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DEFENSE TRAVEL SYSTEM

(DTS)

BUSINESS RULES

18 December 2003

1.  Purpose.  To provide instruction on the U.S. Army Center for Health Promotion and Preventive Medicine (USACHPPM) Defense Travel Systems (DTS) Business Rules.

2.  References: See appendix A. 

3.  Points of Major Interest and Facts.

Introduction

The following instructions will be used in conjunction with other DTS-related publications provided by Higher Headquarters, (for example, PMO-DTS, Army-DTS, and User Documentation provided by TRW (the DTS contractor)).  Where inconsistencies exist, this document will take precedence as local policy and procedures.  The business rules and instructions contained within this document should be considered a “living document” and subject to frequent updates.  The most up-to-date version of this document, and other applicable resources, will be available on the USACHPPM web site, http://chppm-www.apgea.army.mil.  Please address questions concerning this document to the DTA, Resource Management.

Note:  Until further notice, the Contract Travel Office (CTO) referred to in the document is Carlson Wagonlit, located in building 3326 Erie Street, Aberdeen Proving Ground, Maryland.

Local Business Rules

Update of Traveler Information Prior To Travel

 XE "UPDATE OF TRAVELER INFORMATION PRIOR TO TRAVEL" 
All personnel will validate their Traveler Information contained within the DTS prior to initiating a DTS authorization.  Some fields have restricted access and must be updated by the USACHPPM DTA.  As a minimum, the traveler is required to validate, update, or request the DTA (as applicable) to update the following:

· Mailing Information (to include home phone number).

· Residence Information.

· AKO E-mail Address.

· Rank (use the correct format, e.g., ME-03, MO-02, GS-06, etc.).

· Government Travel Card (number and expiration date) (DTA entry only).

· Checking/Savings Account Information (DTA entry only).

Note:  Failure to accurately provide/review/update this information will result in non-Electronic Funds Transfer (non-EFT) payment of travel settlements (paper checks will not be issued when an EFT payment is returned) and may compromise the CTO’s ability to provide you with important information regarding changes in your travel arrangements.

Appointment and Acknowledgement Letters XE "APPOINTMENT & AKNOWLEDGEMENT LETTERS"   

Depending upon the user’s level of responsibility, DTS policy requires the appropriate appointment and acknowledgement letters be completed prior to accessing the DTS.  Therefore, individuals who approve authorizations function as a reviewer of Joint Federal Travel Regulation/Joint Travel Regulation (JFTR/JTR) - Appendix O entitlements, approve/certify vouchers for payment, administer the DTS, or sign vouchers on behalf of another traveler, which must be approved in writing.  The appropriate letters are contained on the web site, http://www.apg.army.mil/dts and are also contained in the U.S. Army Business Rules for Deploying the DTS.  Any official who certifies vouchers for payment must complete the Certifying Officer’s Legislation (COL) Course.  This Computer Base Training (CBT) is provided on a compact disc (CD), which can be obtained by contacting the DTA, Resource Management.  This CBT produces a computer-generated certificate of completion that must be attached to the appointment letter.

Note:  USACHPPM’s DTA must ensure that the appropriate documentation is completed prior to giving appointed individuals permission to use the DTS (above a permission level of zero (0)).  The original of the appointment letters and acknowledgements will be filed in the Appointing Officer’s official files.  The activity-lead DTA must receive a copy of each letter (and a copy of the COL-CBT certificate if applicable) to be placed on file in the Resource Management Office.  Permission levels from within the DTS will be audited periodically against mandatory unit documentation by an independent agency.

The Authorizing Official/Certifying Official (AO/CO) is hereby considered to be one and is identified as the AO throughout this publication.  

Digital Signatures and the Use of Trusted Agents XE "DIGITAL SIGNATURES AND THE USE OF TRUSTED AGENTS"  

The DTS requires the use of digital signatures to authenticate user identity.  A digital signature can be issued either directly by the unit’s supporting Local Registration Authority (LRA) or Trusted Agents.  Not all travelers must have digital signatures; the individual units may decide to employ the use of a Designated Government Entity (DGE) to act on-behalf of the traveler to prepare travel vouchers.  If a DGE is utilized, strict safeguards and appropriate documentation must be maintained.  USACHPPM does not employ the use of a DGE for travel vouchers.

Unit Order Preparers XE "UNIT ORDER PREPARERS" \b  

 If the traveler doesn’t have a digital signature, the DTA will complete and sign the travel authorization (TA) (NOT THE VOUCHER) for the traveler.  The traveler will need a digital signature after travel is complete (to digitally sign his own travel voucher). The DTA will schedule the traveler with the LRA or have a Trusted Agent (if utilized within the unit) collect the appropriate information so that the traveler can obtain a digital signature and a Common Access Card (CAC).

DTS Help Procedures XE "DTS HELP PROCEDURES"  

DTS Help is provided through a tiered structure.  The first line of help for the traveler is the provided documentation concerning the DTS (for example, DTS Documentation Guide, DTS Tri-folds, USACHPPM DTS Business Rules, etc.).  These publications are provided on the USACHPPM web site: http://chppm-www.apgea.army.mil.   

The next Help tier is the USACHPPM Lead DTA, Resource Management Office (0630-1500), 410.436.2317 or 5-2317 or E-mail:  USACHPPM-DTS Help (This address goes directly to the DTAs.)  The person requesting help must provide the following information:

· DTS Document Name.

· Travel Authorization (TA) – number.

· Traveler’s Name.

· Traveler’s DTS Organization Name.

· Document Type (for example, authorization, voucher, local voucher).

· Document (original, adjustment, amendment).

· Document Status (Created, Signed, CTO Submit, CTO Booked, etc.).

· Mode/Function (Profile, Itinerary, Reservations, Ticketed Trans, etc.).

· Question/Problem.

Government Travel Card Activation XE "GOVERNMENT CREDIT CARD ACTIVATION"   

Restricted credit cards and infrequent traveler’s credit cards are deactivated until a traveler goes on temporary duty (TDY).  The travel card must be reactivated by the USACHPPM Travel Office, who is the Activity’s Travel Card Agency Program Coordinator (APC) before travel begins.  Travelers will notify their Activity APC 5 days prior to departing TDY to ensure their travel card is activated.  Additionally, these travelers will provide a copy of their travel authorization to the APC.  If a traveler needs a first-time card or must have a card reissued, it takes approximately 10 working days to receive the new card.  A new card can be sent by Federal Express to the traveler for a fee of $20.00; this process takes approximately 3 days.  The $20.00 fee is a reimbursable expense if it is included in authorization as a reimbursable expense and approved by the Activity’s Approving Official.

Interim DTS Travel Procedures XE " INTERIM DTS TRAVEL PROCEDURES"  

Until further notice, USACHPPM personnel will continue to use its existing CTO and will utilize existing procedures to secure air segment reservations.  The DTS Reservations Module will not be used until an approved DTS CTO is secured. (see appendix B.) This will require the traveler to continue to contact the CTO to arrange all air and rental car reservations prior to initiating a DTS authorization.  After reservations are made, the traveler must then secure an itinerary from the CTO.  The itinerary will be used to update the DTS with appropriate information to facilitate adequate records keeping (until the DTS Reservations Module can be fully utilized).

The traveler must follow the steps outlined in Appendix B to ensure all information needed by the DTS is captured.  See appendix C for DTS web-based instructions.

Ensure a separate entry is made to and from all TDY points but not to points where the traveler changes equipment enroute.  For example, on a trip from Nashville, Tennessee to Fort Lewis, Washington to Fort Bliss, Texas then returning to Nashville, Tennessee, there will be three entries:  (1) Nashville to Seattle, (2) Seattle to El Paso, and (3) El Paso to Nashville.  The total cost of the trip will be entered on the first- trip segment only (for example, Nashville to Seattle).

The use of the CTO to arrange official travel is mandatory, or a statement in detail as to exactly why a CTO is not available, or otherwise is not being used must be provided with this authorization. 

Ref:  JFTR, Para. U3120 and JTR, Para. C2207

If there is a General Services Administration (GSA) contract city-pair fair between an official travel origin and official travel destination, it should be used unless one of the five reasons in par. C2002-A4 exists.  A detailed explanation must be stated if other than the contract city-pair fare is to be used for the reason in par. C2004-A4a. 

Ref:  JFTR, Para. U3145 and JTR, Para. C2002

Note:  The traveler is responsible for providing three copies of the Authorizing Official/Certifying Officer (AO)/(CO) - approved default DTS travel authorization to the Installation Transportation Office (upon pick-up of itinerary).  Remember to provide a copy of the original travel authorization, adjustments, and all amendments.

Group Travel XE "GROUP TRAVEL"  

For groups of 20 or less, the lead traveler will call the CTO to arrange travel for the entire group.  Once airline, hotel, and rental vehicle(s) (as appropriate) have been secured, the lead traveler must obtain an itinerary from the CTO.  Using the itinerary, the lead traveler will create and sign the initial DTS TA.  The lead TA will then be copied within the DTS and given a new TA name for each traveler.  The new TA (one for each traveler) must reference the lead traveler’s name in the remarks section.  The TA must then be signed and approved for each individual traveler.  For groups of 21 or more, the arrangements and travel orders will be processed outside of the DTS.  Traditional group orders with individual travel vouchers (SF Form 1351-2s) will be used to settle group order travel claims.  

Note:  If military air is available, the traveler must construct the needed Customer Identification Code (CIC Code) XE "CIC Code"  within the remarks section of the DTS authorization for all foreign travel as follows:

223047G00118001 (example)

Also, if military air is available, 6 copies of the authorization must be taken to the Installation Transportation Office (ITO).  Upon receipt of authorization from traveler, the ITO will complete a Travelope for the CAT B flight, and then send traveler to CTO to procure commercial tickets to the port of departure (if appropriate).

Non-DTS Travel Types XE "NON-DTS TRAVEL TYPES"   

The following types of travel will be processed outside the DTS; current policies and practices will continue to apply until the DTS is further enhanced:

· Open Allotment (AB).

· Hospital/Patient (AE).

· Prisoner Escort/Attendant (AH).

· Invitational TDY (E).

· Various Reserve Component TDYs.

· Medical Evacuation (MEDIVAC).

· Bus Transportation.

· Non-ATM (automated teller machine) Advances.

· Centrally Funded.

Air Line Ticket Billing XE "AIR LINE TICKET BILLING"  

If the air travel is to be paid through a Centrally Billed Account (CBA) and not the individual’s Government Travel Card, the traveler MUST update the ticket information within the DTS, Ticketed Transportation Window.  The billing type must be changed from CP (commercial plane billed to the Government Travel Card) to CP-C (commercial plane billed to a CBA).  The preferred method is for the traveler to use their Individual Government Credit Card.  A comment must be made in the remarks field that the “Traveler is authorized to charge the airline ticket to their Individual Government Credit Card.”

Note:  It is very important that the AO notify the traveler to change the mode of travel and equally important the traveler changes it in Ticketed Transportation so that travel is not charged to their individual Government Travel Card.  This is especially important if the individual has not been issued a travel card.

Note:  Failure to change the method of payment will result in airline charges to the traveler’s Government Travel Card.

Travel using a CBA will require two separate lines of accounting (LOA) to be included in the accounting screen within the DTS.  Select the appropriate LOA with Element of Resource (EOR) 21T1 for the airline cost associated with the CBA and the appropriate LOA with EOR 21T2 for all other costs.

Travelers must acquire a receipt for airline tickets.  This receipt may be in the form of a final itinerary (after ticket(s) are purchased) received from the CTO via fax or e-mail, or it may be an Electronic ticket (E-ticket) receipt.  Two days prior to travel, the CTO will purchase the ticket on behalf of the traveler.  The actual cost of the ticket must be entered in the Ticketed 

Transportation Window when the Travel Voucher (TV) is prepared.  If the ticket is purchased as an E-ticket, a copy of the E-ticket receipt must be included as part of the receipt package reviewed by the Activity AO/CO. 

Excess Baggage XE "EXCESS BAGGAGE\:"  

Excess baggage, if authorized, must be included within the DTS authorization.  Select this option from within the DTS Other Authorizations Window.  The Individual Personal Government Travel Card will be used to pay for this expense.  If the traveler doesn’t have a Government Travel Card, the individual traveler must contact the ITO for assistance.
Ticket Delivery XE "TICKET DELIVERY"  

An E-Ticket will be used whenever possible.  When a paper ticket must be issued, the CTO will contact the traveler directly in the following order:  phone, fax, then E-mail to secure a delivery address; therefore, it is important to update the Traveler Information table prior to each TDY trip.

Enroute Changes XE "ENROUTE CHANGES"   

All enroute changes must be coordinated and approved through the Activity AO.  Once approval is gained, the unit should immediately amend and approve the travel authorization for the traveler.  The traveler and/or the activity will coordinate all changes with the CTO during normal business hours at (410.273.1100) or through the after hours passenger service number (800.468.2863).  All charges related to enroute changes will be charged to the Individual’s Personal Government Travel Card.  Individuals who do not have an Individual Personal Government Travel Card will contact their ITO at 410.278.5695 for assistance.

For Individual Billed Accounts (IBA) billing:  If the traveler does not have an IBA the CTO will contact the Government Transportation Officer/Contracting Officer Representative (GTO/COR), 410.278.5695 during duty hours or 410.272.7912 after duty hours, for approval to charge the airline travel to an APG CBA.

Return of Unused Tickets XE "RETURN OF UNUSEDTICKETS" :

The traveler must notify the CTO (410.273.1100) of any unused or partially used tickets within 2 business days.  The CTO will instruct the traveler on the proper return of all tickets.

After Duty-Hours Travel  XE "AFTER DUTY-HOURS TRAVEL"  (1630 until 0730 hours)

All after-duty hour’s travel must be arranged through CTO’s after-duty hour’s customer assistance number (800.468.2863).  The CTO has been given the authority to make travel arrangements for travelers who have an approved authorization (digitally signed by the unit’s AO.)  With an approved travel authorization, the cost of this travel will be charged to the individual’s Personal Government Credit Card.  If the individual does not have a Personal Government Credit Card, the emergency CTO will contact the local ITO representative.  (This procedure is currently in place.)  The approved travel authorization must be faxed to the local servicing CTO (410.273.1181) and to the local ITO (410.278.7788).  If these conditions of travel are not met, (for example, verbal order of the Commander (VOCO), deviations of itinerary), the CTO may contact the GTO (if necessary) and charge the airline travel to the individual’s Government Travel Credit Card.  

Note:  It is the individual’s responsibility to complete a DTS authorization for all VOCO orders and necessary amendments.  These actions should be completed as soon as possible to ensure a timely travel settlement.
Travel Vouchers XE "TRAVEL VOUCHERS"  

Settlement vouchers are prepared using the TA name assigned by the traveler.  When preparing a voucher, ensure the mode of transportation is the same as the mode on the travel authorization (Ticketed Transportation Mode).  Do not change mode of transportation when preparing the voucher.  Changing this data field will cause the funds disbursing system to reject the voucher.

Government charge card ATM advance expense must be manually calculated based on recent changes to the Government’s contract with the travel card company (that is, the Bank of America).  The expense will be 3 percent of the ATM withdrawal amount or $2.00, whichever is the larger amount.  This expense is a menu item in the Expenses Module of DTS.

AO/CO must always check pre-audits to ensure all data fields are properly completed.  For example, if the “Type Travel” field is left blank in the Itinerary Module, the DTS will reject the voucher.

Split Disbursement is mandatory. XE "SPLIT DISBURSEMENT" 
The DTS defaults to split disbursement for any expenses paid by the Government Credit Card such as:  airfare, rental vehicles, hotel bills and ATM fees. 


Cancellation Procedures

See appendix D for complete instructions on cancellation of travel.

DTS Cost Analysis

Effective 1 October 2003, APG is conducting a Cost Analysis on DTS.  This analysis will go through 31 March 2004.

Projective:  APG processes approximately 1,000 orders per week.  In FY04, Defense Finance & Accounting Service (DFAS) will be charging $32.00 plus to settle a manual voucher and $18.00 plus to settle a CBA airline ticket.

Airline tickets purchased with DTS authorizations will be charged to the individual’s personal government credit card (IBA) costing $1.67.  A savings of approximately $50.00 each ticket.

DTS, if not fully utilized, will incur a financial waste of approximately 35-40 thousand dollars a week if DA continues to pay DFAS for processing our vouchers and reconciling the CBA used solely for the purpose of purchasing airline tickets.

Task:  There are five tasks in order to obtain the information needed.

1. Project # 01QW – Set-up and the overall administration of the program.  (This

is for budget personnel).

2. Project # 01QY – DTS Training of all types (This is for anyone conducting

any DTS training).

3. Project # 01QZ – Local Help Desk Support (Reserved for the Lead DTA).

4. Project # 01R0 – Voucher Examination (If this is new work because of the DTS, use this project).

5. Project # 01R1 – COL Training (Anyone taking the COL training).

Requirements:  Record the number of hours in CIMS using the project numbers above relating to the task accomplished.

Note:  Do not include work that you normally did prior to the DTS.  (for example, if you examined manual travel vouchers prior to the DTS, do not include in the project.  Only include new work after the DTS was started.

The Project # above can be added to your CIMS timesheet by choosing Projects, insert the Project #, Click on search, and then Click on Projects Items.

Additional Information

For more information regarding these instructions or other services available from USACHPPM the point of contact is Hubert C. Doucette at the USACHPPM, Resource Management Division, 5158 Blackhawk Road, Aberdeen Proving Ground, MD  21010-5403; (410.436.2317).

New Authorizations

Creating a new authorization within the DTS requires comments in the “Pre-Audit” module when the default mode changes.  See appendix E for additional information.

Prepared by:  Hubert C. Doucette

U.S. Army Center for Health Promotion and Preventive Medicine, LDTA

Dated:  29 December 2003  

APPENDIX A

References:

1. Project Management Office (PMO)-DTS, Army-Defense Travel Administration. 

2. USACHPPM Customer Service Support (CSS) Desk (0730-1600) (410.436.3861).

3. U.S. Army Business Rules for Deploying the Defense Travel Administrator (DTA), Resource Management.

4. Garrison, Aberdeen Proving Ground DTS CSS Desk.

5. DTS Documentation Guide.

6. DTS Tri-folds. Link:  http://www.defensetravel.osd.mil/dts/site/section_doc.jsp?sid=12
7. USACHPPM DTS Business Rules, Technical Review Workgroup (TRW).

8. JFTR - Joint Federal Travel Regulation/Joint Travel Regulation (JFTR/JTR)

APPENDIX B

DTS RESERVATION MODULE

1.  AIRLINE RESERVATION

a. Type name of the airport city or airport code for the departure and arrival locations.

b. DTS will provide a list of flights starting two hours before and ending two hours after the time shown in the drop down box above the box marked “Search Availability.” The system default is 0900; however the traveler can change this time as needed.

c. Click on the “Search Availability” button. 

d. The system will bring up a list of contract City pairs. (The price is marked in green or yellow and the words “GSA City Pairs” after the price.  After all of the city-pair flights are listed the non-city pairs will be listed.  Non-city pairs are only to be used when a city-pair flight will not meet mission requirements.

e. Click on the “Select & Continue” button for the flight requested. 

f.  If none of the flights meet the mission requirements, click on “Search Flights” at the bottom of the screen, and then change the clock using the drop down menu to get a new set of flights.

g. SEAT Selection - 

1) On each leg of the flight, you will have the opportunity to select an aisle or window seat.  To select an aisle or window seat, click on the drop down menu next to Seat selection. 

2) On many of the flights, you have the capability to select a specific seat.  Click on the hyperlink “Select Seat”.  This will take you to a seating chart of the aircraft.  Click on any seat marked in blue.  The seat number will be displayed in the Seat Number box.  If this is the seat you selected, click on the “done” button.  Repeat this step for each of the flights on the outbound trip.

h. Members of a Frequent Flier program can enter their Frequent Flier number in the box provided.

i. If you deviate from any of the normal items such as the City-Pair Contract flights, you must justify the deviation in the block marked:  “Comments to the Travel Agent”.

j. Once the flight information is completed, click on the “Save Selected Flight” button, and repeat these steps or the next flight.

k. All airline tickets will be billed to your personal government credit card if you have one.  You must check your card each time you use it to ensure it has not expired and that the system has the current expiration date.  Your reservation will not be booked if the expiration date in the system is passed.

2.   LODGING

a. There are three selection criteria for a hotel:  Hotel Name, Near an Airport, or Near a City.  Click on the radio button for your method of selecting a hotel.

b. Fill in the requested information for your selection.

c. Click on “Search Accommodations”.

d. The system will bring up a list of hotels listing the cheapest to the most expensive.  Click on the “Hotel Pricing & Information” for the hotel you want.  The system will bring up a variety of hotel prices (Fed Government rates, AAA rates, state government rates, etc.) Select the Fed Government rate that meets your requirement.

e. Click on the “Save Selected Accommodations” button.

f. If there are special requirements ensure comments are made in the “Travel Agent Block.”

3.  RENTAL CAR

a. This module will automatically take you to the rental car for the TDY site.  The default class of car is Compact.  If you change it to another class of car, you must justify the change in the comments to travel agent block.

b. Click on search availability.

c. Identify your rental car selection, and click on the “Select and Continue” button.  This will take you back to the main Rental car screen.

d. The system defaults to method of reimbursement GOVCC (personal government credit card).  If you do not have a government travel card, click on the drop-down arrow and select personal instead of GOVCC.  Reminder, if you are a government travel cardholder, you must leave the method of reimbursement as GOVCC.

e. DTS does not currently have screens for making car rental reservations from the home/office location to the airport and return.  If you require a rental car to and from the airport, follow the steps in paragraph 1F & 1G.  If you only need a rental car at the TDY site, click on the save selected car and continue with the remaining modules of the authorization.  

f. Instructions for obtaining a rental car from the home/office to the airport and return:

1)  If the traveler has a rental car at the TDY site, enter the following information into the block marked “add comments to the travel agent” in the rental car module.  Suggest the travelers copy these statements to a word document, and then cut and paste them into the comments block.     

Request a rental car to the airport:

· Rental car agency

· Location of rental car agency

· Pick-Up date and time

· Car size




Request a rental car from the airport:

· Rental car agency

· Drop off point

· Car Size

2)  If the traveler does not have a rental car at the TDY site but they have an airline reservation or a hotel reservation, put the rental car information shown in Para. 3F1 in the block marked “Comments to Travel Agent”.  Enter estimated costs of $50.00 to the airport and $60.00 return for the rental car should be entered in the expense module under commercial auto.  These estimates will be adjusted when the voucher is completed.

g.
Click on the save selected car and continue with the remaining modules of the authorization.  

APPENDIX C

DTS INSTRUCTIONS (WEB VERSION)

DTS Instruction – Without a CTO Interface (Web Version) XE "DTS INSTRUCTIONS - WITHOUT A CTO INTERFACE (WEB VERSION)" 
Traveler will: 

· Contact the CTO via telephone; the CTO will make the reservations for the traveler.

· Record all reservation information. 

· Request the two-digit carrier code from the CTO.

· Request the city of arrival and airport code from the CTO.

Traveler selects Document Preparations.  The New Document Icon will appear.

The traveler will:

· Select the New Document Icon.

· Select the Authorizations Radio Button.

· Input the name of the document in the Document Name Field.

· Select the Social Security Number (SSN) Search Button if the traveler's SSN doesn’t appear (individuals with group access will have to do an SSN search to find traveler's SSN).

· Select the Submit Button.

The Itinerary Window appears.  The traveler will: 

· Enter the appropriate information for the trip.  (Follow the normal procedures.)

· Select the Submit Button at the bottom of the screen - DO NOT SELECT THE FORWARD BUTTON.
Note: the icons across the top of the document will become illuminated.

The traveler will:

· Select the (Blue Plane) Ticketed Transportation Icon.

· Select the Add Button.

If the Air Fare is charged to a Centrally Bill Account (not the Government Travel Card) use the dropdown menu in the Type Field to select CP-C (Note: the Description Field will display Air Fare (Government Credit Card (GOVCC-C)).  The Ticket Number Field will be updated to the actual ticket number.

The traveler will:

· Enter the two-digit Carrier Code in the Carrier Field.

· Enter the Airport Code in the Depart Field (if unknown, type in the city).
· Select the Airport Lookup Button to search for the airport.
The Airport Lookup Window will appear.  The traveler will select the 3-digit airport code.

The Airport Code information is updated in the Depart Field.  The traveler will:

· Enter the Airport Code in the Arrive At (if unknown, type in the city).

· Select the Airport Lookup Button to search for the airport.
The Airport Lookup Window will appear.  The traveler will select the 3-digit airport code. The Airport Code information is updated in the Arrive At Field.

The traveler will:

· Enter cost of the roundtrip airfare in the Cost Field.

· Enter the confirmation number in the Confirmation Field.

· Select OK Button.

If the Air Fare is charged to an individual billed Account (IBA) or traveler’s individual billed account, the traveler will:

· Use the dropdown menu in the Type Field to select CP. 

(Note: the Description Field will display Air Fare (GOVCC-I)).  The Ticket Number Field will be updated to the actual ticket number.

· Enter the two-digit Carrier Code in the Carrier Field.

· Enter the Airport Code in the Depart Field (if unknown, type in the city).

· Select the Airport Lookup Button to search for the airport.
The Airport Lookup Window will appear. 

· Select the 3-digit airport code.  The Airport Code information is updated in the Depart Field.

· Enter the Airport Code in the Arrive At Field (if unknown, type in the city).

· Select the Airport Lookup Button to search for the airport.
The Airport Lookup Window will appear.

· Select the 3-digit airport code.  The Airport Code information is updated in the Arrive At Field.

· Enter cost of the roundtrip airfare in the Cost Field.

· Enter the confirmation number in the Confirmation Field.

· Select OK Button.

The traveler will:

· Select the Add Button for the Return Segment of the trip.

· Complete the Type field as the same for Return Segment.  Ticket Number Field will be updated to the actual ticket number.
· Enter the two-digit Carrier Code in the Carrier Field.

· Enter the Airport Code in the Depart Field.

· Enter the Airport Code in the Arrive Field.  Do not enter cost (entire round trip cost is entered on the outbound segment).
· Enter the confirmation number in the Confirmation Field.

· Select OK Button.

The traveler will:

· Select the (Yellow Car) Expense Icon or the Forward Button.

· Select the Add Button.  The Expense Window Appears.  In the Expense List Field, use the dropdown menu for a rental car.

· Select the Commercial Auto Expense for a rental car.  This expense is displayed in the Expense Window.

· Select the date field, and change to the last day of the trip.

· Enter the total cost for the rental car in the Cost Field.  If this is the only expense to enter, the traveler can select the Done Button.  However, if there are additional expenses to enter, then select the Save Button.

To enter additional expenses select the dropdown menu in the Expense List Field.  The traveler will enter the cost in the cost field.

Note:  hotel tax/room tax for a commercial hotel should be entered in the expense table.  However, don’t add the expense on the last day of the trip.  The traveler can enter the cost for any day but the last day.

When all expenses are entered, select the Done Button.

The traveler will select the (fork/bed) Meal and Incidental Expenses (M&IE) Lodging Icon or the Forward Button.  The Lodging and M&IE window will appear.  Select the date field on the first row to enter the cost of the lodging.  The Update Lodging and M&IE window will appear.  The traveler will:

· Select the Lodging Field.

· Type the daily cost of lodging.

· Select the values applied through Field.

· Type the end date of the trip.

· Select the OK Button.

The main Lodging and M&IE window will appear with the updates of the hotel cost per day.  Note:  the last day of the trip will display 0 cost.

The traveler will follow the normal training guidelines for all other steps.

See Tri-fold located on the APG web site http://www.apg.army.mil/dts
APPENDIX D

CANCELLATION OF TDY PROCEDURES XE "CANCELLATION PROCEDURES" 
Complete Cancellation of a TDY

The traveler will contact the CTO by phone and cancel all reservations (e.g., air, hotel, rental vehicles, etc.).  The CTO will cancel the reservations and provide confirmation (cancellation) numbers to the traveler (as appropriate).  The traveler should record the cancellation numbers.  The CTO can provide the traveler with a fax if requested.

The cancellation procedures within DTS will vary according the status of the authorization.

Determining the status of the authorization
The traveler should log in to the DTS, Document Preparation, and select the document.  The document will be displayed in “view only” mode.  The traveler should not “uncheck” the view only check mark and click “OK.”  The DTS will display a document summary of the authorization.  The traveler should scroll down to the bottom of the summary, and click on “Document Status.”  

This window will display the “Document History”; the traveler needs to determine if the “Status” field list contains the “APPROVED” stamp (regardless of order).

Necessary actions for authorizations that have not been “APPROVED”

The traveler should contact the AO that the TDY has been cancelled.  

Note:  If the status of the document is other than approved, the document will continue to be routed and stamped (as appropriate) until it reaches the AO.  

The AO will use the “Returned” stamp to route the authorization back to the traveler.

After the authorization has been returned to the traveler (stamped “Returned” by the AO), the traveler will select the document and create an ADJUSTMENT.  In the main Comments Window, the traveler will state the TDY has been CANCELED and provide the cancellation numbers from the CTO.  The traveler will digitally sign the adjusted authorization, which will re-initiate the routing.  The document will follow the normal routing process until it reaches the AO.

The AO will review the document to verify the cancellation numbers have been placed within the document.  The AO will then stamp the adjusted authorization with the “CANCELED” stamp.

Necessary actions for authorizations that have been “APPROVED”

The traveler should contact the AO that the TDY has been cancelled.  The traveler will create an AMENDMENT to the authorization.  Within the Comments Window, the traveler will state the TDY has been CANCELED and provide the cancellation numbers from the CTO.  The traveler will digitally sign the amendment, which will re-initiate the routing.  The document will follow the normal routing process until it reaches the AO.

The AO will review the document to verify the cancellation numbers have been placed within the document.  The AO will then stamp the amendment with the “CANCELED” stamp.

Change In TDY Travel Plans XE "Change in TDY travel plans." 
Necessary actions for authorizations that have not been “APPROVED”
The traveler will contact the CTO by phone and make required reservation changes, (e.g., air, hotel, rental vehicles, etc.).  The CTO will change the reservations and provide reservation/confirmation/cancellation numbers to the traveler (as appropriate).  The traveler should record these transaction numbers.  

The traveler should contact the AO that the TDY travel plans have changed.

Note:  If the status of the document is other than approved, the document will continue to be routed and stamped (as appropriate) until it reaches the AO.  

The AO will use the “RETURNED” stamp to route the authorization back to the traveler.

After the authorization has been returned to the traveler (stamped “RETURNED” by the AO), the traveler will select the document and create an ADJUSTMENT.  In the main Comments Window, the traveler will state the TDY has been CHANGED and provide appropriate transaction numbers from the CTO.  The traveler will make needed changes in Ticketed Transportation and/or the Expense Modules.  The traveler will digitally sign the adjusted authorization, which will re-initiate the routing.  The document will follow the normal routing process until it reaches the AO.

The AO will review the document to verify the transactions numbers have been placed within the document.  Once the AO is satisfied with the travel and entitlements, the AO will then stamp the adjusted authorization with the “APPROVED” stamp.

Necessary actions for authorizations that have been “APPROVED”

The traveler will contact the CTO by phone and make required reservation changes, (e.g., air, hotel, rental vehicles, etc.).  The CTO will change the reservations and provide reservation/confirmation/cancellation numbers to the traveler (as appropriate).  The traveler should record these transaction numbers.  The CTO can provide the traveler with a fax if requested.

The traveler should contact the AO that the TDY travel plans have changed.

Note:  If travel has not begun, the traveler should create an Amendment to the Travel Authorization. 

In the main Comments Window, the traveler will state the TDY has been CHANGED and provide appropriate transaction numbers from the CTO.  The traveler will make needed changes in Ticketed Transportation and/or the Expense modules.  The traveler will digitally sign the amended authorization, which will re-initiate the routing.  The amended authorization will follow the normal routing process until it reaches the AO.

Note:  If travel has begun, the traveler should make necessary adjustments when completing the Voucher from Authorization.

In the main Comments Window, the traveler will state the TDY has been CHANGED and provide appropriate transaction numbers from the CTO.  The traveler will make needed changes in Ticketed Transportation and/or the Expense modules.  The traveler will digitally sign the voucher, which will re-initiate the routing.  The voucher will follow the normal routing process until it reaches the AO.

APPENDIX E

REQUIRED COMMENTS FOR DTS AUTHORIZATIONS

Default Mode

Creating a new authorization within the DTS requires comments when the default mode changes.  Default mode is whenever normal rules have been deviated.)  For example, the default is a compact car and you require a larger vehicle to transport additional travelers or equipment to a TDY site explain the reason why the larger vehicle is needed).  Also, if a traveler is a passenger in another vehicle, state so.  The following is a description for using the default mode:

Default Mode Instructions – for the Pre-Audit Module

a. Enter a description in the Trip Description field.

b. If commercial transportation tickets are involved, the following statement must be in the Remarks section:  “If the trip itinerary is cancelled or changed after tickets or transportation requests are issued to the traveler, the traveler is liable for the value until all ticket coupons have been used for official travel and/or all unused tickets or coupons are properly accounted for on the travel reimbursement voucher.”

c. Justification is required when upgrading from a compact rental car.

d. If excess baggage is authorized, include the statement “___ pieces or _____ pounds of excess baggage authorized”

e. If a registration fee is authorized, include a statement indicating whether meals and/or lodgings are included in the registration fee. (and if so, the number/dates)

f. Justification is required when using non-contract carriers.

g. When a point of contact (POC) is used from permanent duty station (PDS) or home to and from a transportation terminal, the cost of round trip POV mileage plus parking plus tolls cannot exceed the cost of round trip taxi fare plus tip.

h. The traveler’s normal duty hours must be reflected (for example, Tour of duty code reflected in the ETS can be used).  

Local Travel Voucher -
a. Enter a purpose for travel in the comments field.

b. When multiple locations are claimed, a purpose for travel is required for each location.  (The preferred method is to submit a separate voucher for each day of travel.)

c. When travel commences from home, make comment that normal commuting distance was subtracted.
NOTE:  Additional justifications may be required.  The above are only every day occurrences.  Special situations may arise that will require additional justification to explain the situation for future audits. 

APPENDIX F

Glossary

Acronyms

AO – Authorizing Official or Approving Official

APC – Agency Program Coordinator

CBA – Centrally Billed Account

CBT – Computer Base Training

CIC – Customer ID Code

CO – Certifying Officer

COL – Certifying Officer’s Legislation

COR – Contracting Officer Representative

CP – Commercial Plane

CTO – Contract Travel Office

CSS – Customer Service Support

DFAS – Defense Finance & Accounting Service

DTA – Defense Travel Administrator

DTS – Defense Travel Systems

GOVCC – Government Credit Card

GSA – General Services Administration

IBA – Individually Billed Accounts

ITO – Installation Transportation Office

JFTR - Joint Federal Travel Regulation

JTR - Joint Travel Regulation 

LOA – Line of Accounting

M&IE – Meals and Incidental Expenses

PMO – Project Management Office

SSN – Social Security Number

TA – Travel Authorization 

TDY – Temporary Duty

USACHPPM – U.S. Army Center for Health Promotion and Preventive Medicine

VOCO – Verbal Order of the Commander 
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