May 2003
· PMO-DTS, Defense Travel System Finance Guide, Version 9, September 2001

· NGMS, DTS Automated Management Tools

· Public Law 104-106, February 1996, Certifying Officer Legislation

· Public Law 105-264, October 1998, Travel and Transportation Reform Act

· U.S. Code, Title 31, Sections 3325 and 3528

· DoD Financial Management Regulation, Volume 5

· DoD Financial Management Regulation, Volume 9
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