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Defense Travel Management Office

Event Information Sources

Find Agendas, Surveys, Attendees, Q&A, & Expo Hall Info:
NDTA Events App

§ Free Mobile App available on iOS or Android devices
§ Go to the Apple Store or Google Play Store to download “NDTA Events”
§ Visit the NDTA Table/Help Desk on the upper level for assistance

NDTA-DTMO GovTravels Website
§ Use the QR code to access the website through your phone 
§ Click the Mobile App info button on the GovTravels website for more information
§ Visit the NDTA Table/Help Desk on the upper level for assistance

Please complete the course survey
It only takes 30 seconds!

Wi-Fi Network: Hilton Meeting
Wi-Fi Password: NDTA24

NDTA Events
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Defense Travel Management Office

• Traveler Responsibilities 
• Authorizing Official (AO) Responsibilities
• Common Travel Mistakes
• Document Examples
• Compliance Program
• Error Resolutions
• Available Resources
• Summary 
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Defense Travel Management Office

Traveler Responsibilities

• Follow Joint Travel Regulations (JTR) and other policies when 
processing Temporary Duty travel (TDY) and local travel documents

• Use the Defense Travel System (DTS) and Travel Management 
Companies (TMCs) to process travel documents/reservations when 
available
- Ensure traveler profile is updated (e.g., GTCC, EFT, email). Verify travel card 

is active and credit limits meet mission requirements
- Estimate travel expenses on the authorization (e.g., rental car - fuel) 
- Follow policies when making reservations (e.g., air, rental car, lodging) 
- Update the Per Diem entitlements to reflect mission (e.g., leave, meals 

provided)
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Defense Travel Management Office

Traveler Responsibilities (continued)

- Provide valid justifications for Pre-Audit flags and Reason Codes
- Provide supporting documentation and required receipts (e.g., all lodging 

and any expense of $75.00 or more) for the mission in authorization and 
voucher

- Retain TMC emails (e.g., Itinerary and Invoice) 
- Claim only valid official travel costs and earned allowances on the voucher
- If a Non-DTS Entry Agent (NDEA) assists the traveler, attach the 

completed/signed DD 1351-2 to the voucher

6



Defense Travel Management Office

AO Responsibilities
• Follow the JTR and other regulations/policies (e.g., FMR and DoDI 

5154.31) when reviewing and approving TDY and local travel
• Review all documents thoroughly and return non-compliant documents 

to the traveler for revision:
- Missing or incorrect reservations
- Invalid expenses claimed
- Incorrect expense amounts entered on the voucher (e.g., cost doesn’t match 

receipt)
- Duplicate expense entries on the voucher
- Invalid justification for Pre-Audit flags or Reason Codes
- Missing supporting documentation and required receipts
- Missing DD 1351-2 from the voucher (e.g., NDEA supporting the traveler)
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Defense Travel Management Office

Common Travel Mistakes

• Despite polices, regulations, and travel resources, travelers and AOs 
do make mistakes. Why?
- Lack of DTS training
- Unfamiliar with the JTR and local policy
- Received misinformation from others
- Don’t know who to ask or where to find help
- Infrequent traveler
- Back-up AO
- No travel background
- Rely on other people or the system to catch the errors
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Defense Travel Management Office

Common Travel Mistakes (continued)

• How are mistakes uncovered?
- DTS Documents
- DTS Reports (DTS Report Scheduler/BIRT) 
- Compliance Tool findings
- DFAS Post Payment Review audits
- Internal audits/financial reviews
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Defense Travel Management Office

Common Traveler Errors

• Traveler-submitted voucher:
- Used incorrect Per Diem location (can result in over/under payment) 
- Didn’t update estimated expenses to the correct cost on the voucher
- Double entered expenses (e.g., entered lodging cost in the Expenses 

module and the daily lodging entry in the Per Diem table) 
- Claimed a non-travel expense
- Incorrectly entered lodging taxes for CONUS and OCONUS trips
- Failed to attach required receipt for lodging or an expense of $75.00 or more
- Attached invalid receipt for entered expense (e.g., wrong name on the 

receipt or receipt from a different trip)
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Common AO Errors

• AO-approved voucher:
- Airfare 

§ invalid receipt or no receipt attached
§ missing cost from voucher or wrong cost

- Lodging 
§ contained invalid receipt or no receipt attached
§ was not paid (zeroed out in Per Diem table) or incorrectly entered
§ Lodging Tax (CONUS) - missing from document or entered incorrectly

- Rental Car 
§ invalid receipt or no receipt attached
§ unauthorized expense
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Defense Travel Management Office

Common AO Errors (continued)

• AO approved voucher: 
- Incomplete voucher - data missing or incorrect information
- Local travel voucher - incorrect cost entered
- Duplicate expense within a voucher
- Duplicate voucher
- Claimed expenses for other travelers (e.g., Airbnb, rental car - fuel)
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Defense Travel Management Office

Document Examples 

• To give you a better idea of travel mistakes, let's look at examples 
using screenshots:
- Incorrect Per Diem Location
- Overpaid Off-Base Lodging: Foreign OCONUS
- Personal & Mission Related Expenses (FedEx shipping fee)
- Incorrect claim for OCONUS lodging tax
- Improper Receipt
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Incorrect Per Diem Location

14
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Overpaid Off-Base Lodging: Foreign OCONUS
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Personal & Mission Related Expenses
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Incorrect Entry for OCONUS Lodging Taxes
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Improper Receipt
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Compliance Program Background

• 37 U.S. Code § 463 requires programs of compliance for travel 
allowance reimbursement
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Compliance Program Background (continued)

• DoD Travel Policy Compliance Program utilizes the Travel Policy 
Compliance Tool to review Defense Travel System (DTS) vouchers for 
common improper payments

• Under Secretary (Comptroller) required DoD-wide implementation of 
the Compliance Tool by September 30, 2014
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Defense Travel Management Office

Compliance Tool Process

• CT runs 13 queries against approved DTS voucher data twice a week 
to identify potential improper payments

• If the CT detects an improper payment, it creates a record capturing 
the voucher, and improper payment data

• Key personnel (e.g., Travelers, Approving Officials, and travel clerks, if 
used) receive emails on improper payment findings, JTR reference for 
each violation, and corrective action

• To promote maximum oversight, organization level administrators or 
Compliance Tool Administrators can access the tool to track reports 
and assist customers
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Compliance Tool Process (continued)

• The queries continually review DTS voucher data to determine if the 
corrections occurred for the improper payments
- If there is no correction, a reminder email is sent to the same individuals 

every 15 days
- If a correction results in a debt, then “Due U.S.” and “Collection/Debt 

Satisfied” data is used to update the CT record
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Defense Travel Management Office

13 Queries Performed by Compliance Tool
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1. Actual Government Lodging Cost 
Not Updated

2. CONUS Laundry
3. Duplicate Lodging
4. Duplicate Rental Vehicle
5. Excess Lodging
6. Excess Lodging - Government 

Quarters
7. Government Quarters Used but 

Maximum Lodging Rate Claimed

8. Government Quarters Used but 
Maximum Lodging Rate Claimed 
V2

9. OCONUS Foreign Lodging Tax
10.OCONUS Laundry
11.Overpaid Flat-Rate M&IE: Non-

Foreign
12.Overpaid Off-Base Lodging 

Foreign OCONUS
13.Personal & Mission Related 

Expenses



Defense Travel Management Office

CT Process Diagram

DTMO
S/A

DTMO and Service/Agency 
users log into Passport to 

access CT

Query results create records in CT. CT 
records are updated when CTIM data changes

Queries are 
run against 
DTS data

Commercial Travel 
Information Management 

(CTIM) database 

Emails

CT emails Traveler/ Authorizing 
Official based on query results 

A/O
Traveler DTS Data

DTS Program Management Office (PMO) sends DTS 
data file to DTMO twice a week

DTS data is ingested into the 
Commercial Travel Information 
Management (CTIM) database 

CT emails details on why the voucher 
was flagged and how to correct 
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CT Dashboard and BI-Reporting
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Defense Travel Management Office

Resolutions for Traveler and AO Errors

• Correcting common travel mistakes:
- Incorrect Per Diem location
- Overpaid off-base lodging: foreign OCONUS
- Personal & mission-related expenses (e.g., FedEx shipping fee)
- Incorrect claim for OCONUS lodging tax
- Improper receipt

26



Defense Travel Management Office

Correction: Per Diem Location

• Amend the voucher
• Edit Itinerary
- On the Update Itinerary screen, change the TDY Location to reflect the 

mission (e.g., the traveler entered Tampa when they should have entered 
MacDill AFB, FL)

§ Scroll to the bottom of the page, select Continue.
• The Itinerary updated message displays. Choose OK
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Defense Travel Management Office

Correction: Per Diem Location (continued)

• Review Trip (document type) appears
- Scroll down to verify the TDY Location 1 or the designed TDY Location 

updated

• Select Per Diem from the Progress Bar
- Verify TDY Location is correct

§ Example is MacDill AFB, FL
- Use the options (3-dot icon) to check/update
- Daily lodging, set meals leave, etc.
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Defense Travel Management Office

Correction: Overpaid Off-Base Lodging - Foreign OCONUS

• Amend the voucher
• Select Per Diem from the Progress Bar to open the Review Per Diem 

Amounts page
- Use the options (3-dot icon) to edit entries or the Adjust Per Diem Amounts 

button to update the daily lodging amount
○ Include taxes and fees in the daily entry as this is an OCONUS location
○ Enter the correct USD amount (vs using foreign currency) 
○ If meals or leave etc., applies then check those for each applicable day

§ After making corrections, select Save Adjustments
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Defense Travel Management Office

Correction: Personal & Mission-Related Expenses

• Amend the voucher
• Select Expenses from the Progress Bar
- Enter Expenses page appears

§ View the expense listing

§ Use the options (3-dot icon) to delete the entry
§ Select Other Auths and Pre-Audits from the Progress Bar
§ DTS removed manually entered cost flag
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Defense Travel Management Office

Correction: OCONUS Lodging Taxes

• Amend the voucher
• Review Trip (Document Type) opens
- Scroll down and locate the expense

• Select Expenses from the Progress 
Bar
- Enter Expenses page appears

§ View the expense listing
§ Use the options (3-dot icon) to delete 

the Lodging Taxes (CONUS and Non-
Foreign) entry. Remember this an 
OCONUS location
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Defense Travel Management Office

Correction OCONUS Lodging Taxes (continued) 

• Select Per Diem from the Progress Bar
- Review Per Diem Amounts page opens

§ Use the options (3-dot icon) to edit entries
   or the Adjust Per Diem Amounts button 
   to update the daily lodging amount

○ Include taxes and fees in the 
    daily entry as this is an OCONUS location
○ Enter the correct US amount and not the foreign currency
○ If you had meals, leave or other items check those as well for each 

applicable day
§ After making the corrections, select Save Adjustments
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Correction: Improper Receipt

• Amend the voucher
• Review Trip (Document Type) opens
- Scroll down and locate the expense with attached receipt
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Defense Travel Management Office

Correction: Improper Receipt (continued)
• Select Expenses from the Progress Bar
- Enter Expenses page appears

§ View the expense listing
§ Select Details to open the expense item

○ View the attachment
○ Select the Trash Can icon to remove the incorrect receipt
○ Use browser or drag and drop to attach the correct receipt

• Return to the Review Trip (Document Type) page
- Scroll down to locate the expense
- Verify the required receipt attached to the expense
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Error Avoidance for Travelers and AOs

• Lessen mistakes to save time and money:
- Have new AOs work with seasoned AOs and DTAs
- Have first-time travelers work with frequent travelers or DTAs
- Ensure travelers and AOs know how to access the policy and regulations 

(JTR, FMR, DoDI 5154.31, Component and local business rules) 
- Use training resources to reinforce the proper way to process travel:

§ Web-based Training (WBTs) for Travelers and AOs
§ Traveler Resources (DTS Guides, Information papers, and Trifolds) 
§ AO Resources (AO Deskside Guide, Financial Field Procedures Guide)

- Develop a training plan and provide training to travelers and AOs
- Provide refresher training to orgs with high CT findings or DFAS PPR errors
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Defense Travel Management Office

Available Resources
• Compliance Tool Program 

travel.dod.mil/Policy-Regulations/Travel-Policy-Compliance/
• JTR travel.dod.mil/JTR/
• DoDI 5154.31 

travel.dod.mil/Policy-Regulations/DoD-Instruction-515431/
• GTCC Program 

travel.dod.mil/Programs/Government-Travel-Charge-Card/
• Lodging Program travel.dod.mil/Programs/Lodging/
• Travel/Transportation Rates travel.dod.mil/Travel-Transportation-Rates/
• FMR comptroller.defense.gov/FMR/
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Available Resources (continued)

• TraX WBTs & Knowledge Search (FAQs) 
defensetravel.dod.mil/neoaccess/login.php

• TAC Outreach Sessions 
travel.dod.mil/Support/Travel-Assistance-Center/TAC-Outreach/

• Training Search Tool travel.dod.mil/Training/Training-Search/
- Guides, Manuals, Information Papers, Trifolds

§ AO Deskside Guide, Financial Field Procedures Guide
§ Cancellation Procedures, DTS Guides 1-5

• Enterprise Web Training System (EWTS) 
https://dtscdcwebgov.defensetravel.osd.mil/cas/login
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Summary 

• Document errors have not declined over time; most mistakes are 
preventable
- Conduct training, ask questions, and use standardized checklists when 

processing and approving documents
• Follow the JTR, component and local business rules
• Use sources (documents, reports, CT Findings, DFAS PPR) to identify 

travel errors
• Use resources to train travelers and AOs (WBTs, Training Search Tool 

[e.g., manuals, guides, information papers, trifolds], EWTS)
• Follow up with organizations with high errors or repeatable CT findings
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Contact Us

Chuck Johnson charles.a.johnson6.civ@mail.mil 

Eric Parmiter eric.s.parmiter.civ@mail.mil 

Mike Zielinski michael.j.zielinski.civ@mail.mil
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Melissa Butler melissa.a.butler.civ@mail.mil 
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Questions
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Event Information Sources

Find Agendas, Surveys, Attendees, Q&A, & Expo Hall Info:
NDTA Events App

§ Free Mobile App available on iOS or Android devices
§ Go to the Apple Store or Google Play Store to download “NDTA Events”
§ Visit the NDTA Table/Help Desk on the upper level for assistance

NDTA-DTMO GovTravels Website
§ Use the QR code to access the website through your phone 
§ Click the Mobile App info button on the GovTravels website for more information
§ Visit the NDTA Table/Help Desk on the upper level for assistance

Please complete the course survey
It only takes 30 seconds!

Wi-Fi Network: Hilton Meeting
Wi-Fi Password: NDTA24

NDTA Events


