Defense Travel System (DTS) Instructions for
Army Management Staff College Students

You can find additional information

about creating an Authorization in DTS at

https://media.defense.gov/2022/May/11/2002995241/-1/-1/0/
DTS _GUIDE 2 AUTHORIZATION.PDF

Note: with DTS continuously making improvements, some images in these
instructions may not be what you see in DTS


https://www.defensetravel.dod.mil/Docs/DTS_Guide_2_Authorization.pdf

Defense Travel System

DEPARTMENT OF DEFENSE

YOUR TRAVEL & EXPENSE
MANAGEMENT HUB FOR DoD TRIPS

Military members and DoD Civilian personnel can
book official travel and manage travel expenses.

Need Help Accessing DTS?

Defense Travel System (DTS)
Instructions for Army Management
Staff College Students

This is a general set of instructions and due to
continuous updates in DTS, these instructions may not
reflect everything that you see when creating your
travel authorization.

https://dtsproweb.defensetravel.osd.mil/dts-

app/pubsite/all/view/

Ensure that your profile is correct and up to date to
include your credit card information.

SELECT THE

LOGIN
BUTTON &
ACCEPT
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Complete Trip Overview

A. My TDY Locations *
Arriving: date you will be leaving TO Fort Leavenworth
Departing: date you will be leaving FROM Fort Leavenworth
TDY Location: Ft. Leavenworth, KS
Traveling by: Air (preferred mode)
Other modes of transportation may require a Constructive Travel Worksheet
uploaded in to Substantiating Documents
Time of Day: Your choice
Rental Car: ACCMA does not fund Rental Cars, if your command is funding a
rental car, make sure the funding Line of Accounting is available otherwise
the rental car will be removed from the authorization.

B. My Trip Overview*
Leaving On: date you will be leaving TO Fort Leavenworth
Returning On: date you will return FROM Fort Leavenworth
Trip Duration: Multi-Day
Leaving From: My Residence (usually)
Returning To: My Residence (usually)
Returning by: Air (or whatever mode you choose)
Time of Day: AFTERNOON or EVENING (for CONUS) Flight should be at 1400 or later

C. My Trip Details
Type* AA-ROUTINE TDY/TAD
Purpose* TRAINING ATTENDANCE
Description: Name of Course attending (BASIC, INTEREMEDIATE, ADVANCED OR
CESL), along with course DATES. **Authorizations without completed trip
descriptions will be returned in DTS without action

Create Itinerary

YOUR TDY LOCATION(S)
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TRIF OVERVIEW
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D

CHOOSE CONTINUE

Enter Your TSA Info for this Trip

& Continue to Booking
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Air Travel
Confirm airports are correct and choose your flights.
Select your flights. Please look through the GSA City
Pair/Contracted flights before going to the Other Gov’t
Airfare as this will need justification in the pre-audits.

& Return to Doc List Itinerary Reservations Expenses Accounting Additional Options Review/Sign

= COLLAPSE € Trip Summary Skip this flight booking

Students will be required to fly out of alternate

locations if a less expensive City Pair rate with a “) DOCINFO v F[|ght Step10f3; Select g |:||ght

savings of $100 or more is available within 100 miles.

Doc Name:
CCSANANTONIOTO1718_Aol :‘ET,‘LKT\’:;;"S CiT, MO Ui
Traveler: DEPARTING FROM ' DEPARTING ON
CARRIE CRIGU SAT - SAN ANTONIO, MCI - KANSAS CIT X M 06/17/2018 Morning Vv m
H ITINERARY v Include nearby airports Include nearby airports A
@ Create Itinerary
*Nonrefundable Restricted Flights
are not authorized. If a Restricted | Select Soflearch Flightsa -
. . . . Selecting GSA Contracted outgoing and returning flights
fllght is selected _your aUthorlzatlon before going to the Other Gov’t Airfare as this will need
will be returned in DTS without justification in the pre-audits.

action.
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Seat Selector
Flight: A4 315 SAT -> DFW 07/19/2015 14:30
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RETURN FLIGHT: ABC DEF

CONUS must depart the last day of class on or about

1400. OCONUS may choose to depart Saturday to T a specific seat can not be selected, please choose which type of seat you prefer:
avoid night time layovers. Seat Selection:  No Preferenc ~ seat Number: Pone

Advance seat selections are not guaranteed and are subject to change by the airline(s).
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Rental Car: = COLLAPSE € Trip Summary Skip this rental car booking %
ACCMA does not fund Rental Cars. B
If your command is funding a D pocio Rental Car Step 1 of 2: Select a Rental Car
rental car, it is the travelers Doc Narme:

CCSANANTONIOT061118_A01

responsibility to ensure the el BICK.UP LOCATION PICK-UP DROP-OFF

funding Line of Accounting is

. SAT - San Antonio International Apt, TX (USA) [ 06/11/2018  @10:30AM Vv [ 06/13/2018 @04:00AM Vv
available. Traveler must also

) (] mINERARY
upload a completed and signed donced oot
. . vanced Options »

Rental Car form. DTS Approving () Createtinerary
OfﬁClaIS Wl” return AUthOFIZé\tIOI’]S Hﬂ[ TRANSPORTATION TO TDY

without action if the above

: (¥) TSAInfo
requirements are not met.

(¥) Flight: MCI- SAT SAT - San Antonio International Apt, TX (USA) Sorthy | CostLovest] V|
Select and Book Car

O RESERVATIONS: SAN ANTONIO,TX

PICK-UP Government Rate €) ESTIMATED COST
10:30 AM - On airport (SAT) Cost Details v S 9 3 97
DROP-OFF

includes taxes and fees
FOXRAC 4.0 AM- On airport (SAT)

25 Lodging Features v L

**Rental Car Form is located in
the attachments of this PDF Rental Car

Compact
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DO NOT SELECT ANY LODGING

Although you will not be making

) + Returnto Doc List Itinerary Reservations Expenses Accounting Additional Options Review/Sign
your lodging arrangements, the
syste.m will still ask you to select = COLLAPSE € Trip Summary Skip this lodging booking %
lodging. =

) 00cFo v Lodging Step 1 of 3: Select Your Lodging

*** ACCMA has already secured

Doc Name:
your lodging and this CCSANANTONIOT061718_AO1
information will come to you Traveler: SEARCH BY TDY LOCATION CHECK IN CHECK OUT
via email approximately 2-3 TDY Location v SANANTONIOTX v 06/17/2018 06/20/2018
weeks prior to the course start [ mINERARY v Advanced Options
date .
) Createlt
(¥) Createltinerary DODLODGINGGROUPID@  #OF ADULTS # OF CHILDREN
Choose (7)) TRANSPORTATIONTOTDY v 1 v 0 v

(¥) TSAlnfo

Skip this Lodging Booking

Review your Reservation
Selections and select

Continue to Expenses



EXPENSES PAGE EXAMPLE Enter Travel Expenses

~ U ploads ¥id Fax Cover Sheet

Drag and drop or browse for a new document

~ Reservation Expenses Sortby | Date (Oldest) v

Reservation expenses include air, rail, rental car and hotel costs when booked through DTS. They are automatically imported
from your document's itinerary.

~ Other Expenses Sortby Date (Oldest) v + Add Expense

Other expenses include mileage, non-mileage and other ticketed transportation costs. CTO fees are reimbursable expenses when
the transportation costs are charged to your Individual Billed Accounts (IBA).

~ Substantiating Documents Sortby  Name (A-Z) v + Add Document

Substantiating documents are additional documentation relevant to my trip which may include Constructed Travel Worksheets
{CTW), authorization orders, itineraries and emails.

EXPENSE SUMMARY

Total Reservation Expenses Total Other Expenses Total Expenses



ﬁ Defense Travel System ltinerary  Travel M Accounting  Additional Options ~ Review/Sign
A New Era of Government Travel
W Per Diem Entitlements ‘

If you have a rental car Return To List

Authorized by your Command Current Date: 08-30-2017

you will click on the document Reservation Expenses 0 ) Workb 00

and Add the Rental Car Fax Cover Sheet

Agreement Form provided by Expense Name Date " Cost Document  Actions

ACCMA with signatures and .

Your Line of Accounting here. ot v (g e -Notosa) | Toan) sz B A n | Ok Qordaged i
po— from your desktop to add a receipt
ArE : _ - ] ~=saaqyment to your Trip

Agreement Form is uploaded | | v | Items added to your Trip Workbook

to Substa ntiating Documents. ,,” [ Inited Airlines (Flinht 304 - SAN o DFN) narRnmrl $221 8 ﬁ A can be attached to an expense or

Total: | 837, substantiating document by drag

and drop.



Possible Other Expenses
Click on the + sign to Add Expenses

1.Taxi to and from airport
2.Baggage Fees is under other Expense (do not select
"Excess Baggage“)

You are authorized reimbursement on two bags and
must be within airline regulations for standard bag
rate. EXCESS BAGGAGE OR OVERSIZED/
OVERWEIGHT CHARGES WILL NOT BE REIMBURSED by
ACCMA.

PLEASE NOTE THAT ACCMA DOES NOT FUND
TERMINAL PARKING AS IT IS USUALLY LESS EXPENSIVE
TO TAKE A TAXI/SHUTTLE TO THE AIRPORT.

THREE QUOTES FROM TAXI/SHUTTLE COMPANIES
MUST BE PROVIDED IN SUBSTANTIATING DOCUMENTS
THAT PROVE OTHERWISE

Other possible expenses Tolls (highway,
bridge, etc.), Tickets if Personally Procured,
Rental Car fuel (if authorized by your
Command).

Enter Travel Expenses

~ Uploads I8 Fax Cover Sheet

Drag and drop or browse for a new document

-~ Reservation Expenses Sortby | Date (Oldest) v

Reservation expenses include air, rail, rental car and hotel costs when booked through DTS. They are automatically imported
from your document's itinerary.

~ Other Expenses Sortby D > + Add Expense

Other expenses include mileage, non-mileage and other ticketed transportation costs. CTO fees
the transportation costs are charged to your Individual Billed Accounts [IBA).

reimbursable expenses when

~ Substantiating Documents Sor~ > + Add Document

Substantiating documents are additional documentation relevant to my trip which may include {/onstructed Travel Worksheets

[CTW), authorization orders, itineraries and emails.

EXPENSE SUMMARY

Total Reservation Expenses Total Other Expenses Total Expenses



To add mileage expenses Click on

Enter Travel Expenses Other Expenses
the Add Expense drop down will appear,
~ Uploads 18 Fax Cover Sheet select the expense Type, Mileage Expense

Then choose mileage type (ex. Pvt Auto
Terminal) (This is for someone taking you
to the airport and returning to home.
Put in date and number of miles, this will
automatically total.

Drag and drop or browse for a new document

~ Reservation Expenses Sortby| Date (Oldest) v

Then click the Add Expense

Reservation expenses include air, rail, rental car and hotel costs when booked through DTS. They are automatically imported
11—

from your document's itinerary.

Add New Expense X
Expense Type *
~ QOther Expenses Sortby Date (Oldest) v + Add Expense W
= = = International Travel Expenses >
Other expenses include mileage, non-mileage and other ticketed transportation costs. CTO fees are reimbursable expenses when
the transportation costs are charged to your Individual Billed Accounts (IBA). Lodging Expenses 3
Mileage Expenses >
Other Expenses >
~ Substa ntiating Documents Sortby  Name (A-Z) b4 + Add Document
Ticketed Expenses >
Substantiating documents are additional documentation relevant to my trip which may include Constructed Travel Worksheets Transportation Expenses 3

(CTW), authorization orders, itineraries and emails.

EXPENSE SUMMARY

Total Reservation Expenses Total Other Expenses Total Expenses




POV | Add New Expense POV > |

Authorized mode of transportation is air travel. Expense Type
IF YOU CHOOSE TO DRIVE YOUR POV. EXRER D - TR R -
A Constructive Travel Worksheet (CTW) is required for all POV travel regardlessof B L s document oo e e s

distance. When creating your CTW, please make sure to use the least expensive airport | s xpense oace -
within 100 miles with City Pair rates. The CTW can be found on Other Auths and Pre @8 12/22/2019

Audits page of your travel orders. Start Location

5398 Dallas, TX, Dallas ﬂ
ENSURE you Upload the CTW worksheet in to Substantiating Documents End Location

66027 Fort L eavenwortl, KS, [ eavenn a

Reimbursement for travel by other than the authorized transportation mode - AIR | ,.....-

Travel and/or route is limited to the cost the GOV'T would have paid for the 516 X$0.58= S 29928
authorized transportation mode and/or route. No other costs are added to the
computation.

Method of Reimbursement * -

Cancel -+ Add Expense

CTwW
THE TRAVELER IS PAID WHICHEVER (ACTUAL OR CONSTRUCTED) IS LESS. If the — W S¢
airfare is less than the mileage, you will add the Expense Type - CT
Expense Name as - CTW ((your airport code) -to- MCI) and the amount of the city B Eoeae e i e
pair reimbursement rate. E——
| CTW AEX-MCYT
ENSURE you Upload the CTW worksheet in to Substantiating Documents Expense Date -

22/I 72019

Expense Amount ™

To compare rates use GSA Airline City Pair website - https://cpsearch.fas.gsa.gov/

S a82717

Method of Reimbursement =

Personal h

Save your Expenses




LEAVE IN CONJUNCTION WITH TDY:

When Leave in Conjunction is not at the TDY location or authorized layover location, the traveler must make their airfare arrangements outside of
DTS/CTO. Government fares cannot be used to fly to/from a leave location not at the TDY location.

The traveler’s authorization must indicate a Personally Procured Ticket with Comments to the Approving Official annotating the one way Government
fare and that the traveler is reimbursed either the Government fare (GSA Airline City Pair website - https://cpsearch.fas.gsa.gov/) or full amount of
Personally Procured ticket whichever is the lesser.

A copy of the Personally Procured airfare receipt and the Government fare must be attached to your authorization under Substantiating Documents
submission to validate which is cheaper to the Government. DO NOT use your government travel charge card for personally procured ticket.

Your personally procured airfare amount will be added under Expenses — Other Expenses select +Add Expense —
Select — Other Expenses - Other Create Own — add Personally Procured Ticket (ensure you select personal for method of reimbursement) + Add

Expense Add New Expense X
Expense Type *

Other - Create Your Own v

Expense Name *
PERSONALLY PROCURED TICKE X

Expense Date *

01/17/2020
Expense Amount *
$ 1000

Currency Converter

Method of Reimbursement *

Personal v N

Cancel = Add Expense


https://cpsearch.fas.gsa.gov/

Per Diem > Go to Per Diem &

TOTAL LODGING COST TOTAL LODGING ALLOWED TOTAL M&IE ALLOWED

$0.00 $0.00 $487.50

You are now ready to adjust
lodging amounts.

Lodging will need to be zeroed  Tpy: FT, LEAVENWORTH, KS (7 days)
out. To do this,

Select = to edit. A TDY location exempt from state sales tax but requires exemption form. Download exemption form (4.
DATE
LODGING COST LODGING ALLOWED MEIE ALLOWED
> 11/16/2019 ( st Day ) $0.00 $0.00 $49.

> 11/17/2019-11/22/2019 $0.00 50.00 00



Adjust dates

Change lodging cost to
$0.00

Save Adjustments

Select Continue

Adjust Per Diem Amounts

Select a date or date range to adjust the lodging and M&IE per diem rates for your trip.

Adjustment Date Range *

F 10/14/2018-10/22/201§

X

Su

g B &

Sep 2018

Mo Tu We Th

i
%

29 230

E 58
» &
& & ©
s B
& k X%

Fr

o

Su Mo Tu We Th

LODGING COST (Locality rate: $93.00)

$0.00

Currency Converter

Oct 2018

2 3

&
£ B R 8

4

& & F
® &

Fr

3

ide Options ~ A

M&IE COST (Locality rate: $51.00)

$38.25 Currency Converter

Cancel Save Adjustments




Accounting

Accounting
Select +Add LOA then Cross Org LOA Add and allocate lines of accounting, request advances, and manage scheduled partial payments (SPP) for trips lasting
Search your specific course LOA more than 45 days.
CES MET - 25 AMSC MET ACCOUNTING CODES

Lines of Accounting (LOA) are used to identify the source of funds for travel. If
using more than one LOA, you will be required to all

Intermediate Course — 25 AMSC IC

Advanced Course — 25 AMSC AC

o , _ Lines of Accounting (LOA) O Add LOA
Continuing Education for Senior

Leaders — 25 AMSC CSL Q
@ No Lines of Accounting (LOA) have been added.

From DASTOCAC )
Shared LOA )
If the LOA is not available, please Cross Org LOA )
contact the ACCMA DTS Help Desk
to have the LOA reloaded. ACCOUNTING SUMMARY

[

usarmy.belvoir.chra-accma.mbx.ces-tdy@army.mil



Review Profile and trip authorization.

In Pre-Audit, flagged items will vary. Justification MUST be provided for all of them or DTS will not
allow you to submit the travel order.

Then choose Save and Proceed to Pre-Audits.

Lodging Not Used and Available - Privatized Lodging Not Used are two items that may be flagged.

Select + Add Reason Code - Check L8 — Contract Lodging — Add Justification — “Contracted
Lodging” - Save

Scroll to the bottom of page and choose Continue



Before digitally signing, make sure the Routing List reads GEAV'CES >
If not, look in the drop down box as it should be at top of list (might have to scroll up). If you need assistance
with the routing not being visible contact the ACCMA DTS Help Desk (Mailbox is below)

usarmy.belvoir.chra-accma.mbx.ces-tdy@army.mil

SELECT SUBMIT COMPLETED DOCUMENT

Failure to use LEAV-CES routing list may result in cancellation of DTS and removal from course.



Carlson
Wagonlit
Travel
Coa

Approximately 3 days prior TO YOUR DEPARTURE DATE (72 hours, from your
duty location), confirm with your CTO/SATO that you have been ticketed.
This allows for time to make necessary corrections for ticketing.

FAILURE TO CONFIRM YOUR TICKETS PRIOR TO ARRIVING AT THE AIRPORT
MAY RESULT IN HIGHER TICKET PRICES THAT MAY NOT BE REIMBURSED
WITHOUT AUTHORIZATION FROM THE APPROVING OFFICIAL. REMEMBER
THE APPROVING OFFICIAL IS ACCMA.
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Guide: Completing a Constructed Travel Worksheet for Pre- and Post-Travel
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Guide: Completing a Constructed Travel Worksheet for Pre- and Post-Travel April 1, 2024

. Overview of Constructed Travel

When triggered on an authorization, the DTS Constructed Travel pre-audit indicates that a constructed travel
worksheet (CTW) is required. When triggered on a voucher, the DTS Constructed Travel pre-audit indicates that
a constructed travel worksheet (CTW) is required because your actual transportation mode was different from
the mode the AO authorized.

1. ACTW is not required if you use the transportation mode the AO will authorize or direct on every travel
leg. The AO will usually authorize or direct you to use commercial air if the distance is greater than 250
miles or rail or rental vehicle if 250 miles or less unless a local policy dictates otherwise.

2. ACTW is not required if government transportation is authorized or directed and used.

3. ACTWi s required any time you use your Privately Owned Vehicle (POV) or when your preferred mode
differs from AO directed mode. A POV is an automobile, motorcycle, airplane, or boat.

e Ifa CTW is not required, justify the Constructed Travel pre-audit flag by stating the condition that
applies. The AO will not limit your transportation reimbursement.

e When using your POV, you must complete a CTW to help the AO decide whether to limit your
transportation reimbursement to the constructed transportation cost. The AO will consider the costs
you enter on the CTW, but the CTW does not override the AQ’s authority — supported by the JTR —to
determine which travel and transportation expenses are eligible for reimbursement.

In addition, the agency must consider energy conservation, total cost to the Government (including costs of per
diem, overtime, lost work time, and actual transportation cost), total distance traveled, number of points
visited, and number of travelers. The most advantageous transportation method is common carrier (air or rail),
Government-furnished automobile, rental car, and then POV.

The flowcharts on the next pages summarize the above process. Consult your AO or DTA if you still do not know
whether you need to complete a CTW, or if an alternate, locally approved worksheet exists.

Note: A travel leg is usually a one-way journey from the PDS to a TDY location, from one TDY location to
another, or from a TDY location to the PDS. Short stopovers with no change of transportation mode do not
create a new travel leg. So, in other words:

e ATDY to 1 location generally has 2 travel legs: PDS - TDY1 | TDY1 - PDS
e ATDY to 2 locations generally has 3 travel legs: PDS - TDY1 | TDY1 > TDY2 | TDY2 - PDS

e Andsoon..

Overnight stops and changes of transportation mode create additional travel legs. If a rental vehicle is used
to/from the servicing terminal, then it's simply reimbursed as "Rental Car - Terminal" and is not a separate leg. It
would only be a separate leg if the servicing terminal is not in the local commuting area and requires overnight
lodging. For CTW purposes, this would be included in blocks 2.F. and 2.1. and not claimed as an expense in DTS.

Defense Travel Management Office 2 travel.dod.mil





Guide: Completing a Constructed Travel Worksheet for Pre- and Post-Travel

A. Summarized Constructed Travel Process for Pre-Travel

Are you
planning to
use POV?

AO authorizes a
transportation
mode (A)

Traveler selects a
transportation
mode (B)

y

Traveler creates authorization
to show transportation mode
—(B) & CTW to show constructed
cost of transportation mode (A);
attaches CTW to authorization

|

AO compares

(A) &(B)

Notes:

April 1, 2024

Do (A) &
(B) match?

Worksheet not
required

l

AO does not limit

Is (B) to

transportation
reimbursement

AO limits

Gov't’s
advantage?

transportation
reimbursement

1. The Traveler Instructions section of this document explains how to complete a CTW.

2. The AO Instructions section of this document outlines the considerations the AO uses to determine

which transportation mode is advantageous to the Government.

Defense Travel Management Office

travel.dod.mil





Guide: Completing a Constructed Travel Worksheet for Pre- and Post-Travel April 1, 2024

B. Summarized Constructed Travel Process for Post-Travel

Authorized
transportation
mode (A)

Did you use
POV?

Traveler’s actual
transportation

mode (B)
Traveler updates voucher to CTW not
show transportation mode (B) required
& creates CTW toshow |
constructed cost of - S
transportation mode (A); AO does not !'m't

attaches CTW to voucher MU E I
reimbursement

A 4

AO compares

(A) & (B) End
Is (B) to AO limits
> Gov't’s transportation
advantage? reimbursement

Notes:

1. The Traveler Instructions section of this document explains how to complete this CTW.

2. The AO Instructions section of this document outlines the considerations the AO uses to determine
which transportation mode is advantageous to the Government.

Defense Travel Management Office 4 travel.dod.mil





Guide: Completing a Constructed Travel Worksheet for Pre- and Post-Travel April 1, 2024

II. Traveler Instructions

When a CTW is required, fill it out, attach it to your DTS document in the Expenses module, and justify the
Constructed Travel pre-audit by stating that the CTW is attached.

Your AO will use the CTW to decide whether to authorize full reimbursement for your travel expenses or to limit

your reimbursement to the constructed transportation cost.

A. Complete the CTW, Step-by-Step

1.

Enter your Name.

2. Complete the Section 1. entitled Travel Itinerary for the standard transportation mode chart to reflect

the transportation mode the AO would have authorized or directed. The first row is for the outbound
trip to start your TDY. The second row is for the return trip to your PDS. Four extra rows give you space
to enter additional travel legs from one TDY location to another. Do not use them if your trip only
includes one TDY location. For each travel leg, enter:

2.1. The Date of travel.

2.2. The Departure Location. If applicable, also enter the code of the terminal you would have traveled

from. Example: You might list a flight out of Los Angeles as, “Los Angeles, CA (LAX)".

2.3. The Arrival Location. As 2.2, but for the arrival terminal.

Note for 2.2 and 2.3: Do not list en route stops unless you would have paid separately for the
transportation, switched transportation modes, or received per diem at the en route location (e.g.,
for an overnight layover). Example: If your flight to Dallas, TX includes a short layover in Phoenix,
AZ, do not enter Phoenix as an arrival or departure airport.

2.4. The transportation Mode (air, rail, etc.).

2.4.1.For air travel, include the fare class. To determine the fare class, see the section on Finding a
Flight Cost and Fare Type.

2.4.2.For all other travel modes, enter any factors that would have affected the travel cost (e.g.,
“sleeper car” for overnight rail travel).

2.4.3.The travel Cost. Enter the estimated cost of the transportation mode the AO would have
authorized or directed. Do not include any other expenses. For ticketed transportation, the
constructed cost is the ticket cost plus all taxes and fees except the TMC fee. If the AO would
have authorized or directed travel by commercial air, see the section on Finding a Flight Cost

and Fare Type.

2.4.4.If the AO would have authorized/ or did authorize travel by rail or bus, enter the estimated
ticket cost, including taxes and fees, except the TMC fee. Your best source for ticket costs,
terminal codes, and fare class (where applicable) is the provider’s website.

2.4.5.If the AO would have authorized/ did authorize en route travel by rental car (including a one-
way rental car to or from any official location) enter the cost of the lowest cost rental car that
is suitable for the mission, and add any reimbursable expenses JTR, par. 020210-F allows that
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would have applied to the trip. You can find the lowest cost rental car on the Select a Rental
Car Screen.

Note: For round-trip travel, if you plan to use or used an authorized transportation mode for
at least one travel leg, and a different mode for at least one travel leg, use the cost of the
authorized or directed mode as the cost for both legs.

Example: The AO authorized you to fly round-trip to and from Reno, but you want to fly to
Reno, pick up a car, and drive it home. On the CTW, use the actual cost of the flight to Reno as
the constructed cost for both the outbound and return travel legs.

3. Complete Line 2E in Section 2. Constructed cost. The CTW enters all other costs in this section for you.
3.1. Line 2A shows the transportation cost of your first (outbound) travel leg.
3.2. Line 2B shows the transportation cost of your final (return) travel leg.

3.3. Line 2C shows the total transportation cost for all other travel legs. If you only have 2 travel legs on
this trip, this will always be SO.

3.4. Line 2D shows the total cost of Lines 2A, 2B, and 2C, which are the only transportation expenses
the JTR allows you to include in the constructed cost.

3.5. In Line 2E, enter the standard TMC transaction fee. If you don’t know what your TMC charges, ask
your DTA or AO.

3.6. Line 2F, enter the cost from your trip start point to PDS departure terminal (e.g. driving from home
to airport). Use the TDY mileage rate times the number of miles one-way to the airport to get the
cost if you would normally drive to the airport. If you would normally take a taxi or TNC, use that
estimated fare to complete this block.

3.7. Line 2G, enter your transportation costs at all the TDY sites (e.g., rental car, bus to/from TDY
airport, taxi)

3.8. Line 2H, enter transportation-related cost estimate at all TDY sites (e.g., fuel for rental car, parking
at hotel, tolls)

3.9. Line 2I, enter transportation costs from PDS arrival terminal to trip end point (e.g., driving home
from the airport). Use the TDY mileage rate times the number of miles one-way to the airport to
get the cost if you would normally drive to the airport. If you would normally take a taxi or TNC,
use that estimated fare to complete this block.

3.10.Line2J, enter parking at PDS terminal (e.g., parking at the airport while TDY) if you used mileage
costs in blocks 2F and 2I. If taxi or TNC was used, leave this block blank.

3.11.Line 2K, enter baggage Fees (Service member’s first checked bag is normally free)
3.12.Line 2L is calculated as the total individual constructed transportation cost.

3.13.Line 2M, enter constructed transportation cost of official travelers sharing driver’s vehicle (line 2L
x # of passengers)

3.14.Line 2N, is calculated as the total constructed cost of the standard transportation mode

Defense Travel Management Office 6 travel.dod.mil





Guide: Completing a Constructed Travel Worksheet for Pre- and Post-Travel April 1, 2024

4. Complete Section 3. Additional considerations. This section identifies conditions that incur no cost but
could affect your ability to accomplish the mission if you use the transportation mode the AO would
have authorized or directed. Checking them will require you to explain the circumstances to your AO
and add a comment in your authorization. Check each box that applies to this trip.

4.1. First box: Standard mode departure time, arrival time, or total travel time would negatively impact
the mission. Example: All available flights or trains to the TDY location arrive too late for you to
make a mandatory meeting.

4.2. Second box: Standard mode is/was not available or is not practical to support the mission.
Example: All flights that serve the TDY location are fully booked for several days before and after
the projected TDY start date. If 250 miles or less, Rail does not service my PDS or TDY location and
there is no rental vehicle location in the local area of my PDS.

4.3. Third box: Standard mode has/ had potential for traffic, weather, or routing delays that would
negatively impact the mission. Example: An earthquake took down the tower at the only airport
that serves your remote TDY destination, so until repairs are completed, all inbound flights will re-
route to other airports.

4.4. Fourth box: POV use would be/ was more efficient, more economical, or result in a more
expeditiously accomplished mission. Example: Using commercial air, rail, or rental vehicle, would
cost more than driving. This is generally demonstrated through the CTW and is not an additional
consideration, if extenuating circumstances make this box applicable, a comment to the AO is
necessary to identify the circumstances.

5. When the CTW is complete:
5.1. Select Save at the bottom of the completed worksheet to save the file to your computer.

5.2. Follow the DTS process for electronically attaching the document to your authorization, making
sure to clearly identify the document as a constructed travel worksheet.

5.3. (optional) Include the reason you are requesting this transportation mode in the justification for
the Constructed Travel pre-audit.

B. Finding a Flight Cost and Fare Type:
Using DTS
Using DTS to calculate the fare is preferred. DTS will include the taxes and fees along with airfare (one way).

Note: Ensure that you are only viewing the fares. Do not book. Click Skip Booking to obtain the second / return
flight for full cost estimate.
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Using GSA City Pairs Program
1.
2.

= Trip Summary

Flight Step 1 of 3:

DEPARTING FROM

DCA - Washington Rona

[} include nearby airports

ARRIVING AT
BOS - Boston Edwar...

[_] include nearby airports

Select a Flight

DEPARTING ON

f®  04/10/2024 Morning

Skip this flight booking <

MNOTE: Before selecting a flight, be advised there may be lower cost government fares available in the Alternative Options
section further down the list of available flights.

DCA to BOS

Al

> American
Airlines

Al

> American
Airlines

AA

) American
Airlines

DCA
7:30 AM

DCA
10:00 AM

DCA
11:20 AM

Non-5top

TOTAL DURATION

1h3lm

Non-5top

TOTAL DURATION

1h 38m

Non-5top

TOTAL DURATION

@ 1h 23m

Sortby | Cost(Lowest) A

GSA Contract Rate wyf
Limited Availability &

Fare Rules

GSA Contract Rate wyf
Limited Availability &

Fare Rules

GSA Contract Rate wyf
Limited Availability &

Fare Rules

None of those options work? Try these:

Figure 1: DTS Flight Search Screen

GSA will only show fares without including taxes and fees.

TOTAL COST

$46.10

Includes taees and fees

Select Flight

TOTAL COST

$46.10

Includes s and fees

Select Flight

If your itinerary includes air travel, navigate to the GSA City Pairs Program lookup tool at URL

web browser. The search tool (Figure 2) opens.

April 1, 2024

https://www.gsa.gov/plan-book/transportation-airfare-pov-etc/airfare-rates-city-pair-program on any

Defense Travel Management Office
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U.S. General Services Administration O perviemioonn || search Gshgo

Buy throughus + Sell to government Real estate ~ Policy and regulations « Small business ~ Travel + Technology ~ Aboutus

Home > Travel > Plan & Book > Transportation {Airfare, POV, etc.) > Airfare Rates - City Pair Program

City Pair Program (CPP)

Airfare Rates - City Pair Program

The OMB-designated Best-in-Class City Pair Program pracures and manages discounted air passenger transportation services for federal

Overview
different contract fares.

Fiscal documents and information

government travelers. Atits inception in 1980 this service covered only 11 markets, and now covers over 13,000 markets. Today, CPP offers four

Fare finder
FAQ
Airline information ocrigm city or airport o Destination city or airport
Dual fares WASHINGTON, DC - IAD GREEN BAY, W1 - GRB

Airline pet policy Toggle fiscal years - FY 2024 covers Oct. 1, 2023 - Sep. 30, 2024

nward highlights Fv2024
Seareh for contract fares

Figure 2: GSA City Pair Program Flight Search Screen

April 1, 2024

3. Enter your departure and arrival airports, accept the terms of service, and select the button that
identifies the fiscal year in which you will travel. The results screen (Figure 3) opens.

Origin Destination Airline Service One-way Effective Expiration
* 3 t FOR & 1
airfare @ date date
WASHINGTON, DC - BWI GREEN BAY, WI - GRB American Connect YCA: §261 | CA: 10/01/2023 09/30/2024
Airlines $90
WASHINGTON, DC - DCA GREEN BAY, WI - GRB American Connect YCA: 5243 | _CA: 10/01/2023 09/30/2024
Airlines $63
WASHINGTON, DC - IAD GREEN BAY, Wl - GRB Delta Connect YCA: 5240 | _CA: 10/01/2023 09/30/2024
$120

Previous _ Next

Figure 3: Flight Search Results

4. Two results are possible:

4.1. Results appear: Your route is in a City Pair market, so the JTR requires you to enter the cost from

the Govt YCA Fare column. The fare class for City Pair flights is always YCA.

Note: This website only displays one-way costs, never round-trip costs.

4.2. No results appear: Your route is not in a City Pair market, so you must use DTS screenshots of, or

ask your TMC for, the fare class and cost of the least expensive, unrestricted economy/coach class

airfare including tax and fees but excluding the TMC fee.

Return to Transportation Mode section

Return to Travel Cost section
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lll. Approving Official Instructions

For trips that contain constructed travel, the Digital Signature screen displays a Constructed Travel Worksheet
(CTW) Cost Comparison tool (Figure 2). This tool helps you decide whether to limit the traveler’s transportation
reimbursement to the constructed cost or to allow full reimbursement for travel. Please note that these
instructions only apply to the CTW that is accessible directly from DTS. If the traveler used a locally approved
worksheet, use the instructions that came with that worksheet instead. If the AO is prompted to limit the
reimbursement in the Authorization and does not, they will not be prompted to limit in the voucher.

CONSTRUCTED TRAVEL WORKSHEET (CTW) COST COMPARISON *

The traveler has indicated a preferred mode of transportation different from the one directed by their AO.
Review the CTW cost comparison below and choose an option for approval.

[& CTW Added 11/08/18 at 11:41:02 - Download

Government Preferred Transportation Traveler Preferred Transportation
. Pvt Auto-TDY/TAD 435.82

Transportation Costs (Box 2.D)* S 440 ViAuto ' s

Tolls (highway bridge etc) $48.00
TMC Fee (Box 2.E)* S 0.00

Parking - TDY/TAD $50.00
Total Allowed Cost S 457.50

Total Allowed Cost S £371.82

(O) Approve Government Amount € @ Approve Traveler Amount

Figure 2: Digital Signature Screen — CTW Cost Comparison

A. The DTS CTW Cost Comparison Tool
1. Open the CTW using the link provided.

2. Enter the amount on Line 2N of the CTW into the Transportation Costs field.

3. Leave the TMC Fee field blank since it is already calculated into the amount in 2N. DTS automatically
calculates the Total Allowed Cost of Government Preferred Transportation.

4. Compare the Total Allowed Cost of Government Preferred Transportation to the Total Allowed Cost
of Traveler Preferred Transportation. DTS pulls these figures from the authorization). Before you
decide which transportation mode to authorize, you should also look at the following section of the
CTW:

4.1. Section 3, additional considerations, to see factors that could impact mission accomplishment but
will incur no cost. Unless you are very familiar with the travel route and circumstances, you must
verify the selected items with the traveler. You should also verify that the traveler included an
explanation of the factors in the authorization.

Note: DTS does not display any commercial airfare costs in the Total Allowed Cost of Traveler Preferred
Transportation. If the traveler wants to travel part of the way using the authorized or directed transportation
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mode (e.g., fly to the TDY location and drive a POV back to the PDS), you must manually add the cost of that
flight into the Total Allowed Cost of Traveler Preferred Transportation when comparing costs.

Approving with limited reimbursement

If, after considering all cost and non-cost factors, you decide that the traveler’s actual transportation mode was
not to the Government’s advantage, you as the AO should limit the traveler’s transportation reimbursement to

the constructed cost. To do so, select the Approve Government Amount radio button, then select Approve and
Continue (not pictured) to conclude the approval process.

When you approve with limited reimbursement:

1. You limit the traveler’s transportation reimbursement to mileage allowances only. Mileage allowances
display in the Expenses module as either Private Auto-To/From TDY or Private Motorcycle-To/From
TDY. The mileage allowance is systematically limited to the total constructed cost of the standard
transportation mode.

2. Reimbursement of expenses associated with driving a POV is not authorized. DTS automatically denies
reimbursement of POV-related driving expenses such as Parking-TDY Area and Tolls (highway bridge
etc).

Approving without limited reimbursement

If you decide that the traveler’s actual transportation mode was to the Government’s advantage, select the
Approve Traveler Amount radio button then select Approve and Continue (not pictured) to conclude the
approval process.

B. Additional Considerations for AOs

Changing Constructed Costs or Overriding Your Approval Decision

After you make a decision whether or not to limit a traveler’s transportation reimbursement, if the situation
changes, you can return to the Digital Signature screen at any time to update the costs or your approval
decision. One common reason to do so is when the traveler, for reasons beyond their control (e.g., airport
closure, inclement weather), was forced to abandon the transportation mode you authorized.

C. Per Diem when the AO Limits Reimbursement

When the AO approves an authorization with limited reimbursement, DTS sends the traveler an email to let
them know about the limitation. Even so, the AO must inform the traveler of the limitation and ensure the
traveler has manually adjusted the trip’s per diem allowances, per JTR, par. 020210-F.

Example: The traveler plans to take 3 days to drive their POV to the TDY location and 3 days to drive back, but
the AO limited the traveler’s reimbursement to the cost of commercial air travel. Since using commercial air
would have enabled the traveler to get to and from the TDY location in 1 day (each way), the traveler is limited
to 1 day of per diem (each way), and must zero out the per diem on all other travel days.

To zero out per diem in DTS, you must select a leave, duty day, or non-duty day per diem status for each extra
travel day. Do not show leave locations in the itinerary to avoid improper payment. When complete, the Per
Diem module must show $0.00 in the Lodging Cost, Lodging Allowed, and M&IE Allowed columns for every day
on which no per diem is authorized.
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Approving with limited reimbursement

If, after considering all cost and non-cost factors, you decide that the traveler’s requested transportation mode
is not to the Government’s advantage, you may authorize its use, but should limit the traveler’s transportation
reimbursement to the constructed cost. To do so, select the Approve Government Amount radio button, then
select Approve and Continue (not pictured) to conclude the approval process.

Approving without limited reimbursement

If you decide that the traveler’s requested transportation mode is to the Government’s advantage, select the
Approve Traveler Amount radio button then select Approve and Continue (not pictured) to conclude the
approval process.

D. ADDITIONAL LIMITATION CONSIDERATIONS FOR AOs

Changing Constructed Costs or Overriding Your Approval Decision

After you decide whether to limit a traveler’s transportation reimbursement, if the situation changes, you can
return to the Digital Signature screen to update the costs or your approval decision.

Cost Comparison Tool Values Zero Out on Authorization Amendments

If you approve an authorization with limited transportation reimbursement, the values you entered in the
Transportation Costs block in the Cost Comparison tool reset to zero on amendments to that authorization. You
must re-enter them before approving the amended authorization.

Centrally Billed Accounts (CBAs) and Prepaid Options with Constructed Travel

When a traveler pays for transportation with a CBA or prepaid option, you cannot approve the travel as limited.
The Government is obligated to pay the full charged cost for such transactions, so only the preferred values
display in the Cost Comparison tool. Therefore, if a traveler wants to use a transportation mode that you
determine is not in the best interests of the Government and payment will process by CBA or a prepaid option,
do not approve the authorization. Instead, return it to the traveler with instructions to change the
transportation mode.

E. Per Diem when the AO Limits Reimbursement

When the AO approves an authorization with limited reimbursement, DTS sends the traveler an email to let
them know about the limitation. Even so, the AO must inform the traveler of the limitation and ensure the
traveler has manually adjusted the trip’s per diem allowances, per JTR, par. 020210-F.
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ACCMA Cross-Org Rental Car Statement

RENTAL VEHICLES WILL NOT BE PAID FOR WITH ACCMA FUNDS: If the student's organization has
approved the use of a rental car, and the traveler's organization utilizes DTS for all TDYs, then this
form will need to be filled out, signed, and uploaded into DTS prior to submitting the travel order.
Travel orders that include a rental car and are submitted without this form will not be approved.

Because ACCMA will not fund rental cars, the student's organization will need to provide an
alternate line of accounting to fund the car to the orders in DTS.
For USACE travelers, approved rental car expenses will be paid for by the USACE organization
through Corps of Engineers Financial Management System (CEFMS) and will not be included on
orders. This form is not required for USACE travelers.

Student Name Course Home Organization

Digital Signature Date

The Approving Official is authorizing the use and funding of a rental car with funds

Approving Official Name Phone Line of Accounting

Digital Signature Date

"The undersigned as a Departmental Accountable Official attests to the legality, propriety, and accuracy of the
funding contained within this document."

Departmental Accountable Official Name Phone
Digital Signature Date
Amounts Authorized Justification
Rental Car
Fuel
Other
TOTAL

A DAO is an “individual who provides certifying officers information, data, or services that the certifying
officers rely upon directly in certifying vouchers for payment.” DOD FMR, Vol. 5, Glossary. See also, 10 U.S.C. §
2773A (Departmental Accountable Officials)**
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		Digital SignatureRow1_2: 

		DateRow1_2: 

		Departmental Accountable OfficialRow1: 
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		Digital SignatureRow1_3: 
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