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SECTION | - PURPOSE AND OVERVIEW

1. Purpose. The purpose of this document is to provide New York Army National
Guard (NYARNG) travelers with guidance for using the Defense Travel System (DTS).
This document establishes local policies as well as administrative, transportation, and
financial standard operating procedures for all NYARNG users within DTS. The United
States Property and Fiscal Office (USP&FQO) for New York, Comptroller Division is the
proponent for DTS and will provide updates to these standard operating procedures as
changes occur.

2. Overview. The Defense Travel System (DTS) is a fully integrated, automated, end-
to-end travel management system that enables DoD travelers to create authorizations
(TDY travel orders that are less than 180 days), prepare reservations, receive
approvals, generate travel vouchers, and receive a split reimbursement between their
bank accounts and the Government Travel Charge Card (GTCC) vendor. DTS will
store all documentation online for the required six years and three (3) months, thereby
eliminating the need to maintain paper copies.

SECTION Il - REFERENCES

1. Joint Federal Travel Regulation (JFTR), Volume 1, Updated 1 October 2012
2. JFTR, Appendices E and |

3. Joint Travel Regulations (JTR), Volume 2, Updated 1 October 2012

4. JTR, Appendices E and |

5. AR 600-8-105, Ch 12

6. DTS Release 1.7.3.16, Document Processing Manual, Version 1.4.9 Updated 30
November 2012

7. Army Business Rules for DTS, Appendix A.

8. Department of Defense Financial Management Regulation 7000.14-R (DODFMR)
Volume 9, Chapters 2, 3, and 5

9. NGB Business Rules for DTS, February 2011

10. NYARNG DTS User Guide, 1 July 2011
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SECTION Il - APPLICABILITIES

DTS pertains to all TDY travel for NYARNG Soldiers and civilian employees, as well as
invitational travel authorizations for Employer Support of the Guard and Reserve
(ESGR) volunteers and Yellow Ribbon dependent travel. See below for applicability of
the various types of travel and duty statuses to determine if an individual should use
DTS.

1. Travelers in any of the following duty status will use DTS when performing TDY
travel:

a. Active Guard Reserve (AGR).
b. Technician.

c. Individuals on TDY more than 30 days and less than 180 days, who travel away
from their assigned duty station on TDY, e.g., Counter-drug personnel, Project
Officers/NCOs, Recruiting Active Duty Operational Support (ADOS), Mobilization
Augmentees, efc.

d. Invitational Travel (including ESGR volunteers, Yellow Ribbon dependents, etc).

e. M-Day travel. Effective 1 February 2011, M-Day Soldiers traveling to schools,
training and etcetera will use DTS.

f. Active Duty Training (ADT) that involves reimbursables other than one round trip
mileage.

2. Travelers in any of the following duty statuses will not use DTS and will continue
using current procedures:

a. Active Duty Training (ADT) (except pre-AT site visits and certain other provisions
apply), less than 30 days, and only one round trip mileage will be claimed. Units will
input the Service Member's (SM) one round trip mileage from HOR to Unit in MY UNIT
PAY on AFCOS generated order. AFCOS will continue to print the travel Line of
Accounting (LOA) on the pay order and the military pay system will pay the order.
(Claim will be processed through DTS if additional travel expenses are claimed,
including mileage).

b. Mobilization travel Qutside Contiguous United States or Quiside Continental
United States (OCONUS).

¢. Permanent Change of Station (PCS) and Do It Yourself Move (DITY).

d. MEPS travel, such as Soldiers departing for Basic Training and Advanced
Individual Training.
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3. Personnel in any federal status who are authorized reimbursement for local travel or
expenses in and around their Permanent Duty Station (PDS) may use DTS to file a local
voucher. Please refer to each Fund Managers/Program Directors DTS SOP.

SECTION IV — ROLES AND RESPONSIBLITIES

Personnel from the USP&FO, the Joint Force Headquarters (JFHQ) staff, and General
Officer Commands (GOCOM) will act in the following capacities:

1. Lead Defense Travel Administrator (LDTA). The LDTA for the NYARNG resides
within the USP&FO Compiroller Division. The LDTA responsibilities are:

a. Establishing or overseeing the establishment of the organization routing structure
for approving and certifying travel.

b. Remaining current on ali DTS changes.

c. Establishing and maintaining local business processes and “reject’ e-mail
addresses.

d. Assigning roles and permission ievels for DTS users.

e. Initiating and maintaining appointment orders using the DD Form 577 for
Accountable Officials.

f. Maintaining Traveler profile information, including adding, detaching and
receiving DTS profiles.

g. Reporting problems to the Travel Assistance Center (TAC) and following up on
fixes.

h. Overseeing ODTAs and FDTAs.
i. Developing and executing a training strategy for ODTAs, AOs, and travelers,

2. Organizational Defense Travel Administrator (ODTA). Each JFHQ directorate

and GOCOM shall appoint ODTA and an assistant ODTA. Recommend one primary
plus one assistant per Battalion. The ODTA must be appointed on a DD 577 as an
Accountable Official, please see Appendix K. The ODTA will have permission levels 0,
1, 2, and 5. Per Army Business Rules for DTS, Appendix A, DEC 2010, 4.1.6.1 and
internal control purposes, ODTA will not have permission level 3 in combination with 5.
The ODTA responsibilities within their organization are:

a. Updating and maintaining DTS.
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b. Monitoring and managing self-registrations.

c. Maintaining traveler profile information with the exception of EFT, including
adding, detaching and receiving DTS profiles.

d. Assigning roles and permission levels.

e. [nitiating and maintaining appointment orders using the DD Form 577 for
accountable officials.

f. Running DTS reports on weekly basis.

(1) Unsubmitted Voucher Report (Expired Duty Report) please reference
Appendix G.

(2) Depart Status Report.

(3) Routing Status Report.

(4) Signed Status Report.

(5) Pending Airline Cancellation Report.
(6) Assisting travelers in need.

3. Finance Defense Travel Administrator (FDTA). The FDTA for NYARNG resides
within the USP&FO Comptroller Accounting section. The FDTA may consist of one or
more budget, resource management, or accounting and finance personnel who are
responsible for managing and supporting the financial aspects of DTS at the
organizational level. The FDTA must also be familiar with Joint Federal Travel
Regulations (JFTR)/ Joint Travel Regulations (JTR), Appendix O, and their respective
agency internal control policies. The FDTA must be appointed on a DD 577 as an
Accountable Official, please see Appendix K. When the appoiniment ends, it must be
revoked. In addition, the FDTA's permission level must be reduced to the lowest
allowable level to perform his or her duties, thereby eliminating access to DTA
functions. The FDTA responsibilities are:

a. Creating, maintaining or deleting Lines of Accounting (LOAs) for those
organizations that fund DTS travel.

b. Correcting rejected transactions resulting from financial errors and cross-
organizations.

4. Budget Defense Travel Administrator (BDTA). The BDTA for the NYARNG resides

within the USP&FO Comptrolier Budget section. BDTA must comply with local financial
policies. The BDTA must be appointed on a DD 577 as an Accountable Official, please
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see Appendix K. The BDTA responsibilities are:

a. Creating, loading and maintaining budgets in DTS for those organizations that
fund DTS travel.

b. Correcting rejects resulting from financial related errors, and funds control. BDTA
must comply with local financial policies.

5. Reviewing Official (RO). Reviewing Official is the individual within an office or
GOCOM with knowledge of travel rules. The Reviewing Official must complete
Certifying Officer Legislative (COL) training and be appointed on a DD Form 577,
please see Appendix K. The Reviewing Official responsibilities are:

a. Reviewing the frip authorization.

b. Determining the necessity of the travel.

c. Ensuring the traveler uploads all required substantiating documents.

d. Determining if the requested expenses comply with Appendix O of the JFTR/AJTR
and this SOP.

e. Accepting or rejecting the Trip Authorization, and informing the traveler of any
changes made in the document.

f. Digitally stamping the Trip Authorization as “REVIEWED”.

8. Approving Official (AO). Approving Official is responsible for approving travei
requirements and authorizations. Approving Official accepts or rejects the Trip
Authorization and informs the traveler of any changes made in the document. (DTS
notifies the Traveler by email if the Reviewing Official rejects the trip authorization).
Approving Official is the last signatory before the document processes through DTS and
could be held pecuniary liable for errors. The Approving Official must complete COL
training, IAW Public Law 104-106, and be appointed on a DD Form 577, please see
Appendix K. The Approving Official responsibilities are:

a. Ensuring the travel is mission essential and within programmed dollars.
b. Reviewing and apply the appropriate line of accounting.

¢. Ensuring the expenses requested are entittements in accordance with Appendix
O of the JFTR/JTR, this DTS SOP and are necessary to complete mission.

d. Digitally stamping the Trip Authorization as “APPROVED”.

Note: ALL RO/AOs MUST ensure that they are aware of travel authorizations and
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vouchers awaiting “Review/Approve Stamp” in their queue. To help ensure this, the
RO/AOQ must run a weekly Routing Status report found in the DTS reports scheduler
referenced in the DTS User Manual.

7. Debt Management Monitor. The role of the Debt Management Monitor in the DTS
Debt Management Process is crucial to the accurate tracking, processing and recording
of all actions related to a debt incurred by a traveler in DTS. The Debt Management
Monitor responsibilities are:

a. Ensuring the traveler has been served due process, or two notifications of the
debt and an opportunity to repay the debt, generally within 30 days.

b. Providing additional instructions to the traveler on how to make payment.
c. Providing instructions on the waiver/appeal process.

d. Initiating payroll collection and Out-of-Service (OOS) debt processing when
required.

e. Facilitating accomplishment of the Post Payment Review (PPR) process fo
establish a debt.

f. Monitoring all DTS fravel debt utilizing the Debt Management Report.
g. Updating waiver and appeal request/status.

8. Non-DTS Entry Agent (NDEA). NDEA is an individual who can create an
authorization or voucher for a user/traveler who cannot. Only the LDTA will grant NDEA
permissions. The NDEA must complete required training and sign the NDEA
Acknowledgment. ODTA must sign off on the NDEA Acknowledgment and forward it to
.DTA, please see Appendix K. The NDEA cannot be appointed to be a routing official,
per Army DTS Business Rules DEC 2010, Appendix A. NDEAs responsibilities are:

a. Obtaining trip information from a traveler, creating an authorization in DTS and
digitally signing the document.

b. T-Enter (Digitally sign for Others) the voucher. An NDEA when T-entering a
voucher must attach all applicable receipts and a DD 1351-2 that is signed by the
traveler to the voucher, via “Expenses”, in the “Substantiating Records”.

9. Contractor Personnel. Contractor Personnel may perform roles in DTS to include
Help Desk, ODTA and FDTA, but NOT as authorizing/approving or reviewing officials.
Contractor Personnel cannot perform any raole that is inherently governmental in nature
and must follow specific direction from a government official in the performance of their
duties. This means they cannot obligate, disburse, or certify payments for any DOD
traveler. Contractors cannot be held pecuniary liable, therefore they cannot perform as
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Approving Officials. Please refer to Army DTS Business Rules DEC 2010, Appendix A
for appointment directions and forms.

10. Traveler. Traveler is any authorized person per section lil who uses DTS to create
Trip Authorizations (orders), vouchers, and/or local vouchers for TDY trips. Travelers’
responsibilities are:

a. Maintaining an up-to-date traveler profiles in DTS (M-Day and Technician).

b. Submitting valid and accurate travel requests.

¢. Submitting valid and accurate vouchers.

o

. Digitally stamping the trip authorization “SIGNED”.,

o

. Travelers are required to perform the following:

(1) Check with your GOCOM’s ODTA to see if a DTS profile exists. If DTS
profile does not exist, traveler will need to Self-Register within DTS. Registration will
include current address and duty location, as well as all applicable telephone numbers.
Travelers must include either their new migrated enterprise email address (@mail.mil)
or AKO (@army.mil) e-mail address and not personal e-mail addresses. Electronic
Funds Transfer (EFT) data and GTCC data (if applicable) is mandatory. LDTA/ODTA
will reject incomplete self-registration submissions for correction. A Technician will
create two profiles in DTS. One will represent their full-time (technician position) and
the second will represent their military position. Anyone who creates or has a military
profile in DTS, will be registered under their social security with a capital “G” designator
suffix. |E, 123-45-6789G.

(2) Apply for a Government Travel Charge Card, if applicable. Unless
otherwise exempted IAW DoDFMR Volume 9, Chapter 3, and Public Law 105-264
(Travel and Transportation Reform Act of 1998), DoD personnel are required to use the
government sponsored contractor-issued travel charge card for all expenses arising
from official government travel. Therefore, before self-registering within DTS, traveler
must obtain a GTCC. All travelers with a GTCC wili load their card number and
expiration date in their DTS profiles. Travels will use a GTCC for all expenses and
request the fotal amount charged to the GTCC as a split-disbursement payment on their
DTS voucher. Travelers without a GTCC are responsible for up-front payments for their
hotel charges, rental car, parking, etc., and will seek reimbursement upon return. If a
traveler is determined to meet the requirements for exemptions from mandatory use,
they will be authorized to select the Centrally Billed Account (CBA) option for their
airline ticket when loading a Trip Authorization that requires an airline flight.

(3) DTS web based training. Create an account on the Defense Travel

Management Office (DTMO) Travel Explorer (TraX) website, by registering through
Passport, DTMO's web portal: htip:/iwvww.defensetravel.dod.mil/Passport. All travelers
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are required to complete certain Web-Based Training courses which can be found on
page 24 of this SOP,

(4) At least 15 days prior to TDY, create an Authorization in DTS. Select all
applicable expenses, airline ticket, rental car, hotel, etc., and attach any pertinent
documents and/or comments to the Reviewing and Approving Officials.

(5) A traveler requiring an airline ticket requires 72 hours to process.

(6) Create and sign a DTS Voucher within five (5) days after completion of the
travel.

(7) Request assistance from the ODTA at organization level before attempting
to contact the LDTA.

(8) Responsible for updating personal information, including EFT and GTCC.

11. Transportation Officer. Transportation Officer performs traffic management
functions. Transportation Officers responsibilities are:

a. Conducting quality control of travel contract support.

b. Ensure the supporting Commercial Travel Office {CTO) is in compliance with
contractual requirements and that they follow travel policies (e.g., city-pair fares are
used whenever possible, use of non-city pair fares is properly justified, etc.).

¢. Reconciles DTS-generated tickets charged to the Centrally Billed Account
(CBA).

SECTION V- FIRST TIME USERS

Before you can use DTS, you may need to:

1. Check/Instail Java Runtime Environment. In order to use DBsign UWS, JRE 1.7
Update 45 must be downloaded to your computer. It is a JAVA applet that allows a user
to access DBsign from the web instead of installing the DBsign client version to your
computer.

2. Obtain a PKI Certificate. A CAC is used {o log into DTS and sign travel documents.
To get a certificate, contact your Local Registration Authority or DEERS/RAPIDS
Verification Officer for CAC cards.

3. Create a DTS Profile by Self-Registration. Contact your ODTA to have a DTS profile
created.
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4. Learn How to Use DTS. There are many fools available online that can be used to
learn about DTS. All courses are offered through the Travel Explorer (TraX) website.
To access TraX, users must register through Passport, DTMO's web portal.

5. Import/Export Partner Administrators ONLY. DBsign is security software that is
installed on the end user's computer and is used in DTS for user login and document
signing. Before DTS can be used, DBsign must be installed on your computer. If you
are having trouble installing PKI/DBSign, contact the Travel Assistance Center at 1-888-
HELP1-GO.

SECTION VI - TRIP AUTHORIZATION

(See Defense Travel System Document Processing Manual, found on
http://www.defensetravel.dod.mil/Docs/Training/DP_2.pdf, chapter 2, para 2.3 on how to
create a DTS Trip Authorization) Website link is case sensitive.

1. Traveler must upload or fax all supporting documentation BEFORE submitting
authorization request. Required supporting documentation may include but is not
limited to:

a. Course information/Welcome Letter from school or conference/Letter of
Instruction (LOI).

b. All orders pertaining to the travel; pay order produced in AFCOS.
¢. Conference Fee/Registration Fee information to include meals provided, if any.

d. ATTRS Seat confirmation if this is an ATTRS Course and ATTRS course
information including availability of quarters, meals, transportation, etc.

e. Approval of Actual Expense Authorization (AEA) for lodging that exceeds per
diem rate approval sighed by the USP&FO-NY COL Lawrence Ashley. {See Appendix
H)

f. Cost Comparison Worksheet (required when traveling to duty location by method
other than Commercial Air, such as POV or rental car).

2. Other Authorizations — traveler will include the following statement is listed in the
“other authorization” tab on all Authorizations. A Statement justifying that alternate
methods, such as Secure Video Teleconference (SVTC) or other web-based
communication are not sufficient to accomplish the travel objectives. (JFTR, ch 4, para
U4000, 3 b). (See Appendix | for steps to add remarks).

3. Last minute travel requirements should be kept to a minimum and require prior
coordination with the ODTA, Approving Officials and Program Managers.

NYARNG DTS SOP 11



a. Intimes when fravel preparations are rushed and/or DTS is not available, the
Approving Official may sign the Approved Trip Authorization (DD 1610) hard copy,
printed in DTS.

b. If the traveler does not require an airline ticket, they can make their own
arrangements and proceed on TDY.

c. [fthe DTS system is unavailable and the traveler requires an airline ticket, they
must have a DD 1610 faxed to CTO, or a verbal or e-mail authorization from the
Approving Official sent to the CTO or they cannot obtain an airline ticket under any
circumstances. A traveler requiring an airline ticket requires 72 hours to process.

Note: Lodging reimbursement is authorized for hofel lodging obtained through an online
booking agent only when the traveler can provide a documented itemized receipt for
room costs from the hotel or online booking agent showing the following charges; daily
hotel room costs, taxes and miscellaneous fees, if applicable.

Official transportation is arranged through the CTO.

4. Schedule Partial Payments (SPP)/ Monthly Accruals. When a TDY exceeds 45 days
and is less than 180 days, DTS allows a traveler to receive partial reimbursement
before the trip is complete. This option pays the traveler every 30 days for estimated
expenses claimed on the authorization. Travelers will follow these steps to set up a
SSP, in addition to directions listed in Section V, Creating a Travel Authorization:

a. Select Additional Options from the navigation bar while in Travel Authorization.

b. Select Partial Payments from the sub-navigation bar. The Scheduled Partial
Payments screen opens. The Schedule Partial Payments button will only be available if
the length of the trip exceeds 45 days.

c. Select Schedule Partial Payments. DTS automatically calculates the payment
amount(s), based on the estimated trip expenses and trip itinerary dates. Payment
dates are automatically scheduled beginning 30 days from the trip start date, and every
30 days thereafter. Traveler cannot change SPP amounts or payment dates.

5. Extensions.

a. When a Traveler attending a course(s) of instruction of less than 140 days (20
weeks) is assigned additional/extended instruction.

b. The assignment converts to a Permanent Change of Station (PCS) if the
scheduled duration exceeds 139 days including the time remaining on the original order
and the additional/extended instruction (B-143017, 17 June 1960; 46 Comp. Gen. 852
(1967); 66 id. 265 (1987)).
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c. Permanent Change of Station (PCS). DTS will not be used to process PCS
claims.

Note: Reserve Component (RC) Member Travel is governed by JFTR, Vol 1, ch 7,
part G. Members are advised to start at this point for guidance.

SECTION VIl - TRANSPORTATION

(See JFTRMTR, Chapter 3 and 4, and Appendices O and P)
1. Airfare. CTO use - it is MANDATORY that a Traveler:

a. Uses an available contracted CTO (DTMO contracted for DoD Services), or a
GSA contracted Travel Management Center (when a contracted CTO is not available)
for all official transportation requirements.

b. Must contact the responsible Agency/Service designated official if there is not an
available contracted CTO for the official travel. DoD travelers contact DTMO.

Note: Travelers selecting a non-contract fare must select the appropriate reason code in
the Trip Authorization Pre-audit screen in DTS and provide justification when there is a
flag. The CTO will also annotate the cost of travel via the GSA city-pair in the
appropriate blocks of the Passenger Name Request (PNR) for transfer to the comment
section of the Trip Authorization for subsequent Approving Official cost comparison and
approval/disapproval. All travelers should exercise fiscal prudence when selecting
flights, and compare costs of flights at other available airports (i.e., Boston vs.
Providence, or BWI vs. Washington National) and select the most cost effective flights
whenever possible. Reviewing/Approving Officials should monitor excessive airline
ticket costs prior to approval.

Churning fee from airline can be incurred if the traveler books, cancels and then re-
book the same exact flight. Please be sure not to do this when reserving and booking
flights in DTS. Airline can bill CTO a fee for each time the bookings are cancelled and
then rebooked. CTO then in return will charge the traveler this churning fee.

2. Unused/Partially Used Tickets.

a. Traveler must notify the CTO for IBA or Transportation Officer for CBA of any
unused or partially used tickets upon completion of the TDY.

b. Traveler must return any unused paper tickets immediately to the Transportation
Officer.
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3. Privately Owned Vehicle (POV).

a. Travelers are reimbursed miles and not fuel cost. DTS uses the Defense Table
of Official Distances (DTOD) to calculate mileage when the traveler uses a POV to and
from TDY location.

b. DTS does not calculate in and around mileage.

(1) In and around miles must be authorized to be reimbursed.

(2) Traveler must keep a daily mileage log and upload it as a supporting
documentation on the fravel voucher.

(3) Traveler will enter that amount in the mileage expense screen and DTS will
reimburse mileage according to the DTOD.

NOTE: In and around miles are only reimbursed if authorized and should only include
miles between the following locations: lodging, duty station and dining facilities.

¢. Parking. (See IAW JFTRATR, Appendix G)
(1) Airport parking fees while TDY are reimbursable but are not to exceed the
cost of taxi fares (including associated tips) for one round-trip to and from HOR to the
terminal.

(2) Any expense incurred above the taxi fare will be out of pocket.

(3) Travelers who choose to park in the more expensive lots will only be
reimbursed up to the cost of parking in the economy lot.

New York's reasonable commuting distance is 50 miles each way.

4. Rental Cars. Rental cars may be reserved directly through DTS or CTO.

a. Justification must be provided for rental car request and uploaded as supporting
document.

b. The Government Administrative Rate Supplement (GARS) fee of $5 must appear
on rental confirmation.

c. The least expensive vehicle must be selected from the list of available companies
inthe DTS.

d. The traveler is responsible to cancel all reservations in DTS when fravel is
cancelled or rental car is not required.
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SECTION Vil - CASH ADVANCE

1. Cash travel advances shall not be authorized uniess an exception is granted prior to
a created Trip Authorization. Annotate the maximum advance amount authorized on
the travel order.

2. The standard practice is for the traveler to use his or her GTCC to obtain cash from
an automated teller machine (ATM). Also annotate on the travel order the maximum
ATM cash advance amount that may be withdrawn using the GTCC.

3. Personnel who are not eligible for GTCCs may obtain travel advances only via
electronic funds transfer. The supervisor, in coordination with the disbursing officer,
may authorize cash advances in limited situations where no other process is available
to accomplish the mission.

SECTION X — TRAVEL VOUCHER

(See Defense Travel System Document Processing Manual, found on
http:/iwww.defensetravel.dod.mil/Training/DTS/Docs/TrnMat/DP_4.pdf on how to create
a voucher) Website link is case sensitive.

1. Atraveler is required to submit the DTS voucher within 5 working days after
returning from a TDY.

2. Traveler adjusts estimated expenses to actual amounts and adjusts the split-
disbursement amount to pay the balance on the GTCC in full, to cover any charges that
were made while on TDY. If traveler is claiming more than 15% of original
authorization, then traveler must first AMEND the authorization/order and receive
approval before submitting a voucher. If an amendment is not done, then the Traveler
will need to request approval for additional expenses incurred on TDY from the Funds
Manager/AQ prior to submitting the voucher. Once approval is received, Traveler must
upload approval under “substantiating documents” in DTS. Please refer to Program
Directors individual DTS SOP for the determination of when an Amendment is required,
prior to filing a travel voucher.

SECTION X — RECEIPTS

(See Reference Materials hyperlink on the following site,
http:/iwww.defensetravel.dod.mil/Docs/Training/DP_10.pdf Chapter 7, para 7.3.2)
Website link is case sensitive.

A receipt must be submitted for each transportation ticket of $75 or more for which

reimbursement is desired regardless of how acquired, except that a ticket received in
exchange for frequent traveler benefits is not reimbursable and should not be submitted.
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The USP&FO reserves the right to request additional receipts under the $75
threshold, and any supporting documents to process travel claims.

SECTION Xl - TRAVEL CANCELLATION PROCEDURES

Cancellation Fees/Penalties. CTO will charge the Traveler a tfransaction fee if CTO
issued a ticket that is cancelled.

1. The traveler may seek reimbursement for these charges by using the Voucher or
Local Voucher option in the DTS.

2. Cancellation and Confirmation Numbers. Travelers will use DTS to make all
changes or cancellations. The Reservations Module will pass cancellation and
confirmation numbers to the DTS via Passenger Name Record.

3. Expenses Associated with Cancelled Trips. Most hotels will charge the traveler for a
one-night room cost if not cancelled by the hotel's cancellation deadline.

a. If Traveler is unable to cancel the room prior to that deadline and the hotel
charges him/her, the traveler may request reimbursement by entering a Cancellation
Room Charge (to include taxes) within the Expenses Module if the Trip Authorization
still exists (has not been cancelled).

b. If the Approving Official has cancelled the Trip Authorization, the traveler may
recover the costs (including Registration Fee) by initiating a Local Voucher.

4. Traveler must enter in the Comment section the purpose of the Local Voucher, the

destination, document name (or Trip Authorization number, if approved), and the
statement, “Original trip request was cancelled”.

SECTION XlI- ADJUSTING/AMENDING DOCUMENTS

(See Reference Materials hyperlink on the following site,
http://ivww.501csw.usafe.af. mil/shared/media/document/AFD-110720-007 .pdf) Website
link is case sensitive.

1. Adjusting Documents. An adjustment refers to a document that is modified before
approval. The Adjustments screen can be used to view or edit documents that have
been signed, but not yet approved. Once adjustments or updates have been completed
the document needs to be stamped signed and routed for review and approval. (See
Appendix F).
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2. Amending Documents. An amendment is created after a document is approved. If
the traveler needs to make changes to an authorization or a voucher, and the
Authorizing Official (AQ) has already approved the document, then the traveler must
create an amendment. Changes to the itinerary, lodging arrangements, accounting
codes, and significant additional expenses are examples of reasons to create an
amendment. (See Appendix F).

SECTION Xili — SYSTEM REJECTS

(See Reference Materials hyperlink on the following site,
http://www.defensetravel.dod.mil/Docs/Training/DTA_App_G.pdf) Website link is case
sensitive,
1. When a financial system rejects a document, DTS sends a reason code to the reject
e-mail account established by the organization. The information displays in the
Document History section of the Digital Sighature screen. Explanations of individual
error codes are available in Appendix G of the Defense Travel Administrators’ Manual.
2. The most common system rejects are:

a. 518- Insufficient Funding Available

b. 519- Account Processor Error

SECTION XIV- EFT RETURN

(See Reference Materials hyperlink on the following site,
http:/www.defensetravel.dod.mil/Docs/How_to_Correct EFT_Returns.pdf) Website link
is case sensitive.

An Electronic Funds Transfer (EFT) return occurs when a payment that contains
inaccurate EFT information is transmitted to a bank or the GTCC vendor. Before
signing any DTS document, Traveler must review the EFT information in the DTS
profile. If the EFT information is not current, an EFT return will occur. (See Appendix
E).

SECTION XV- OTHER TYPES OF TRAVEL

Transfers/Retirements/Mobilization.
1. lt is the responsibility of the traveler to inform the ODTA or LDTA if a DTS profile

needs to be detached from existing office/unit/agency. If SM transfers from one
office/unit/agency to another, the LDTA/ODTA will detach SM DTS profile(s) from their

NYARNG DTS SOP 17



organization. LDTA will be notified to "Receive” them into a specific organization.
2. DTS profiles will never be removed from DTS. If an ODTA believes someone should

be removed from DTS under an obscure circumstance, they MUST contact the Tier i
Help Desk, NY LDTAs.

SECTION XVI - DTA MAINTENANCE TOOL AND PEOPLE

LLDTAs/ODTAs access the DTA Maintenance Tool by selecting the Administrative drop-
down list from the DTS User Welcome screen. The DTA Maintenance Home page
opens. This is the starting point of the tool, and displays the tools that the
LDTAs/ODTAs permission level allows them to access. The DTA Tools drop-down list
appears on every screen in the DTA Maintenance Tool. It allows LDTAs/ODTAs to
move easily from task to task.

1. People. Personal information for all users and travelers in DTS is managed in the
“People” tool. The “People” tool is used fo create and maintain personal profiles and
roles for DTS users. To perform administrative tasks related to people, select People
from the DTA Tools drop-down list.

2. LDTAs/ODTAs can create and update the personal profiles to which they have
access to, based on the hierarchical setup within DTS.

3. Search for People. The Search People screen allows the search for current
users/travelers in DTS. To update information in an existing profile, the

LDTA/ODTA must search for the person’s profile in DTS. The Search People screen
opens as a default each time the People module is accessed from the DTA Tools drop
down list.

4. The People (Search Results) screen returns only the names of people who meet the
search criteria and are within the user's organization access

SECTION XVII — UPDATING PERSONAL PROFILE

(See Reference Materials hyperlink on the following site,
http://www.defensetravel.dod.mil/Docs/Training/DTA_7.pdf, Chapter 7, para 7.3.2)
Website link is case sensitive.

1. DTS traveler will log into DTS and on the main page select the Traveler set up tab
and select Update personal profile. The traveler can then update any one of the
following areas:

a. My Preferences.
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b. My Additional Information.
¢. My Account Information.

d. My TSA Informaion.

2. Once update has been processed Traveler wilt select the “Update personal
information” button.
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Appendix A - GLOSSARY

ADOS — Active Duty Operational Support. A short tour of Title 32 active duty.

ADT — Active Duty Training. A short tour of Title 32 active duty for personnel in a
training status.

AEA — Actual Expense Authorization. Required when Per Diem exceeds authorized Per
Diem rate. Must be approved PRICR to travel and uploaded as supporting
documentation.

AGR - Active Guard Reserve. A Title 32 Active Duty member of the NYARNG.

AMSCO - Army Management Structure Code. Eight-digit code that identifies the
purpose of the expenditure.

ARNG - Army National Guard.
AT — Annual Training. A Title 32 training status.

ATM — Automated Teller Machine. A machine that provides cash to an individual with a
proper credit card or Debit card and Personal Identification Number (PIN).

CAC — Common Access Card. A card (normally an ID card) that contains a person’s
identity.

CBA — Centrally Billed Account. A centrally managed Government credit card account
held by the NYARNG Transportation Officer (TO), used to pay for airfare expenses for
travelers exempt from mandatory use of the individually billed government travel charge
card.

COL - Certifying Officer Legislation. Legislation passed in the Fiscal Year 2002
National Defense Authorization Act requiring a certain level of training and competency
before a person may be allowed to certify funding and/or payments.

CONUS - Contiguous United States or Continental United States. Identifies either the
attached American States or all American States.

CRA — Continuing Resolution Authority. An interim Appropriation passed by Congress
in the absence of normal Appropriations.

CTO - Commercial Travel Office. Scheduled Airline Transportation Office. An agency
contracted by the Federal Government o provide transportation services to Federal
travelers.

DFAS ~ Defense Finance and Accounting Service. The agency that provides finance
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and accounting services to Department of Defense agencies.

Disbursement — An accounting procedure that tracks payments made to travelers.
DITY ~ Do It Yourself

DMM — Debt Management Monitor

DOD — Department of Defense.

DODFMR — Department of Defense Financial Management Regulation. Defense wide
level financial regulations.

DTOD — Defense Table of Official Distance. The document that specifies the official
distance between two locations for reimbursement purposes.

DTS — Defense Travel System. A fully automated travel system that allows a traveler to
request a TDY trip, route to a Reviewing Official, seek approval from an Approving
Official, and request payment online.

EFT — Electronic Funds Transfer. Financial institution information.

EOR — Element of Resource. Four-digit code that identifies the type of expenditure.

FDTA - Finance Defense Travel Administrator. An individual appeinted to control DTS
financial information to include Lines of Accounting.

FEMA - Federal Emergency Management Agency

GARS - Government Administrative Rate Supplement

GOCOM - General Officer Command

GSA ~ General Services Administration.

GTCC — Government Travel Charge Card

[BA — Individually Billed Account. An individual Government Travel Card.
IDT — Inactive Duty Training. Drill status.

ITO — Invitational Travel Order.

M&IE — Meals and Incidental Expenses

NYARNG — New York Army Nationa!l Guard.
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JFHQ — Joint Forces Headquarters.
JFTR - Joint Federal Travel Regulation.
JTR — Joint Travel Regulation.

LDTA — Lead Defense Travel Administrator. An individual appointed as the overall DTS
administrator for their state.

LOA — Line of Accounting. Accounting data within the DTS that matches a Trip
Authorization to a budgeted account.

NDAA — National Defense Authorization Act. An act passed by Congress that
authorizes certain activity for the Department of Defense.

NDEA — Non-DTS Entry Agent. An individual appointed in writing who has the
capability of creating a Travel Authorization and Voucher for another individual.

Obligation ~ A formal accounting procedure to set aside funds for future payment.
OCONUS — Qutside Contiguous United States or Outside Continental United States.

ODTA - Organizational Defense Travel Administrator. An individual who handles the
organizational structure for an office or unit.

PCS — Permanent Change of Station.
PDS —~ Permanent Duty Station. The travelers designated duty station.

PIN — Personal Identification Number. A private number allowing personal access into
a financial system.

PKI — Public Key Infrastructure. A security element of web-based systems.
PNR — Passenger Name Record. Identification of an individual airline ticket request.
POV — Privately Owned Vehicle.

SDN - Standard Document Number. Normally a 14-digit code within a Line of
Accounting. In the DTS, the SDN is 6-digits in length.

SF — Standard Form
SM - Service Member

SNA — Statement of Non-Availability. A statement issued by a Commander of a military
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Post indicating that quarters and/or rations were not available fo the traveler.

TA — Trip Authorization. A request for TDY travel.

TDY = Temporary Duty. A term used to identify duty performed away from the
Permanent Duty Station.

TRAX — Travel Explorer

USP&FO — United States Property and Fiscal Office. The Federal agency responsible
for oversight of Federal funds appropriated for the NYARNG.

VOCO — Verbal Orders of Commanding Officer. Provides authority for an individual to
travel without orders or an Approved Trip Authorization.
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APPENDIX B

REQUIRED TRAINING
1. DTS training can be found at the following TraX website:
https://www defensetravel.dod.mil/Passport/bin/Passport.himl. Website link is case
sensitive.

2. Certificate of Completion for any training shown below must be submitted to the
USPFO-NY, ATTN: DTS LDTA, 330 Old Niskayuna Road, Latham, NY 12110

a. Mandatory Web-based Training for DTS NDEAs:
(1) DTS (Basic): About DTS (75 minutes to complete)
(2) DTS (Basic): DTS Travel Documents (DTS 101) (90 minutes to complete)
(3) DTS (Basic). Non-DTS Entry Agent (NDEA) (35 minutes to complete)
(4) DTS (Special Topic): Constructed Travel (45 minutes to complete)
(5) Programs and Policies — City Pair program (45 minutes to complete)

(6) Programs and Policies — Travel Card Program (Travel Card 101) (60 minutes
to compiete)

(7) Programs and Policies — Travel Policies (90 minutes to complete)

(8) Programs and Policies — U.S. Government Rental Car Program (30 minutes
to complete)

b. Mandatory Web-based Training for AOs, ROs and ODTAs:
(1) AO/RO the DTS Approval Process (90 minutes to complete)

(2) AO/RO Training for Accountable Officials and Certifying Officers (COL) —
Annual recertification (80 minutes to complete)

(3) DTS (Basic): About DTS {75 minutes to complete)
(4) DTS (Basic): DTS Travel Documents (DTS 101) (90 minutes to complete)
(5) DTS (Special Topic): Constructed Travel (45 minutes to complete)

(6) Programs and Policies — City Pair program (45 minutes to complete)
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(7) Programs and Policies — Travel Card Program (Travel Card 101) (60 minutes
to complete)

(8) Programs and Policies — Travel Policies (30 minutes to complete)

(9) Programs and Policies — U.S. Government Rental Car Program (30 minutes
to complete)

Note: In August 2010 the DoDFMR Volume 5, Chapter 33 was changed to require both
initial and annual refresher training for all Accountable Officials (AOs) and Certifying
Officials (COs). One year from the date of completion of initial training all AOs and COs
must complete the refresher training and submit completed certificates to the LDTA.
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APPENDIX C

DTS Helpful Tips

Appendix C is intended to help AOs during the approving process of authorizations and
travel vouchers.

1. Authorization
a. Is this TDY trip necessary?
b. Is the number of travelers appropriate?
c. Are funds available?
d. Is the fund cite/line of accounting correct?

e. Were correct procedures foliowed for requesting premium class air travel and the
proper flag officer (or civilian equivalent) approval attached?

f. Did the traveler choose a city pair flight? If not, is the reason consistent with DoD
travel policy?

g. Is the mode of travel the most advantageous to the government?
h. 1s a rental car needed?

i. Is the rental car being shared by multiple travelers going to the same TDY site?
(3:1 is a recommended guideline).

j- Did the traveler provide justification if other than a compact car was requested?

k. Does the authorization provide for “variations autherized”, if required? (This
authority should NOT be routinely granted).

|. Did the traveler leave at a reasonable travel time?

m. Is the per diem location correct (it must be the location of the TDY mission — not
where the traveler is spending the night or the airport they are flying into)?

*Note: per diem is based from the duty location on the order. To find duty location rates
see: hitp:.//www.defensetravel.dod.mil/site/perdiemCalc.cfm.

n. Has the traveler provided non-availability number if the TDY is to a military

installation, the installation has available transient billeting, and the traveler is booking
commercial lodging (military only)?
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o. Is lodging above per diem (actual expense allowance) necessary?

p. If a commercial lodging property has not been approved by the Federal
Emergency Management Agency (FEMA), did the traveler justify its use?

g. Are there any registration fees? What does the fee cover? Registration fees are
considered training and should be paid through the use of a purchase card whenever
possible.

r. Was leave taken during the trip and properly documented IAW local personnel
policies? Have you reviewed the Per Diem Entitlements screen to ensure entitlements
have been correctly adjusted?

s. Did the traveler use the appropriate form of payment to pay for travel
arrangements? If not, did they justify it?

t. If travel is to a foreign country, have appropriate theater and country clearances
been obtained ouiside DTS? Does the authorization reflect that all appropriate actions
have been accomplished?

2. Voucher
a. Did the traveler add expenses not previously approved on the authorization?
b. Has the voucher been reviewed against the authorization prior to certification?
c. Were all actual reimbursable expenses claimed?
d. Was the mode of travel consistent with the authorization?
e. Were any claimed long distance calls authorized?

f. Were long distance calls for home/family in accordance with JFETR/AJTR, Appendix
(14

g. Did the traveler claim gas for a rental car and also pay for prepaid gas on the
rental contract?

h. Did the traveler claim hotel taxes for foreign locations (the per diem for foreign
locations includes all taxes)?

i. Did the traveler claim reimbursement for airline or rail tickets charged to a CBA?
CBA charges are billed directly to the government not the traveler. AOs must be aware
of Service and organizational policy on use of CBAs when travelers have an IBA.
Review the expense summary of the travel voucher. Tickets that have been charged to
a CBA show as “Com. Car —-C” while IBA billed tickets show as “Com. Car —I".
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j. Did the traveler select the correct method of reimbursement (government travel
charge card (GTCC) or personal) for each reimbursable expense?

k. Did the traveler complete the voucher with the actual expenses within 5 work
days of returning from travel?

I. Did the traveler properly account for any meals provided (e.g., as part of a
registration fee)?

m. Are all required receipts and other substantiating documents (e.g. all lodging
receipts, any individual receipts for $75 or more, (including airline tickets) premium class
travel authorization) electronically attached to the voucher by being scanned or faxed in
accordance to DoD FMR, Volume 8, Chapter 2? Any receipts or other supporting
documentation not electronically attached must be retained by the AQ’s office for six
years and three months.

n. Did the traveler follow correct procedures for returning unused or partially unused
tickets 1AW the organization’s local policy?
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APPENDIX D

Appointment Forms

1. NDEA Acknowledgement.

DEPARTMENTS OF THE ARMY AND THE AIR FORCE
NATIONAL GUARD BUREAU
UNITED STATES PROPERTY AND FISCAL OFFICER FOR NEW YORK
330 OLD NISKAYUNA ROAD

LATHAM, NEW YQRK 12110-3514

l acknowledge the appointment as an NDEA for DTS organization DA180NYAXXXOXX.
lunderstand thatif | T-Enter a voucheron a traveler's behalf, | will attach all required
receipts and | will upload a signed DD 1351-2 by the traveler to the DTS voucher.

| understand that | should only be T-Entering DTS vouchers fortravelers that are
disconnected from DTS and are unable to sign theirown DTS voucher.

I will sign DTS vouchers for other travelers by selecting the T-ENTERED stamp instead
ofthe SIGNED stamp from the document status list on the Digital Signature page.

(Appointee’s Signature) (ODTA’s Signature)

{Appointee's Printed Name) {ODTA’s Printed Name)
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2. DD 577 — ODTA Appointment.

APPOINTMENT/ TERMINATION RECORD - AUTHORIZED SIGNATURE
{Read Prvacy Act Statement and InSiCHons before compieting form. )

PRIVACY ACT STATEMENT

AUTHORITY: E.C.8357, 31 U.S.C. Secilons 3325, 3528, DoDFMR, T000.14-R, Vol. 5.

PRINCIPAL PURPOSE(S): To maintain 3 record of appoiniment and termination of appainiment of persons to any of the posHions listed in lbam &,
and to igeniity ihe dulies assnelateﬂ -nm this appolmn'lem.

SORN T1300 (hiip-idpdo defense nadey Ima SiAMicEs 11300

ROUTINE USE{[S): The hmnnaﬂm M 'mls mnn mar ne dlsmaeu as gerueraly peml.teu mder 5 U.5.C Sectian 552:1:!1] m'me Privacy Act of 1874,
as amengi2d. M may also be disclosed putsige of the Department of Defense [DoD) to the the Federal Resenve Banks 10 venty authorty of the
appaimted Indlviduais to Issue Traasury checks. In adition, ather Federal, State and local govermment agencies, which have |dentifed a need to
knaw, may obtain this Information for the purpose(s) Menified in the DoD Blankat Routine Uses published at:

hipo 0.0efense gov/Privacy/SORNsIndex/SlankeiRoutinelUses 350X,

DISCLOSURE Voluntary, however, fallure ko provide the requested Information may preciude appaintments.

SECTION | - APPOINTEE

1. NAME [FIrst, Widdie initial, Lzt and Fank or Grade) | 2. DoD ID NUMBER 3. THLE

4. DOD COMPONENT/IORGANIZATION 5. ADDRESS (incde Z\ Code, emal address, and feiephione aumber with area code and DSH)

5. POSITION TO WHICH APPOINTED (X Sppropnale box - one only. Checking more Hian one Nvakdeies e appainiment.)

DISBURGING OFFICER: DSSN CASHIER CHANGE FUND CUSTODIAN

DEPUTY DISBURSING OFFICER: DSSN PAYING AGENT IMPREST FUND CASHIER

CERTIFYING OFFICER COLLECTIONS AGENT SAFEKEEPING CUSTODIAN

¥ | DEPARTMENTAL ACCOUNTABLE OFFICIAL DISBURSING AGENT ASSISTANT SAFEKEEPING CUSTODIAN
7. YOU ARE APPOINTED TO SERVE IN THE POSITION IDENTIFIED IN ITEM &. YOUR RESPONSIBILITIES INCLUDE:
Diefense Travel Systam Organizations] Defense Travel Administrator
the TIVY processes, which inchade updsting organizstions, routing kists, groups, and personne] infonmation. memml:mnum
nlgamm Inﬁeamamuymzaimmeﬁsmheumﬁmwﬂlcmﬂumm You do not have tha I
to certify travel documents for pryment. The ODTA may act in the capacity of anNDEA.  The enfry agent is not ﬁrﬂnew]iduyot‘

the paper vowcher signed by the traveler, but is for entering the dats correctly 55 mmdmn{zmmw
faxor the sigmed DD Form 1351-2, “Trawel Vioncher or Sub-vowcher,™ to be attached to the DTS vouchsrs, which is

electronically srchived Dmmmﬂmfwﬁmsmmmwmmhmm

4. REVIEW AND ADHERE TO THE FOLLOWING PUBLIGATION'SI NEEDED TO ADEQUATELY PERFORM 'rnun ASSIGNED DUTIES:
DoDFMR, Vaol. 5, Chapter 1 and 33; DoDEFMR, Vol, 9, Chapter 2, JFTR, TR, Dol Directive 700015, Titla 31 USC.

SECTION Il - APPQINTING AUTHORITY

5. NAME (Firsr, Mioaie inay, Las) 0. TITLE T1. DOD COMPONENTIORGANLZATION
12. DATE (YYYYAMDD) 13 SIGNATURE

SECTION Il - APPOINTEE ACKNOWLEDGEMENT

| acknowledge and accept the position and responsibilities defined abeve. | understand that | am strictly Eable to the United
States for all public funds ar payment certification, as appropriate, under my control. | have been counseled on my pecuniary liability
applicable to this appeintment and hawve been given written operating instructions. | certify that my official signature is shown in item
16 beliow.

14. PRINTED NAME (First, MidaVe m¥al, Lasd} | 15. DATE (YYYYMMDD, | (et 16. SIGNATURE

o
earisr than date in e T2 or 13) 2. DIGITAL

b. MANUAL

SECTION IV - AFPOINTMENT TERMINATION

17. DATE (YYYYMMOD) | 18. APPOINTEE INITIALS
The appointmeant of the individuall namad above is hereby revoked.
19. NAME OF APPOINTING AUTHORITY 20 TITLE 21. APPOINTING AUTHORITY SIGNATURE
=
DD FORM &77, JUL 2014 PREVIQUS EDITICN IS OBSOLETE. Aduts Qesgra 0.0
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3. DD 577 — Routing Official/Reviewer Appointment.

APPOINTMENT/TERMINATION RECORD - AUTHORIZED SIGNATURE
{Read Privacy Act Statement and Instructions before completing form.)

PRIVACY ACT STATEMENT

AUTHORITY: E.O.93087, 31 U.5.C. Secllons 3325, 3528, DoDFMR, 7000.14-R, VoL 5.

PRINCIPAL PURPOSE(S): To maintain a record of appoiniment and {ermination of appointment of persons to any of the positions listed In ltem &,
and to identily the duues assu::lated with this appulmem

SORN T13040 1
ROUTINE USE{S): The hmm on thés form may I'.uE mmu a5 generaly pen'mu unger 5 U s C Bec‘uun ssz;qn] ofthe Privacy Act of 1974,
as amended. it may also be disclosed outsioe of the Department of Defense (DoD) to the the Federal Reserve Banks 1o venty authority of the
appainted Individuais to Issue Treasury checks. In aodition, ather Federal, Slahe and iocal government agencles, which have Identified a need to
know, may obtain this Information for the purpose(s) Kentified In the DoD Blankat Routine Usas publishad at:

hiip.idncio.defense gow/Privacy/SORNsIndexBlanketRoutinelUsas asnx.

DISCLOSURE Voluntary; however, fallure to provide the requested Information may preciude appaintments.

SECTION | - APPOINTEE

1. NAME (First, Migaie Infial, Last and Rank or Grage) | 2. DoD ID NUMBER 3. TILE

4. DOD COMPONENT/ORGANIZATION 5. ADDRESS rinclude 2\° Code, emalf address, and feiephone aumber with area code and DSN)

€. POSITION TO WHICH APPOINTED (X appropiiate box - one only. Checking more than one invalldaies the appointment.)
DISBURSING OFFICER: DSSN CASHIER CHANGE FUND CUSTODIAN
DEPUTY DISBURSING OFFICER: DESN PAYING AGENT IMPREST FUND CASHIER
CERTIFYING OFFICER COLLECTIONS AGENT SAFEKEEPING CUSTODIAN
N | DEPARTMENTAL ACCOUNTABLE OFFICIAL DISBURSING AGENT ASSISTANT SAFEKEEPING CUSTODIAN

7. YOU ARE APPOINTED TO SERVE IN THE POSITION IDENTIFIED IN ITEM €. YOUR RESPONSIBILITIES INCLUDE:

Defense Travel Systam Routing Official

As a routing official, you will be respensible for reviewing travel docmments (Travel Authorizations, Vouchers and Local Viouchers) in accordance

with the JFTR/JTR. You do not have the suthority mohhgmﬁmdsmmcauf}lmﬂ mh%

’IhekoumgOﬂiuslmmlywrﬂw]lmmmafﬁeruq of 1974. Any use of DTS icn for other than official businecs
routing official to possible criminal penalties and/or administrative sanctions. ™

%mmumﬁummnmma Level of Review:

Are you Reviewing Authorizations”  Are you Reviewing Vouchers?  You will be inciuded in these rowuting lists:

8. REVIEW AND ADHERE TO THE FOLLOWING PUBLICATION(S) NEEDED TO ADEQUATELY PERFORM YOUR ASSIGNED DUTIES:
DoDFMR, Vol. 5, Chapter 1 and 33; DoDFMR, Vol. 9, Chapter 2, JFTR, TR, DoD» Directive 7000.15, Title 31 USC.

SECTION Il - APPOINTING AUTHORITY
9. NAME (First, Midate Inita), Last) 0. TMLE 11. DOD COMPONENTIORGANIZATION

12. DATE [YYYYMMDD) 13. SIGNATURE

SECTION Il - APPOINTEE ACKNOWLEDGEMENT

| acknowledge and accept the position and responsibilities defined above. | understand that | am strictly iable to the United
States for all public funds or payment cerlification, as appropriate, under rmy control. | have been counseled on my pecuniary liability
applicable to this appointment and have been given written operating instructions. | certify that my official signature is shown in tem
16 below.

14. PRINTED NAME (First, Middle In¥ai, Lastj | 15. DATE (YYYYMMDD) e | |16, SIGNATURE
eaner than dare in Mem 12o0r 13) 2. DIGITAL

b. MANUAL

SECTION IV - APPOINTMENT TERMINATION

17. DATE (YYYYMMDD) | 18. APPOINTEE INITIALS
The appointment of the individual named above is hereby revoked. [
15. NAME OF APPOINTING AUTHORITY 20. TMLE 21. APPOINTING AUTHORITY SIGNATURE
DD FORM 577, JUL 2014 PREVIOUS EDITION IS OBSOLETE. Aot Owsigme 0.0
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DD 577 — Authorizing Official/Approver Appointment.

APPOINTMENT/TERMINATION RECORD - AUTHORIZED SIGNATURE
{Read Privacy ACt Statement and Instuchions before completing fomm. |

PRIVACY ACT STATEMENT

AUTHORITY: E.C. 3357, 31 U.S.C. Saclions 3325, 3528, DoDFMR, 7000.14-R, Vol. 5.

PRINCIPAL PURPOSE(S): To maintain a record of appoiniment and fermination of appaintment of persons to any af the positions listed In ltem B,
and to identily the dubies assunlateﬂ ‘aith this appdmmem
SORN T1300 {hbipikipcio.de = .00 Al =
ROUTINE USE{S): The rnmmaﬂm on ihvs farm may he dlsnlusetf 2t generaly peml:len I.lIﬂB 5 u S.C Secmun SSZatb] of the Privacy Act of 1974,
as amendad. it may also be disclosed outside of the Department of Defense (Dol to ihe the Federal Resenve Banks 1o verity authority of the
appainted Indlviduais to lssue Treasury checks. In asdition, ather Fedesal, State and ipcal government agencles, ‘which have ldenffed 3 need to
knaw, may obtain this Information for the purpose{s) Kentifed In the DoD Blanket Routine Uses published at:

hitpcidpcio.defense poviPrivacy/SORNsIndewSlankeiRoutinallsas 350X,

DISCLOSURE Voluniary; howeves, fallure fo provide the requested Information may preclude appaintments.

SECTION | - APFOINTEE

1. NAME [FI'st, iiaaie initial, Last and Fank or Grage) | 2. DoD ID NUMBER 3. TITLE

4. DOD COMPONENT/IORGANIZATION 5. ADDRESS (incud= ZV° Coge, smaV , and feianh with area code and DSN

. POSITION TO WHICH APPOINTED (X appropriate box - ONe oy, CRecking more thak one invavdates the appoiniment

DISBURSING OFFICER: DSSN CASHIER CHANGE FUND CUSTODIAN
DEPUTY DISBURSING OFFICER: DBSN PAYING AGENT IMPREST FUND CASHIER

X | CERTIFYING OFFICER COLLECTIONS AGENT SAFEKEEPING CUSTODIAN
DEPARTMENTAL ACCOUNTABLE OFFICIAL DISBURSING AGENT ASBISTANT SAFEKEEPING CUSTODIAN

7. YOU ARE APPOINTED TO SERVE IN THE POSITION IDENTIFIED IN ITEM 6. YOUR RESPONSIBILITIES INCLUDE:
Defense Travel System Authorizing Official. Authorizes prudent travel that is essentis] official business. If the TAD period can be handled by
mlmﬁmtmg,mrspmﬂenm any other sppropriate means the AQ will not spprove the travel. The AOQ will ensure that the required receipts
and supporting documentstion are attached in o electzonic format with the DTS document when by the JFTR/ITR. E’é‘m“’
amﬁnmﬁeﬂﬂﬂn&ynﬂr@mmmﬂmﬂﬁusmﬂmﬁg Ifit is not a5 3 reimbursable item
mn;mmm:mﬂrﬂ An AD also acts as 3 cextifying officer when he or she approves a travel

thst contains an advance and'or schednled partial payment. "Vou will not concamrently serve as any other accomitsble position
imvolving the mansgemeant of DTS, An A0 mey not Approve their oan Suthorizstion, Voucher or Local Voucher.

8. REVIEW AND ADHERE TO THE FOLLOWING PUBIJCA‘I‘IOH[S] NEEDED TO ADEQUATELY PERFORM YOUR ASSIGNED DUTIES:
DeDPMR, Vol. 5, Chapter 1 and 33; DoDFMR., Vol. 9, Chapter 2, JFITR, FTR, DeD Directive T000.15, Title 31 USC.

SECTION Il - APPOINTING AUTHORITY

(3. NAME [First, Miogie Inveay, L3s) 0. TITLE T1. DOD COMPONENTIORGANIZATION
12. DATE (¥YYYMAMDD) 13 SIGNATURE >

o
SECTION Il - APPOINTEE ACKNOWLEDGEMENT

| acknowiedge and accept the position and responsibilities defined above. | understand that | am strictly liable to the United
States for all public funds or payment certification, as appropriate, under my control. | have been counseled on my pecuniary liability
applicable to this appeintment and have been given written operating instructions. | certify that my official signature is shown in tem
16 below.

14. PRINTED NAME (Firsl, Migdle Intial, Last) | 15. DATE (YYYYMMDD) vce | 16. SIGNATURE

Sarer than dafe in ewr 12ar 13) 2. DIGITAL E

b. MANUAL

SECTION IV - APPOINTMENT TERMINATION

17. DATE (YYYYMMDD) 18. APPOINTEE INITIALS
The appeintment of the individual named above is hereby revoked.
15. NAME OF APPOINTING AUTHORITY 20. TITLE 21. APPOINTING AUTHORITY SIGNATURE
DD FORM 577, JUL 2014 PREVIOUS EDITION IS OBSOLETE. e ———
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5. DD 577 — Budget Defense Travel Administrator Appointment.

APPOINTMENT/TERMINATION RECORD - AUTHORIZED SIGNATURE
(Read Privacy Act Statement and Instruciions before completing form. )

PRIVACY ACT STATEMENT

AUTHORITY: E.D.9357. 31 U.S.C. Seclions 3325, 3525, DoDFMR, 7000.14-R, Vol. 5.
PRINCIPAL PURPOSE(S): To maintain a record of appoiniment and termination of appaintment of persons to any of the positions listed In item &,
and to identily the duﬂes assoclated wnn this appclrm'nem.

ROUTINE USE(S): The hfnnnaﬂnn on this farm may be clsﬁoser.l as generalg pemﬂeu under 5 u S.C aee'linn ssu(m m' he Privacy Act of 1974,
as amended. it may also be disciosed outside of the Depariment of Defense (DoD) to the the Federal Reserve Banks 1o verity authority of the
appainted Individuais to Issue Treasury checks. In acdition, other Federal, State and Iocal government agencies, which have [dentfied a need o
know, may obtain this Information for the purpose(s) identified In the DoD Blanket Routine Uses published at:

htipifdpclo.defense. gov/Privacy/SORNsIndexBlanketRoulineUses as0x.

DISCLOSURE Voluntary, however, fallure to provide the requested Information may precluge appointments.

SECTION | - APPOINTEE

1. NAME (FIrst, Middie nitial, L2t and Rank or Grade) | 2. DoD ID NUMBER 3. TNLE

4. DOD COMPONENT/IORGANIZATION 5. ADDRESS (inciude ZIP Code, emal address, and feisphone number with area code and DEN)

8. POSITION TO WHICH APPOINTED (X appropiale box - Ghe only. CRecking more than one Invakdales the appomiment.)

DISBURSING OFFICER: DSSN CASHIER CHANGE FUND CUSTODIAN
DEPUTY DISEURSING OFFICER: DSSN PAYING AGENT IMPREST FUND CASHIER
CERTIFYING OFFICER COLLECTIONS AGENT SAFEKEEPING CUSTODIAN
X | DEPARTMENTAL ACCOUNTABLE OFFICIAL DISBURSING AGENT ASSISTANT SAFEKEEPING CUSTODIAN
7. YOU ARE APPOINTED TO SERVE IN THE POSITION IDENTIFIED IN ITEM €. YOUR RESPONSIBILITIES INCLUDE:
BtﬂgetDafmse Travel

Advministrator.
ammﬁmlmufm QLQA),hldgts,mdﬁrweﬂhmmmofm

Aszists FDTA (Finandial Defense Trav A.dmmm)mbu%my % .
MMAMMMdME ﬁmdscmlrulmdmhesm&ln:al policias.
THIS APPOINTMENT WILL REMAIN IN EFFECT UNTIL SECTION IV IS COMPLETED AND RESUBMITTED TO MNPF-CO.

8. REVIEW AND ADHERE TO THE FOLLOWING PUBLICATION(S) NEEDED TO ADEQUATELY PERFORM YOUR ASSIGNED DUTIES:
DoDEMR_ Vol. 5, chapter 33:DoDEMR. Volume 9, Chapter 2

SECTION li - APPOINTING AUTHORITY

5. NAME (First, Miomie ey, Las) 0. TITLE 1. DOD COMPONENTIORGANIZATION |
12. DATE (YYYYMMDD) 13.SIGNATURE >

SECTION Il - APPOINTEE ACKNOWLEDGEMENT

| acknowdedge and accept the position and responsibilities defined above. | understand that | am sirictly liable to the United
States for all public funds or payment certification, as appropriate, under my control. | have been counseled on my pecuniary liability
applicable to this appeintment and have been given written operating instructions. | certify that my official signature is shown in tem

16 below.
14. PRINTED NAME (First, Micale Initial, Last) | 15. DgEmgnWW 4 4 16. SIGNATURE
PRI 4 mara
b. MANUAL
SECTION IV - APPOINTMENT TERMINATION
17. DATE (YYYYMMDD) 18. APPOINTEE INITIALS
The appcintment of the individual named above is hereby revoked.
19. NAME OF APPOINTING AUTHORITY 20. TITLE 21. APPOINTING AUTHORITY SIGNATURE
"DD FORM 577, JUL 2014 AREVIOUS EDITION IS OBSOLETE. Aduts Qg .0
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Appendix E

Correcting EFT Returns
An Electronic Funds Transfer (EFT) return occurs when a payment that contains
inaccurate EFT information is tfransmitted to your bank or the Government Travel
Charge Card (GTCC) vendor. Before signing any DTS document, you should always
review your EFT information in your profile. If the EFT information is not current, an
EFT return will occur.
1. Correct an EFT Return from a Financial Institution. When a financial institution
returns a payment, the traveler, Authorizing Official (AO), and the DTA receive an e-mail
advising about the return. DTS stamps the document EFT RETURN.,
a. Follow these steps to correct an EFT retumn:
(1) Starting on the Vouchers screen, select amend next to the document.

(2) When the document opens, select Additional Options>My Account
Information from the navigation bar.

(3) Enter or update your account information.

(4) Check the Save changes to permanent traveler information box to save the
account information to your profile.

(6) Select Update Personal Information to save the changes.

(6) Stamp the document SIGNED to initiate the routing process.
Note: If the DTA corrects the account information using the DTA Maintenance Tool, the
changes must be refreshed in the document. After completing Step 2, select the
Refresh Account Data link to apply the changes.
2. Correct an EFT Return from the GTCC Vendor. When the GTCC vendor rejects a
payment, the Defense Finance and Accounting Service (DFAS) notifies the Travel
Assistance Center (TAC), and provides a copy of the reject nofification from the GTCC
vendor. The TAC notifies the DTA and traveler.

a. Follow these steps to correct a GTCC return:

(1) Starting on the Vouchers screen, select amend next to the document.

(2) Select Expenses>Substantiating Records from the navigation bar and attach
the reject notification from the GTCC vendor.
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(3) Add a manual expense, “GTCC Return” for the amount that was rejected.
(4) Select the method of reimbursement of Personal.
(6) Stamp the document SIGNED fto initiate the routing process.

b. The payment will be sent to your financial institution. You must make the
appropriate payment to the GTCC vendor.

¢. A GTCC return is typically caused by a Social Security number (SSN) mismatch.
If the traveler's SSN is incorrect in DTS, follow the above steps*. However, if Citi has
the incorrect SSN, the traveler or APC must contact Citi directly to have them correct it.

*Note: The process only corrects the immediate problem. Eventually, a Defense Travel
Administrator must create a new profile for the traveler, using the correct SSN.

3. Important Steps to Remember:

a. Travelers should verify their EFT information, mailing address, and SSN prior to
travel.

b. Changes made to the traveler's profile in the DTA Maintenance Tool do not
automatically update existing documents. Existing documents must have their account
data refreshed in order for the data to be updated.

c. Changes made to account information using the Traveler Setup feature do not
update account information in existing documents, to include those in an EFT Return
status. Travelers must update account information in the EFT Return document.

d. If the traveler advises the ODTA that their account information is incorrect, but a
payment has been made, DO NOT amend the document until an EFT Return has been
received on the Digital Signature screen. (If the document is amended prior to the
response being received, it will be stamped “PAID” for $0.00).

e. EFT return responses are typically applied within a week’s time, depending on
when the bank sent the money back to DFAS and DFAS collected the money. Ifa
response is not received within a week, the money may have been deposited in an
open account. The bank may not realize the money must be sent back. Refer to local
business rules for guidance.

f. Once an EFT Return is received, correct the traveler's EFT account and process
through Approved (no other changes need to be made). Do not remove the LOA and
add a new LOA, as this will cause the document to reject.

g. GTCC payments are returned due to the traveler's SSN being incorrect in DTS or
in the GTCC vendor records. Once a document is amended, the payment will NOT go
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back to the traveler's GTCC. It will be sent to the traveler's EFT account. The traveler
is responsible for making the payment to the GTCC vendor.

h. For information on the lost payment process, refer to Appendix K of the DTS
Financial Field Procedures Guide.
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APPENDIX F
Adjusting/Amending Documents

1. Log On to DTS.

a. Insert the CAC into the CAC reader.

b. Access the DTS Home page: hitp://www.defensestravel.osd.mil.

c. Select LOGIN TO DTS.

d. Read the DoD Privacy & Ethics Policy then select Accept.

e. Select the appropriate certificate from the Chose Signing Certificate box.
2. Adjust vs. Amend.

a. If the authorization has not been approved by the Authorizing Official (AO), foliow
the steps below to create an adjustment;

(1) Access the Authorizations/Orders screen.

(2) Select view/edit next to the authorization to be adjusted.

(3) Uncheck the View-Only box then select OK.

(4) Select the appropriate certificate from the Choose Signing Certificate box.
The Preview Trip screen opens with a reminder to stamp SIGNED after any changes or
additions to reservations or to the method of reimbursement.

(5) Select OK.

b. If the authorization has been approved by the AQ, follow the steps below to
create an amendment:

(1) Access the Authorizations/Orders screen.

(2) Select amend next to the authorization fo be amended.
Nofte: If the selected authorization includes an advance request, the Advance
Deschedule Warning window opens. If warns that by selecting Continue, any approved
advances will be descheduled. After re-adding the advance, the fraveler must sign the
document. Select Continue.

(3) Enter the reason for the amendment in the Comments box then select OK.
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(4) Select the appropriate certificate from the Choose Signing Certificate box.

(5) The Preview Trip screen opens with a reminder to stamp SIGNED after any
changes or additions to reservations or to the method of reimbursement.

(6) Select OK.
3. Change Dates on an ltinerary.
a. Select ltinerary from the navigation bar.

b. Select Edit for the Overali Starting Point or Overall Ending Point, depending on
the date that changed.

¢. Change the Start Date or End Date field.
d. Select Proceed to Per Diem Locations.

e. Select OK to the pop-up window (OK may have to be selected twice based on
date change(s) made).

f. Select Edit for Location 1 in the Trip Summary to change either the arrival or
departure date for that location. If there is more than one location, select the one that
is affected by the new date(s). OK may need to be selected based on date change(s)
made.

g. Select the calendar icon in the Per Diem Locations box and select the new
Arriving On and/or Departing On date(s) for the selected location.

h. Select Save Changes.
i. Select OK to the pop-up window.
4. Change a Per Diem Location.
a. Select ltinerary from the navigation bar.
b. Select Per Diem Locations from the sub-navigation bar.
c. Select one of the following based on the change:

(1) Click Here to Add a Destination in Between: Use fo add a new location to
which the traveler will fravel before traveling to Location 1.

(2) Remove: Use to remove the location from the itinerary. Select OK to the
pop-up window. Proceed to Step 4 to add another location.
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(3) Location, State/Country-Location, Zip Code, and County Lookup: Use to add
another TDY location to which the traveler will fravel after Location 1. Enter the
necessary information.

d. Select one of the options in the Search by box and enter the necessary
information.

e. Select the radio button next to the location.
f. Choose Select and Close.
g. Select the calendar icon and adjust dates as necessary.
h. Select Save This Location.
i. Select OK to the pop-up window.
5. Change a Travel Reservation.

Note: For short nofice changes (two duty days prior to depariture), refer to local
business rules for any special procedures that may apply.

a. Select Travel from the navigation bar. The Cancel Reservations screen opens if
changes have been made to the itinerary dates and/or per diem locations.

b. Select Cancel All and Start Over to cancel all existing reservations at once and
start over.

Note: This oplion is currently not working as designed. Travelers should choose the
Change or Cancel Separately option.

-OR-
Select Change or Cancel Separately to cancel or update each reservation separately.

¢. If Cancel All and Start Over was chosen, the Trip Summary screen opens with no
reservation information. Select the appropriate Add New <reservation type> to search
for a new reservation.

-OR-

[f Change or Cancel Separately was chosen, the Trip Summary screen opens with all
reservations intact. Select Cancel to cancel the reservation or Change to change the
reservation. Select OK to the pop-up window. If Cancel was selected, choose the
appropriate Add New <reservation type> to search for a new reservation.

Note: Upon navigating to any other module after completing reservation change(s), the
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system will display two separate pop-ups informing the traveler that confirmed travel
reservations will be cancelled in 24 hours if the authorization remains unsigned.
Select OK.
6. Change a Flight Reservation.

a. Update the fields in the Modify Search section as necessary.

b. Select Search.
Note: If Change was chosen, and the modified search does not return acceptable
results, the fraveler may select Keep Original Reservation to prevent cancellation or
change. This option is not available if Cancel was selected.

c. Choose Select Flight to the right of the new flight.

d. Use the Seat Selector to select a seat.

e. Select Done.

f. Repeat seat selection for each segment of the flight, if necessary.
7. Change a Rental Car Reservation.

a. Update the fields in the Modify Search section as necessary.

b. Select Search.

Note: If Change was selected, and the modified search does not return acceptable
results, the fraveler may select Keep Original Reservation to prevent cancellation or
change. This opfion is not available if Cancel was selected.

c. Choose Select Car to the right of the new rental car. If Change was chosen, a
pop-up window opens.

d. Select OK to continue with the change.
-OR-
Select Cancel to keep the original reservation.
8. Change a Lodging Reservation.
a. Update the fields in the Modify Search section as necessary.

b. Select Search.
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Note: If Change was chosen, and the modified search does not returmn acceptable
results, the fraveler may select Keep Original Reservation to prevent cancellation or
change. This option is not available if Cancel was selected.

¢. Choose Select Hotel to the right of the new hotel.

d. Choose Select Room to the right of the new room. If Change was chosen, a
pop-up window opens.

e. Select OK to continue with the change.
-OR-
Select Cancel to keep the original reservation.
Note: Travelers must ensure that hotel reservations are cancelled with the hotel before
the cancellation deadline fo avoid paying a no-show charge. If the Commercial Travel
Office (CTQ) does not provide a cancellation number from the hotel, the traveler is
responsible to contact the hotel directly fo obtain one.
9. Change Ticket information.
a. Follow the below steps to edit ticket information purchased outside of DTS:

(1) Access the Travel>Other Transportation screen.

(2) Select Edit next to the Ticketed Transportation on the right side of the
screen.

(3) Change the appropriate information in the fields on the left side of the
screen.

(4) Select Save.
10. Additional Changes.

a. Continue with necessary changes. Refer to Chapter 7 of the DTS Document
Processing Manual for instructions on making changes to expenses, per diem
entitlements, accounting, personal profile, partial payments, and advances. When
finished, stamp the authorization SIGNED then select Submit Completed Document.
See the Defense Travel Administrator (DTA) if additional assistance is required.

b. Ensure the authorization is signed within 24 hours to avoid cancellation of

reservations, Reservations made the same day of departure or within a day must be
signed within 2 hours.
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Appendix G

Verification of Travel

(OFFICE SYMBOL)

(Date)

THRU: Commander
FOR:

(Soldiers rank, name, Social Security Number, address of unit)

SUBJECT: Submission of Travel Voucher in DTS

1. Information received from an unliquidated report indicates that you did not submit for
and/or have not received reimbursement for travel costs incurred while in a federal
travel status from to , as directed by the Office of The Adjutant General
Order # . As is stated on all military travel orders, “YOU ARE REMINDED OF
THE REQUIREMENT TO SUBMIT A TRAVEL VOUCHER WITHIN FIVE DAYS AFTER
COMPLETEION OF TRAVEL.”

2. Please indicate if travel reimbursement has or has not been received by placing your
initials in the appropriate block below. IN ADDITION, YOU MUST SIGN YOUR NAME
IN FULL IN THE SPACE PROVIDED BELOW WITNESSED BY THE Unit Commander
or his/her representative. Return this document to my office by mail or interoffice no
later than that suspense date indicated. Waiver of travel reimbursement entitlement
by the traveler can only be voluntary, and may not be required, requested or
recommended by anyone.

Travel Reimbursement has been received for the timeframe indicated above.
Travel Reimbursement has not been received for the timeframe indicated above,
DTS travel Voucher was submitted on (Date)

- Orders were canceled, travel was never completed, and no expenses were
incurred.

- | am not submitting a travel voucher and waive any legal entitlement | may have
to reimburse.

Signature of Individual Concerned/Date Signature of Unit Commander/Date
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OFFICE SYMBOL
SUBJECT: Submission of Travel Voucher in DTS

3. Any questions concerning the above can be addressed to the undersigned at (518)
7 86-#HH#H#.

Signature Block of Program
Director/Fund Manager

FA: A, B or C & file. If C, forward a completed copy ASAPto VP /// VP:DandE
& file.

Do not make any entries below this line. This area reserved for USP&FO-NY
Comptroller Division entries.

___A. Provided by Program Director or Fund Manager to MNPF-CO (FA)
on to support validity of obligation. Travel reimbursement still due
traveler.

___B. Provided by Program Director or Funder Manager to MNPF-CO (FA) on
to support recovery/deobligation of funds. Travel reimbursement

complete.

___C. Provided by Program Director or Fund Manager to MNPF-CO (FA) on
to support recover/deobligation of funds. Entitlement to travel
reimbursement waived.

___D. Provided by MNPF-CO(FA) to MNPF-CO(VP) on to support waiver
of entitlement to travel reimbursement by the traveler.

___E. $0.00 entry input to IATS by MNPF-CO(VP) on to record waiver of
entitlement to travel reimbursement by traveler.

Note: Can be used to verify if travel was performed by traveler.
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Appendix H
Actual Expense Allowance Request Example

OFFICE SYMBOL Date

MEMORANDUM THRU SUPERVISOR and PROGRAM MANAGER

MEMORANDUM FOR USP&FO

SUBJECT: Request for Actual Expense Allowance (AEA) - CONUS/OCONUS Lodging only
1. Request AEA approval for the following temporary duty:

a. Reason for travel: (specific reason for TDY)

b. No meetings with technical, professional or scientific organizations are involved. No
international conferences are meeting are involved. No foreign government contacts are
involved.

¢. Member(s) travelling:

(1) LTC Washington, George D., 111-11-1111, US Army
(2) 1LT Jackson, Andrew, 777-77-7777, US Army
(3) Mr. Hamilton, Alexander J., 333-33-3333, US Army

d. Proposed ltinerary:

(1) 2 Jan 09 depart duty station
Arrive Anywhere, USA or OCONUS

(2) 31 Jan 09 depart Anywhere, USA or OCONUS
Arrive HOR

e. Other expense information: Room cost $120.00 (excluding taxes) exceeds the maximum
lodging rate of $70.00.

f. Reason(s) normal accommodations within per diem allowance don't suffice: (No
government rate available or individual required staying at host hotel).

2. The point of contact is SFC J.C. Public, ARNG-AMG, DSN 324-1111, 315-756-0000, or
just.c.public@us.army.mil.

SIGNATURE BLOCK
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Appendix |
Annotate Justification Steps
1. Create Authorization, when completed:

Click “Review Sign” tab - Click “Save and Proceed to Other Authorization”

No Advances requested.

Trip Length does not allow Scheduled Partial Payments.

2. Screen will open in “Other Authorization” tab

3. Click on link “Add Additional Authorization for this Trip”

Other Authorizations

The following are the additional authorizations that were selected based on the trip details. Enter comments to your Approving Official in the
*Remarks” boxes provided.

- Add Additional Authorizations For This Trip

Other Authorizations for this trip do not exist. Select the link for "Add Additional Authorizations For This Trip” to add other authorizations that may
apply to this trip.
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4. Select “Other’ - Select “Add”

Other Authorizations

Following is a master list of Other Authorizatiorts wyou can add to your travel authorization.

Other Authorizations Avnvlable

| select | Other Authorizations
" i ALTERMATE # DESIGNATED LOCATION

| ATM Adwance Authorized

e

| E)(TRAMR OR RAIL FARE
F6- RENEw.AL AGREE LW suppomus DDCLIMENTS |
Fﬁcﬂ‘(ear Furn:ls

GOVT-DWNED VEHICLE AVAILABLE
‘ MANUALLY ENTERED EXPENSE(S) 5 B
NON COMPACT CAR AUTHORIZED e |
NON-CONTRACT AIR FARE

Vhbrl-A'l’.M Mvarru:e mmm«m R

| Noanovt Fundad Permiscsive TOY {selection not allowed, r-m:nuircrv
‘{ permissive trip}

DOFFICIAL CTO NOT IJSED

ol e elfefelfe)iet

OTHER (Sunu r:rmarles ben:rw]
| OTHER PRIVATELY-OWNED VEHICLE : |
| PER DIEM LDCJ’I.TI oM FDWNOTES
[ 'pemor-uu_ DEVIA'n OM—ITI MEW:TRANS MODE ; Y BB
| PERSTEMPO CODE A (Operation) - 7

| PERSTEMPD CODE B (Exarcisel '

IEEEEEE

5. Type the following statement in remarks: “Alternate means, such as Secure Video
Teleconference (SVTC) or other web based communications are not sufficient to
accomplish travel objectives.”

Other Authorizations
Other Authorization Remarks | Remove
OTHER {5ee remarks below)
1 OTHER (5ee remarks betow) I [ - * remove
Save and Proceed to Pre-Audits

6. Continue Authorization as usual.

NYARNG DTS SOP 46



Appendix J
DTS Debts

1. Traveler in debt has 30 days from the date of this notification to make a payment,
request payroll deduction, or submit a request for waiver, remission, or cancellation of
the debt. If one, or a combination, of these actions is not completed within 30 days,
action will be taken to collect the debt via payroll deduction.

2. Methods to Pay your Debt:

a. Pay Electronically:
Click https://www.pay.gov/paygov/forms/forminstance.html?agencyFormld=35117215.
You can submit your payment(s) from your bank account, debit card, or credit card.
Read more by visiting the www.pay.gov website.

b. Payroll Deduction: For instructions on how to request voluntary payroll deduction
or a waiver/remission or cancellation of the debt, contact your Debt Management
Monitor and/or Authorizing Official (AQO).

c. Pay by Mail: To mail your payment, make your check or money order payable to:
"U.S. Treasury, DSSN 3801". Be sure {o include your 9-digit fransaction |D (provided
above) on the memo line! Then, send your payment to:

Disbursing Operations Directorate
3801 DTS Remittances

PO Box 26670

Indianapolis, IN 46226-0670

3. If you have any questions regarding direct remittance, you can contact the

Disbursing Operations Directorate via email at checkremittanceinquiry@dfas.mil or
Monika M. Harding, Debt Management Monitor at 518-786-4837.
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Appendix K
Contact Information
1. Travel Assistance Center — Open 24 hours a day, 7 days a week

1-888-435-7146

2. CWTSato office at West Point
CWT SatoTravel West Point

Building 626 Thomas Hall

Swift Road

West Point, NY 10996

Office Hours:

8:00 am - 4:00 pm EST

Monday — Friday

(Closed Federal Holidays)

Toll Free Commercial Number: (800) 269-2423
Toll free fax: (800) 209-2168

Fax Number: (845) 446-6666

Office Email: wpmacady@carison.com

Website: http://www.carlsonwagonlit.com/en/countries/us/

3. DTS POCs for New York Army National Guard are:

Monika M. Harding — Lead Defense Travel Administrator
518-786-4837 (commercial)
monika.m.harding.civ@mail.mil

David Copeland — Contractor
518-786-6045 (commercial}
david.h.copeland.ctr@mail.mil

SGT Richard Jackson — Voucher Approver

518-786-0387
Richard.jackson21.mil@mail.mil
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