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Simply close a next time RC2 way, many as the one the preRTM respectively is as a removed post.
We was the freeze tomatoes for salsa PDF Reader for Windows 7 in Windows 7 Home Premium
SP1.Wireless swipe mode. On this score communicates currently open to sell fruit connects because
I offer to retain another time to mean amount fruit. Create one here. Creators are allowed to post
content they produce to the platform, so long as they comply with our policies. United Kingdom.
Company number 10637289. It allows travelers to create authorizations, book reservations, receive
approval, generate vouchers for reimbursement, and direct payments to their bank accounts and the
Government Travel Charge Card GTCC vendor, all via a single Web portal. DTS is available 24 hours
a day, 7 days a week 24x7. This manual will guide the Defense Travel Administrator DTA through the
initial DTS setup and maintenance at a site. Please check revision currency on the web prior to
use.Thank you, for helping us keep this platform clean. The editors will have a look at it as soon as
possible. CAC card is required. Distance Learning Course for DTS Users Link Video course for NPS
travelers who do not live in Monterey. In order to view this course, you must be logged in to the NPS
Intranet either directly or by Virtual Private Network. The IAM is organized into sections called
Parts, which are the major functions and programs for example Budget, Trust, Education under the
authority of the Assistant Secretary Indian Affairs.

Each Part is further divided into chapters; these chapters are permanent policy which describe in
general what each program or functional area is responsible for what they do and under what
authority they do it.Minor edits to content may be included in the reissued version. If you wish to
download it, please recommend it to your friends in any social system. Share buttons are a little bit
lower. Thank you! Please wait. DTS is a fully automated travel request, authorization, reservation
and reimbursement system that replaces the current process of travel orders, requests, paper travel
orders, paper travel vouchers, and manual reimbursement. The DTS allows the traveler that has a
common access card CAC reader, to work in a paperless environment 24 hours a day. Travelers will
request trip authorizations, reserve their own airline tickets, hotels, rental cars, and request
reimbursement online. The DTS will store all documentation online for the required six years and
three months; thereby eliminating the need to file paper copies.. created by the Ohio National Guard
Do amounts claimed appear reasonable. Is the Line of Accounting correct. Are there organizational
funds available based on the “should cost” amount for that trip record request. Are all claimed
expenses charged against the correct line of accounting. If Constructed Travel is being requested, is
the requested travel mode more or less expensive than the “usual” travel mode. LOA If unsure about
the LOA leave blank and it will be attached at the approval level.Are registration fees authorized. Is
leave in conjunction with the TDY being authorized. Have you verified that no Per Diem has been
authorized for a TDY trip of 12 hours or less. Are receipts attached under substantiating
documents.Do the amounts claimed for the following items appear reasonable. Excess Baggage fees
no matter the amount must be included. Did the traveler take leave or use excess travel time that
should be recorded as leave.
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Were any meals or quarters included in the registration fees or were any periods of the TDY under
field conditions and did the traveler claim them correctly. Did the traveler pay more than the
allowed rate for lodging and was it approved.Establish strategic direction, set policy, and centrally
manage commercial travel programs. DTS DTMO The Defense Travel Management Office, also
known as DTMO is the responsible entity for DTS. Their mission is listed here. DTMO provides
oversight for commercial travel management, travel policy and implementation, travel card program
management, training functional oversight of DTS and customer support. The website for the
Defense Travel System and DTMO are both listed here.DTS has been designed to incorporate all
required DOD Regulations and policies. There are policy checks included within DTS. It contains
information on Temporary Duty TDY Travel allowances.All travelers that receive a government travel
card will use the card for official business only. Official travel consists of the traveler on TDY and
uses the card for travelrelated expenses. Examples are lodging, transportation, rental cars and
meals.A traveler will be reimbursed for ATM fees only if they use their government travel card.
There are two fees that a traveler can be reimbursed. One is a Service Fee that the bank charges for
using their terminal and the other is an Advance Fee that the GOVCC vendor charges for an
advance. The exception is if military members do not have a government travel card they will be
reimbursed these fees if they use their personal credit card. DOD Civilian Employees will not be
reimbursed these fees if they use their personal credit card.Contract City Pairs are flights between
designated locations, city to city for which the airlines and the government have negotiated a set
price.

Benefits for using Contract City Pairs include no penalty for canceling a ticket, a full refund if the
traveler cancels, and no fees are charged by the airline if travel is changed en route. Coach class is
the default seating for TDY travel.Some examples of allowable use for rental cars on TDY are going
to and from your hotel to the TDY location, going out for meals, going to a store for necessary needs
and going to church. Reimbursement is authorized for the rental costs, taxes and local assessments
on rental car users, gasoline, oil, and transportation to and from the rental facility. The government
contracts rental car companies through the Surface Deployment and Distribution Command, SDDC.
Therefore, any time you reserve a rental car it must be from a government contracted rental car
company. If you reserve a rental car through DTS these companies are already listed. Included in
the contracted agreement with the rental car companies is a collision damage waiver. Therefore, you
do not need to get extra coverage on these rental cars as it is already included. If a traveler asks for
additional coverage it will not be reimbursed. Some rental car companies will offer it, instruct your
personnel to decline it.A constructive cost of airfare is used to compute this. The traveler will be
prompted within DTS to complete a Constructive Cost Worksheet.One day travel is allowed for each
400 miles when using private, government, or rental vehicle. For commercial bus or train the
scheduled departure and arrival dates will be used.If they are not available, the traveler should
obtain a statement of nonavailability. DOD Civilian Employees cannot be directed to stay in
government quarters. They are encouraged to use if available.If the lodging rate exceeds the per
diem rate the amount may be approved for up to 300% of actual lodging. Reimbursement for staying
with friends or relatives while TDY is not authorized.

The rate is paid on the last day for the last TDY location or stopover point. If the traveler is staying
in government quarters and government meals are available then meals will be reimbursed at the
government meals rate.Lodging taxes are claimed under nonmileage expenses CTO fees charged by
the travel office. This is automatically calculated on the einvoice and you do not have to list it
separately. Use of printers, copiers, scanners etc.Other travel costs include taxi, tolls, bus fare, and
metro fares. Laundry service for civilians is reimbursed with no limit providing they stay over 4
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consecutive nights. Uniform members can receive reimbursement for laundry if they are TDY in
CONUS for 7 consecutive nights.Registration fees are reimbursable. Dual lodging costs and lodging
late checkout fees are also allowable reimbursable fees.While no per diem is normally authorized
when TDY is 12 hours or less, the traveler MAY submit justification for reimbursement of actual
expenses up to the proportional meal rate minus the IE portion for the TDY location. This does not
apply to DOD Civilian Employees as they cannot be reimbursed for meals when TDY is 12 hours or
less.If the traveler is authorized to use their POV by their supervisor, they will be reimbursed for the
mileage they travel minus the normal distance that is driven to and from their duty station.The
second column is the “Sort by Type” section. This will list “A U T H” for authorizations, “V C H” for
Vouchers and “L V C H” for Local Vouchers. The fourth column is “Sorted by Awaiting Status”. This
column will indicate what needs to be accomplished. To view this authorization you would click on
the corresponding “review” link in the first column.Check Comments After clicking the “review” link
the following screen will appear. This is the “Preview Trip” page.

On this page you will scroll through all of the fields to verify for accuracy to ensure expenses are
estimated and any additional information needed for this TDY is annotated. On this section of the
screen make sure to check the “Comments to the Approving Official” block for any specific
information. Some States may keep the hard copy of the SF 182 on file. Scroll to the next
section.Trip Description should not be blank. The next section is the Overall Starting Point and the
location areas. Verify that the dates match whatever travel is scheduled. For Air Travel the dates
should match the overall trip dates. Scroll to the next section.The default size for rental car is
compact. If a larger size is shown verify that there is justification. If lodging was requested through
DTS verify that the dates match the overall trip dates. Verify that the Overall Ending Point matches
from where the trip started. Scroll to expenses. created by the Ohio National Guard The four
expenses listed under nonmileage are typical. Two others that are not listed are registration fee and
internet access fee, if applicable. Under mileage expenses ensure when the traveler is using their
POV to drive to and from the air terminal that a round trip is annotated. This screen shows only one
way mileage. Next, scroll down to the per diem entitlements.The Accounting Code will be added by
the Approving Official.As you can see “Variations Authorized” is listed along with a justification.
Other common Additional Authorizations would be “Excess Baggage” and “Other”. “Other” can be
used to authorize Internet Access fees and reimbursement for registration fees, which have to have
justification provided. After all are verified, click the Continue button on the lower right. This will
take you to the PreAudit screen.Traveler must have justifications noted. Click “Save and Proceed To
Digital Signature” The PreAudit screen will show you any “flags” that have been raised for this trip.

Justifications must be annotated for each flag. Click “Save and Proceed to Digital Signature”
screen.Click the “Submit Completed Document” button.This screen verifies that the document was
stamped “Reviewed”. Once you click the “Close” button you will be returned to the Documents in
Routing Screen. This document will now have the Status “APPROVED” in the “Sorted by Awaiting
Status” column.Business travel only. You must obtain manual orders through proper Channels and
submit a manual DD Form Travel Voucher. 2. When do I need a local voucher A. A local voucher is a
request for reimbursement of expenses incurred while conducting government business less than 12
hours outside the established local commutable area. POV mileage expense if approved or
miscellaneous expenses if preapproved by Approving Official. Example turnpike tolls, parking
fees.Verify the per diem rate prior to making your reservation. Add receipts to your voucher upon
your return. 6. I am going to a conference.Anyone without a GOVCC must be entered in DTS as
exempt. Exempted travelers will use the centrally billed account CBA for airline tickets only. The
traveler is responsible for all other expenses. Note Exempted travelers may request an advance of
their per diem entitlement in their authorization. GOVCC holders are not authorized an advance
through their authorization but can use their card to take out a cash withdrawal at most ATMs. 10.
How do I cancel an Authorization A. Refer to “Canceling an Authorization” located in this manual.



11. When do I complete a Voucher A. Vouchers are to be completed by the traveler within 5 business
days upon return from their trip. Refer to “Create a Voucher” located in this manual.Do I use DTS if
I have manual orders A. No. If you have manual orders you cannot use DTS. Complete a Manual
Travel Voucher, DD Form, upon your return. 13. Do I use DTS for OverSeas Travel OCONUS A. At
this time OCONUS travel is NOT to be processed through DTS. You must use manual orders.

Hawaii, Alaska, PR and VI are not considered OCONUS in DTS 14.When do I need a Constructive
Cost Worksheet A. If you are authorized by your supervisor to use your POV for Out of State TDY,
you must complete a Constructive Cost Worksheet. Approved POV Travel within the state does not
need a Constructive Cost Worksheet. See sample located at the end of this manual. 17. What
document needs to be submitted with an Authorization for a Technician Attending training A. An SF
182 “Authorization Agreement and Certification of Training” See sample located at the end of this
manual. 18. What if I need a larger rental vehicle A. Refer to the section on “Booking a Rental Car”
located in this manual. If requesting a larger vehicle during the authorization, you will be prompted
to provide justification.Do I need an Authorization for one day travel A. Yes, if traveling out of state
example one day trip to Washington DC with No lodging. Yes, if traveling within the state over 12
but less than 24 hours. Lodging is not authorized. No, if traveling within the state less than 12
hours. A local voucher will be submitted if Preauthorization for POV travel by command or
directorate has been Approved. Refer to section on “1 Day TDY” located in the Reviewer section of
this manual. 20. What if my lodging is over the per diem rate A. Every effort should be made to
obtain lodging within the per diem rate. If circumstances prevent you from obtaining the per diem
rate, submit an Actual Expense Allowance AEA request memorandum to the United States Property
and Fiscal Officer USPFO for approval. ONLY the USPFO can approve lodging above the per diem
rate. To adjust the entitlements on the voucher once the approved AEA is received, contact your
Approving Official for guidance. 21. What if I want to take leave in conjunction with my TDY. Refer
to DTS Document Processing Manual, Chapter 2, Authorization section, “using leave while on TDY”.
Contact your Reviewing Official for guidance.

What if meals are provided during a portion or all of my TDY A. Refer to DTS Document Processing
Manual, Chapter 2, Authorization Section “update per diem entitlementsmeals” or contact your
Reviewing Official for guidance. 23. What if I stay with a friend or relative during my TDY A. You will
not be entitled to reimbursement for lodging per diem, but you will receive per diem for meals and
incidental expenses. Ensure you adjust your lodging to zero within the voucher. 24. What if I have to
travel to multiple destinations A. Contact your HRO DTS team for assistance 25. When am I required
to use government lodging A. Military members are required to use government lodging TDY is to a
military installation. If government lodging is not available at that location, traveler must obtain a
statement of nonavailability.Concept of DTS Learn how to edit DTS profiles.Objectives for DTS
Basics. Concept of DTS Learn how to edit DTS profiles. Update GOVCC information and address. To
use this website, you must agree to our Privacy Policy, including cookie policy. DTS Implementation
Guide Major rewrite of guide, to include combining the guide and the implementation checklist.
Updated Web site links, and revised DBSign and TAOCO information.The successes and failures of
fielding are discussed, lessons learned from past experiences, and DTS proliferation issues are
addressed. 1.1 The Scope of Fielding The services and agencies are responsible for fielding DTS and
assume all related deployment costs. Fielding DTS encompasses the coordination of planned stages.
The stages include the below Command Visit CV Initial Site Planning ISP DTS Organization Setup
DTS Validations Site Training Strategy Business Process BP Setup Live Process Verification LPV
Customer Support CS These stages of fielding ensure that sites have the necessary hardware,
software, communications, data, administrative setup, and local help desk availability.

Throughout these stages there are various tasks and associated deadlines that must be met and are
tracked by using the Site Fielding checklist Appendix B.Below are the main areas where the DTMO



will provide process support or tools to assist the Service or Agency Office Commercial Travel Office
CTO connectivity, setup and verification Centrally Billed Account CBA Reconciliation Module setup if
applicable Enterprise Web Training System EWTS Public Key Infrastructure PKI certificates
Resource for Training Materials Reference manuals, instructor materials, and elearning 2.2 Service
and Agency Representatives Service and Agency Headquarters have appointed representatives to
facilitate the fielding of DTS to sites. These personnel will assist in the following efforts Support
DTMO in managing the fielding of DTS to sites worldwide Develop sitespecific task schedule that
identifies required events for site fielding Liaise among DTMO, TAC, and affected Service or Agency
commands or activities during site prefielding, fielding, and post fielding processes Provide service
or agencyspecific processes and procedures 2.3 Site Personnel The Lead Defense Travel
Administrator LDTA should have a team of individuals at their site who will assist with DTS
implementation and sustainment. These roles are described below Lead DTA LDTA. Serves as the
site coordinator and main point of contact POC for site implementation and sustainment
Organizational DTA ODTA. Administers and maintains DTS at an organizational level Finance DTA
FDTA. Manages and supports the financial aspects of DTS e.g., lines of accounting, debt
management Budget DTA BDTA.The process includes the following steps Create a new site Create a
main organization Create a Lead Defense Travel Administrator LDTA Access to the Site Setup Admin
module is reserved for users Service and Agency Representatives with permission level 7.

Site and main or root organization setup and selection of a sites LDTA must be coordinated with the
Service or Agency Representatives and the site point of contact POC. Setup begins at the service or
agency level with the entry of a new site into the site table. Next, the main organization for that
service or agency at that site is created and the LDTA for that site is assigned. Service or Agency
DTAs create all sites by using the DTS Deployment Tool as part of the initial setup Appendix C,
Section C.2.1.1. The Service or Agency Representative or a designee must notify authorized users
i.e., LDTAs when the new site and main organization has been established in DTS. The LDTA will
then selfregister. After acceptance, the LDTA will enter new site information into DTS. Descriptions
of a site and main organization are Site. A site in DTS is a geographic location and consists of main
organizations. A site may consist of organizations from a single service or agency or may consist of
many, as in a joint command. Main Organization. The main organization is the highest level of an
organizations DTS naming sequence. A site can contain multiple main organizations. The main
organization is established in DTS by the Service or Agency Representative. After initial contact with
the site POC, the Service or Agency DTAs can create the main organizations for their site. Note The
term main organization has the same meaning as root organization, which is used in other parts of
DTS. The Deployment Tool uses the term root organization.The below information must be taken
into consideration to complete planning for a site Organization Naming Sequence. Obtain from the
Service or Agency Organization Routing List, and Group Naming Conventions. Obtain from the
service, MACOM, or MAJCOM Groups and Group Access for HigherLevel Organizations. Obtain from
the Service, Agency, or MAJCOM Travel Policies and Procedures Unique to DTS.

Obtain from the Service, Agency, or MAJCOM ISP is conducted during the same week as the
command visit. The fielding team must establish communication and preplanning before the initial
visit. Prior to the command visit and ISP, the fielding team will create training surveys and rosters,
meeting schedules, and other documentation. The Site Fielding checklist Appendix B contains most
of the recommended tasks for deploying DTS to a site. The Site Fielding checklist also identifies the
recommended duration for each task, action point of contact, priority, key milestones, and contains
formulas that will build a proposed schedule based on the sites planned initial operating capability
IOC. The below list will be accomplished by the fielding team during ISP Discuss the requirements
and purpose for a rejected address Ensure that the site has union representative involvement
Involve the site Public Affairs Office PAO personnel and transfer PAO contact information to the
Defense Travel Management Office DTMO Identify DTAs who require training Plan logistical setup



for Business Process BP sessions and setup sessions Prepare for Live Process Verification LPV
Discuss the local help desk Discuss proliferation and training Recommendations It can be
challenging to complete ISP in one day with the degree of thoroughness required. It is important
that the fielding team be extremely thorough during ISP, and pay careful attention to the sites
hierarchy. During ISP, the team must be aware of and address any remote organizations that belong
to the site. If not, it may become necessary to revisit or field sites in which the higher command has
already been fielded. 4.1 Commercial Travel Office CTO The site must determine if CTO connectivity
will be available for DTS setup. If CTO connectivity is not available, then the site must confirm the
intention to set up DTSTailored CTO.

CTO connectivity will help determine which business processes and system configuration will be
used to support DTS. If CTO connectivity will occur, the CTO contract must be reviewed to
determine if new terms or conditions are required. The LDTA needs certain information from the
CTO, so that the deployment of DTS can be completed.When changes are required, access to
realtime air, lodging, or rental car availability is not provided. The CTO must be contacted directly
by phone, fax, or and request that reservations be made or changed for the trip. The quoted costs for
the reservations will be entered into the authorization. 4.2 Defense Accounting and Disbursement
System DADS The appropriate DADS needs to be identified and requires verification that it is
interfaced with DTS to ensure that the channels are established in the Global Exchange GEX.
Additionally, the site may request a line of accounting LOA download from the accounting system to
facilitate upload of LOAs into DTS. If the site is to be set up without DADS connectivity, the site must
complete a DTSTailored DADS organization form. This form includes all necessary information that
the Travel Assistance Center TAC Payment module administrator needs to complete the setup. When
documents are created that require blocked LOAs, the documents are not electronically transferred
to the financial accounting system. Local business rules must be created and followed to process
travel documents for payment. For further guidance, see the Financial Field Procedures Guide. 4.3
CBA Setup During ISP, a determination needs to be made if a CBA will be used to support DTS
travelers when ticketing air fare and rail with the CTO. Services and agencies should contact the
appropriate site POC for issues or inquiries. There are two kinds of CBAs that can be used in DTS
Traditional CBA manual DTS Reconciliation Account automated Traditional CBA.
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