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DISA INSTRUCTION 200-40-1*
TRAVEL AND TRANSPORTATION
Official Travel

1. Purpose. This Instruction prescribes policy and assigns responsibilities and duties for
official travel. It addresses all main aspects related to official travel.

2. Applicability. This Instruction applies to all Defense Information Systems Agency (DISA)
activities and the Joint Force Headquarters - Department of Defense Information Network
(JFHQ-DODIN).

3. Authority. This Instruction is published in accordance with the authority contained in the
Joint Travel Regulations (JTR) and DoD Directive 4500.54E, Foreign Clearance Program (FCP),
28 December 2009.

4. Policy. Every effort will be made to minimize official travel being performed by DISA
personnel. Travel will be approved when it is considered advantageous to the Government
and when the mission cannot be satisfied by other means. Travel overseas will be arranged
with a minimum requirement for equipment, facilities, installation services, and personnel.
Visits will be coordinated in advance to avoid duplication or conflict of visits and over-
loading of facilities. Trips to the same general area at the same time will be consolidated
to the maximum extent practicable.

4.1 A traveler is required to use the Agency Travel Management Center (TMC) when making
arrangements for official travel. The TMC will make all reservations for commercial airline,
bus, and rail transportation; commercial lodging; and rental cars.

4.2 The use of the Defense Travel System (DTS) is DoD mandated and is designed to meet
operational requirements, improve service to the customers, and reduce overall cost to the
Government. The DTS maximizes the traveler's use of the Government Travel Charge Card
(GTCC), and a traveler is required to use the GTCC to procure commercial air transportation,
lodging, and rental cars in DTS. Permissions and access within DTS will be closely monitored
by the Travel and Transportation Office (MP41) and validated at a minimum quarterly.

5. Responsibilities.

5.1 Director for Workforce Services and Development Directorate (WSD). The Director,
WSD, will serve as the focal point for all travel matters.
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5.2 Directors, Executives, Commanders, and Chiefs of Major Organizational Elements.
These individuals maintaining the role as accountable officials will serve as control points
for organizational travel matters.

6. Duties of the Chief, Travel and Transportation Office. The Chief, Travel and
Transportation Office (MP41), located in the Workforce Services and Development Directorate
(WSD) Manpower, Payroll, and Transportation Division (MP4), has overall responsibility for
DISA travel. The Chief, MP41, as the Agency's Lead Defense Travel Administrator (LDTA)
for the Defense Travel System (DTS) and Component Program Manager (CPM) for the
Government Travel Charge Card (GTCC), will:

6.1 Provide oversight and management of the Agency's use of DTS and the GTCC in
compliance with applicable directives.

6.2 Serve as the Agency representative when attending meetings hosted by the General Services
Administration (GSA) Program Office, GSA Contracting Office, Defense Travel Management
Office (DTMO), and Defense Finance and Accounting Service (DFAS) regarding the use of
the GTCC.

6.3 Develop training guidelines and procedures for organizations to promote the proper use
of the GTCC, conduct quarterly conference calls with Agency Program Coordinators (APCs),
and conduct an annual conference for APCs.

6.4 Review and approve requests for centrally billed accounts and maintain a cardholder
hierarchy, as it relates to the Agency.

6.5 Provide oversight of DISA's government vehicle pool (U-Drive-It) and mass transit benefits.

7. Duties of a Traveler. A traveler is viewed as any DoD civilian employee or military member
who uses DTS to create authorizations (orders), vouchers, and/or local vouchers for temporary
duty (TDY) travel. A traveler will:

7.1 Ensure profile information in DTS is kept up to date; specifically, official e-mail address
and Electronic Funds Transfer (EFT) (banking information and GTCC information).

7.2 Submit valid and accurate travel requests and submit valid and accurate vouchers within
5 working days of completion of travel, electronically sign all authorizations and vouchers,
and attach all required substantiating documents.

7.3 Ensure authorization for travel is canceled in DTS, as soon as a trip is canceled, in accord-
ance with the cancellation procedures.

8. Duties for Defense Travel System (DTS) Roles. Duties for DTS roles and accompanying
training requirements and DTS permissions are detailed in chapter C1.
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9. Duties Pertaining to the Government Travel Charge Card (GTCC). Duties pertaining
to the GTCC are detailed in chapter C3.

10. DISA Defense Travel System (DTS) Customer Service Website. The DISA DTS
Customer Service Website provides travel information and self-help for DTS users. The site
is located at https://disa.deps.mil/ORG/MP4/MP41/DTS_Customer_ Service/default.aspx.
(This site is also accessible on the Resource Management Center (RMC) Workforces Services
and Development Directorate (WSD) MP4 - Manpower, Payroll and Transportation Division
SharePoint cite. Click on "Branches," "MP41 - Travel and Transportation Branch," and
"Programs.")

11. DoD Commerical Travel Management Oversight.

11.1 Defense Travel Management Office (DTMO). The DTMO has been established as
the single focal point for commercial travel within DoD. The office provides central oversight
for commercial travel management, travel policy and implementation, GTCC management,
customer support and training, functional oversight of DTS, and station and housing
allowances program management.

11.2 Travel Management Center (TMC). The TMC, formerly referred to as the

Contract Travel Office (CTO), is the commercial activity that provides travel services

to DoD. (A current list of TMC contact information can be found on the DTS Customer
Service Website. [Refer to paragraph 10.].) Several field activities have their own TMC
offices, and travelers should contact their local Organizational Defense Travel Administrator
(ODTA) for contact information.

12. Contents. In addition to providing general guidance on official travel in chapter C2,
this Instruction addresses the following topics: government travel charge card, travel
authorizations, local travel, official temporary duty travel abroad, and use of vehicles
for official travel in chapters C3 through C7, respectively.
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Colonel, USAF
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Cl. CHAPTER 1. ROLES AND DUTIES FOR TRAVEL-RELATED POSITIONS

The roles and duties for travel-related positions are described as follows. Training requirements
and Defense Travel System (DTS) permissions are detailed in table C1.1 and the Defense Travel
Administrator Manual, Chapter 3. (The Manual is located at https://www.defensetravel.dod.
mil/Docs/Training/DTA Cover and TOC.pdf.)

C1.1 Lead Defense Travel Administrator (LDTA). The LDTA, located in Workforce
Services and Development Directorate (WSD) Manpower, Payroll, and Transportation Division
(MP4) Travel and Transportation Branch (MP41), is responsible for the overall travel functions
and management of the Agency's DTS to include day-to-day DTS operations; managing the
DTS Help Desk; providing oversight to the Defense Travel Administrators (DTAs) within

the Agency; and establishing permission and DTS access to travel technicians, Organizational
Defense Travel Administrators (ODTAs), and Authorizing Officials (AOs) and Certifying
Officers (COs). An LDTA is officially appointed, in writing, using the Department of Defense
(DD) Form 577: Appointment/Termination Record - Authorized Signature. Initial and annual
Certifying Officer Legislation (COL) training is required for an LDTA. An LDTA will:

Cl1.1.1 Coordinate any system issues, including upgrades and system discrepancy reports
with the Defense Travel Management Office (DTMO).

C1.1.2 Provide initial and followup customer support systems operation and other training
to DTAs and ODTAs.

C1.1.3 Validate and reconcile DTS roles and permissions quarterly.

C1.1.4 Assign, manage, and monitor all permission levels to ensure appropriate separation
of duties. (An LTDA is to ensure training has been completed before DTS permissions are
assigned.)

C1.1.5 Ensure ODTAs and AOs are properly appointed, in writing, using a DD Form 577.
(Electronic copies of all DD Form 577s and required training certificates for ODTA and AOs
are to be retained. For audit purposes, ODTA and AO appointments are to be archived when
the member is no longer serving as an ODTA or AO.)

C1.1.6 Conduct ODTA, AO, Non-Defense Travel System (NDEA), and traveler initial and
annual refresher training and maintain copies of all attendance rosters for the current year.
Ensure personnel requiring COL certification have completed the training and have uploaded
their training certificates in the Corporate Management Information System (CMIS).
Monitor DTS permissions and immediately revoke permissions if training requirements
lapse for an individual with a designated DTS role.

C1.1.7 Retrieve and reconcile reports from the DTS Website, such as unsubmitted voucher
reports, and complete traveler listing reports.
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C1.1.8 Manage the Agency's DTS Help Desk providing DTS user support and advanced
troubleshooting of issues associated with the use of DTS and ensure the Agency's DTS
Help Desk contact information is current and accurately published on the DTMO Website.

C1.2 Organizational Defense Travel Administrator (ODTA). An ODTA, as the primary
point of contact (POC) for their center or directorate, is responsible for overall travel processing
and DTS support for their organization. The ODTA provides administrative oversight of DTS
at the suborganizational level and assists the LDTA with overall DTS administration for

their organization. An ODTA is appointed, in writing, on a DD Form 577: Appointment/
Termination Record - Authorized Signature. The DD Form 577 is to be signed at the Division
Chief or higher level. Initial and annual Certifying Officer Legislation (COL) training is
required for an ODTA. An ODTA will:

C1.2.1 Complete the Defense Travel Management Office (DTMO) Defense Travel
Administrator (DTA) certification program.

C1.2.2 Ensure organizational information is current within the DTA Maintenance Tool;
specifically, monitoring the organizational e-mail (DTA identification [ID], Organization
e-mail, and Self-Registration e-mail).

C1.2.3 Provide oversight and administration of DTS for travelers in their assigned hierarchy

of organization; assign and regulate permission levels higher than "0" to those who perform
additional duties within DTS; and monitor and update routing lists, groups, and traveler profiles,
as needed, to maintain the current organizational structure. (Updates are to be coordinated with
the Travel and Transportation Office [MP41].) Conduct routing list maintenance within the
DTA Maintenance Tool. Monitor the Self Registration Module for newly created traveler
profiles weekly and "accepted" into the organization. Validate and reconcile permissions,

at a minimum, quarterly.

C1.2.4 Ensure travelers keep their DTS profile up to date; specifically, official profile e-mail
address, Electronic Funds Transfer (EFT), and Government Travel Charge Card (GTCC)
information.

C1.2.5 Ensure routing lists are configured to maximize the accuracy of DTS documents
and facilitate expeditious document approval. (Each routing list level should contain more
than one routing official to ensure documents flow smoothly [ensure backup is in place in
the absence of primary official].)

C1.2.6 Assist travelers and Authorizing Officials (AOs) and Certifying Officials (COs)
in the preparation, submission, and approval of travel authorizations and vouchers.

C1.2.7 Execute unsubmitted voucher reports at least biweekly and provide other reports,
as requested, to management or the Travel and Transportation Office (MP41).
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C1.3 Authorizing Official (AO) and Certifying Officer (CO). An AO and CO is an

official at the operational level who has the responsibility for the mission and the authority

to obligate funds to support temporary duty (TDY) travel for the mission. The AO authorizes
only travel necessary to accomplish the mission of the Government. An AO may also be

a CO. Appointments for an AO and CO are documented, in writing, on a DD Form 577:
Appointment/Termination Record - Authorized Signature. The DD Form 577 is to be signed at
the Deputy Director level. In order to maintain the role of an AO and/or CO, Certifying Officer
Legislation (COL) training is required annually. (The DoD Financial Management Regulation
[DoD FMR], Volume 9, Chapter 2, and the DTS Financial Field Procedures Guide provide
detailed information on the appointment requirements.) The AO usually approves travel
requirements and authorizations. The CO certifies and adjusts obligations and disbursement

of government funds that are associated with a travel document. In DTS, the same individual
often acts as both the AO and the CO. An AO who applies the approved signature stamp that
results in a payment to the traveler is acting as a CO. An AO and CO may be held pecuniary
liable for all erroneous payments that result from approving improper payments. (Refer to
the DoD FMR, Volume 5, Chapter 33, for information regarding pecuniary liability. Refer to the
Desktop Guide for Approving Officials and Certifying Officers at http://www.defensetravel.dod.
mil/Docs/Training/AO_CO_Guide.pdf for a processing guide for this DTS role.) An AO and
CO will:

C1.3.1 Work with servicing ODTAs to resolve travel-related problems.

C1.3.2 Ensure authorizations are approved within established guidelines and Government
Travel Charge Card (GTCC) cardholders are properly utilizing their cards in conjunction
with travel and current policy. Ensure travel is necessary to accomplish the mission and
fully justified by entering the mandatory statement as follows on all authorizations:
"Secure Video Teleconference (SVTC) or other Web-based communication is not sufficient
to accomplish travel objectives."

C1.3.3 Ensure travelers submit vouchers within 5 business days of returning from travel.

C1.3.4 Ensure the best estimate of travel costs are documented (nonmileage and mileage
expenses, fuel costs, lodging taxes, parking, baggage fees, and taxis). (Required receipts
are lodging, rental car, expenses exceeding $75, and Travel Management Center (TMC)
airline ticketed receipts.)

C1.3.5 Review and verify all vouchers are completed and required receipts are attached.
Ensure claimed amounts match documents and receipts. (Requiring additional receipts

is discouraged except to substantiate reimbursement if a traveler's claim contains doubtful
reimbursement.)

C1.3.6 Ensure documents are only signed or T-Entered for travelers without reasonable access
to DTS; such as, non-Common Access Card (CAC) holders. (T-Entered is the DTS signature
stamp that accomplishes the same action as SIGNED. It may only be used by a Non-DTS Entry
Agent (NDEA) when signing a voucher or local voucher on behalf of a traveler. [It is not used
to sign authorizations.]) Ensure the traveler's signed DD Form 1351-2: Travel Voucher or
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Subvoucher, or Optional Form (OF) 1164: Claim for Reimbursements for Expenditures on
Official Business, is uploaded into the DTS document as substantiating documentation for
all vouchers that are stamped, when a voucher or local voucher is T-Entered.

C1.3.7 Ensure all foreign travel requirements in the DoD Foreign Clearance Guide (FCG) are
met and documented in the DTS authorization as part of a preaudit remark or other comment
to the AO prior to approval. (See chapter 6.)

C1.4 Finance Defense Travel Administrator (FDTA). An FDTA manages the financial
elements within DTS. (Appointment for this DTS role will be in writing on a DD Form 577.
Initial and annual COL training is required for a FDTA.) For a complete list of FDTA duties,
refer to DoD FMR, Volume 9, Chapter 2.

C1.5 Debt Management Monitor (DMM). The DMM serves as the Agency POC for

debt issues within DTS tracking overpayments and collection actions within the system.

The Resource Management Center (RMC) Accounting and Audit Readiness Division [RM3]
is the organization within DISA with this function. (For information on the duties of a DMM,
refer to the Guide to Managing Travel-Incurred Debt located on the DTMO Website at
http://www.defensetravel. dod.mil/Docs/Guide to Managing Travel Incurred Debt.)

C1.6 Non-Defense Travel System (DTS) Entry Agent (NDEA). An NDEA is a military
member, DoD civilian employee, or contractor authorized to act as a travel clerk completing
DTS documents on behalf of other travelers. Appointment for this role is in writing using

a DD Form 577. An NDEA must complete initial and annual Program and Policies: Travel
Policy training. An NDEA will serve as a POC within an organization to perform DTS functions
on behalf of travelers to include completing travel documents and updating travel preferences
in a traveler's personal profile.

C1.7 Government Contractor.

C1.7.1 A government contractor is authorized, to the extent prescribed in their contract,

to perform the following functions: (1) review travel documents prior to approval by an
authorized government official, (2) modify travel documents to correct administrative errors
prior to approval by an authorized government official, (3) create government travel documents
for use by government employees, (4) input and maintain lines of accounting to be used for
government travel by government employees and assign them to specific groups of travelers,
(5) maintain approved budgets and travel targets for associated lines of accounting within
DTS based on documentation supplied by a government official, (6) maintain government
personnel data while complying with all privacy act requirements, and (7) electronically input
and forward a travel claim in place of the traveler using the T-Entered stamp only after the
traveler has provided a signed paper copy of the travel claim to the contractor, which will be
uploaded into the document and maintained on file. Contractors will be appointed on a DISA
DTS contractor appointment letter and are to have their profiles loaded into DTS manually
using a nontraveler profile.

10
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C1.7.2 A government contractor is not authorized to perform the following functions:

(1) commit, obligate, or disburse funds on behalf of the Government under any circum-
stances in the production environment of DTS including using any stamp with an associated
action that will result in the commitment, obligation, or disbursement of government funds,
(2) create travel budgets and travel targets, (3) use DTS in the role of a traveler, (4) make
final decisions on government travel, or (5) electronically approve or certify documents;
such as, authorizations or vouchers.

C1.8 Foreign National. Depending on status of forces agreements (SOFAs), regulations,

and local policy, a foreign national may perform certain DTS roles that may include the
following: DTA, NDEA, and AO. These users will have a public key infrastructure (PKI)
certificate for DTS access and a unique identification (ID) number when building their user
profile. If a foreign national does not have a Social Security Number (SSN) or Taxpayer
Identification Number (TIN), it is then necessary to use the Foreign Identification Number (FIN)
that is issued by the Defense Manpower Data Center (DMDC) and is found on the employee's
ID card or Common Access Card (CAC). Consult applicable SOFA, regulations, and local
policy to establish local procedures for use of the DTS by foreign nationals.)

11
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ROLES, TRAINING REQUIREMENTS, AND PERMISSIONS

Role Required Certification Training Org | Group | Permission
and Documentation Access | Access
Agency Defense DD-577 Appointed as Agency DTA X X 0,1,2,3,4,56,7
Travel Administrator Training for Accountable Officials
(DTA) and Certifying Officers (TAOCO) Initial
Training for Accountable Officials and
Certifying Officers (TAOCO) Annual
Refresher
Lead Defense Travel DD-577 Appointed as LDTA X X 0,1,2,3,4,5,6
Administrator (LDTA) Training for Accountable Officials
and Certifying Officers (TAOCO) Initial
Training for Accountable Officials and
Certifying Officers (TAOCO) Annual
Refresher
Finance Defense DD-577 Appointed as FDTA X X 0,1,2,3,6
Travel Administrator Training for Accountable Officials
(FDTA) and Certifying Officers (TAOCO) Initial
Training for Accountable Officials and
Certifying Officers (TAOCO) Annual
Refresher
Organizational DD-577 Appointed as ODTA X X 0,1,3*,5
Defense Travel Program and Policies — Travel Policy — *Qptional
Administrators taken annually located in Travel Trax
(ODTA) Complete Defense Travel
Administrator (DTA) Certificate
located in Travel Trax
Authorizing/Certifying DD-577 Appointed as (AO/CO) X No 0,1,2
Official (AO/CO) Training for Accountable Officials
and Certifying Officers (TAOCO) Initial
Training for Accountable Officials and
Certifying Officers (TAOCO) Annual
Refresher
Debt Management DD-577 Appointed as DMM X X 0,1,2,3,6
Monitor (DMM) In Travel Trax FDTA Debt
Management Monitor
Training for Accountable Officials
and Certifying Officers (TAOCO) Initial
Non-DTS Entry Agent NDEA Appointment Letter No X 0*if no
(NDEA) Program and Policies — Travel Policy — other role
taken annually located in Travel Trax
Government Support Contractor Information Letter * * *Depends
Contractors Depends on Role on Role
Travel Clerk DD-577 Appointed as Travel Clerk X 0
Training: About DTS, DTS Travel
Documents, and Travel Policies
Reviewer DD-577 Appointed as a Reviewer X 0,1,2
Training: About DTS, DTS Travel
Documents, Travel Policies, and
DTS Approval Process

12
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C2. CHAPTER 2. GENERAL

C2.1 Authorization of Travel. The Director, DISA, has been delegated authority by the
Secretary of Defense to approve temporary duty (TDY) travel and permanent change of station
(PCS) for civilian personnel of DISA and TDY travel for military personnel assigned or detailed
to DISA. Invitational travel may be authorized for individuals employed by private industry
whose consultative, advisory, or highly specialized technical services are required in a capacity
that is directly related to, or in connection with, DISA activities. Authority also exists for the
approval of travel for part-time consultants when actually employed in the performance of
DISA business.

C2.1.1 Authorization of TDY Travel for Civilian and Military Personnel. The Directors,
Executives, and Chiefs, Headquarters, DISA; Chief of Staff; and Commanders of DISA field
offices have been delegated the authority by the Director, DISA, to approve requests for official
travel of personnel under their cognizance. These individuals are charged with the responsibility
of determining the necessity of such travel to accomplish a mission or purpose that cannot be
accomplished efficiently and economically by other means. This authority may be further
delegated, in writing, to the Deputy Directors, Deputy Executives, and Deputy Commanders,

or their designees.

C2.1.2 Authorization of Permanent Change of Station (PCS) Travel for Civilian
Personnel. The Directors, Deputy Directors, Executives, and Deputy Executives have
been authorized to approve PCS for civilian personnel for their respective organizations.
This authority may not be further delegated.

C2.1.2.1 Civilian employees on PCS to a new overseas assignment will travel by government air
or government-procured air transportation. The Air Mobility Command (AMC) will reserve this
transportation. If military air or government-procured air transportation is not available or does
not meet mission requirements, travel is authorized by commercial air, as stated in subparagraph
C4.9.1. A choice of travel either by surface or air may be made, provided carriers of American
registry are available, but reimbursement to the traveler will be at the actual AMC cost.

C2.1.2.2 Civilian employees on PCS to a new permanent duty station (PDS) located within
the same city or area will be authorized travel, transportation, and other related allowances,
as applicable, per the Joint Travel Regulations (JTR), if the move is (1) in the government's
interest; (2) to a new PDS which is at least 50 miles from the old PDS, and (3) not primarily
for the convenience or benefit of the employee or at the employee's request.

C2.1.3 Authorization of Travel for Consultant and Expert TDY Travel for Invitational
Travel Orders. See Appendix I, paragraph 4, in the JTR for specific instructions.

C2.1.4 Contractor and Consultant Travel Authorization Letters. Contractor personnel and
consultant travel authorization letters are issued to permit travel by military aircraft, if required,
and the use of facilities on military installations where appropriate and permitted by the Status
of Forces Agreements (SOFAs) in the case of foreign areas. DISA officials who initiate and

13
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approve such requests will determine if the appropriate SOFA authorizes non-DoD employee
use of military installation facilities. Contractor and consultant travel will comply with contract
requirements and be in the best interests of DoD and the Government. Contractor personnel
will be reimbursed in accordance with the terms of the contract under which they are providing
goods and services to DISA. The DISA organization requesting contractor or consultant travel
will prepare the travel authorization letter on DISA letterhead. Travel order numbers will be
requested from the travel office via e-mail at disa.meade.wsd.mpx.travelteam@mail.mil.

C2.2 Fraud and Improper Payments.

C2.2.1 Every inaccuracy on a claim form shall not be equated with intent to defraud the
Government. When minor discrepancies exist as a result of clerical or computation errors,
misunderstanding of procedure, or failure to properly document, the intent to deceive may be
missing and a finding of fraud would not likely be supported absent evidence to the contrary.
Such errors shall be discussed with the claimant and be corrected. For example, when a person
inadvertently submits a travel voucher for hotel expenses that contains minor additional room
charges that are not payable and, upon notification, the claimant acknowledges the mistake,

and where there is no intent to deceive, fraud has not occurred. When there is reason to suspect
that a claim presented for payment contains fraudulent information, the Authorizing Official
(AO) shall request assistance from the General Counsel (GC) to initiate an investigation into

the suspected fraud. The requirement to request an investigation applies regardless of the dollar
value of the suspected fraud. The AOs and supervisors shall take appropriate disciplinary action
in substantiated determinations of fraud.

C2.2.2 An improper payment is defined in the Improper Payment Elimination and Recovery

Act of 2010 as any payment that should not have been made or was made in the incorrect amount
under statutory, contract, administrative, or other legally applicable requirements. A payment
made for an incorrect amount, overpayment, or underpayment is considered an improper
payment. A voucher must be amended to correct an improper payment. An AO may be

held pecuniary liable for improper travel payments which they approve.

C2.3 Class of Services Authorized. Travel requests and reservations will be made routinely
utilizing less than first-class accommodations (i.e., coach). A request to utilize any premium
class travel (i.e.; business or first class) requires special approvals and is only authorized in
rare circumstances. Business class travel requires Director, DISA, approval, and first class
travel requires Secretary of Defense approval. Refer to JTR, Chapter 2, Table 2-5, for detailed
information.

C2.4 Approval of Travel to Field Commands. DISA military, civilian, and contractors

will obtain e-mail approval from the appropriate DISA field commander in advance of official
travel. (The e-mail will contain the traveler(s) name, organization, dates of visit, purpose of
visit, contact(s) during the visit, and point of contact.) DISA program managers or contracting
representatives are to obtain such approval for contractor personnel, which is to be requested
a minimum of 14 days prior to the official travel. Approval or disapproval of travel will be
confirmed via an e-mail to the requesting office. Approved travel clearance requests will be
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forwarded to the respective organization that requested the travel clearance. Disapproved travel
clearance requests will be resolved between the requesting office and the area of responsibility
(AOR) for the intended travel.

C.2.4.1 When it is necessary to schedule a trip on short notice, the DISA field activity will
be notified immediately.

C.2.4.2 Travel for training does not require DISA field activity approval, unless it could
potentially impact the daily operations of the DISA field activity.

C2.5 Personal Leave with Official Travel (PLOT). PLOT is leave taken while at an

official TDY location. All travel is restricted to locations contained in the official itinerary.
The following must occur to comply with PLOT in the Defense Travel System (DTS):

(1) varied travel dates due to travel, (2) use of DTS and General Service Administration (GSA)
airline city pair fares are used for official travel locations, (3) authorizations include all dates of
travel (official and personal) away from the permanent duty station (PDS), (4) personal travel
dates are annotated as leave in DTS on the "Per Diem Entitlements" screen to ensure the per
diem allowances are not paid for the nonofficial travel dates, (5) DTS adjusts the per diem
entitlements due to the traveler upon entry of leave dates by traveler, and (6) any personal

or nonofficial expenses are not charged to the Government Travel Charge Card (GTCC).
Defense Finance and Accounting Service (DFAS) certification of DTS for PLOT includes

all PLOT except for travel by privately owned conveyance in excess of 400 miles.

C2.5.1 For civilian personnel, chapter 1, part B, of volume 2, of the JTR defines leave and
entitlements. Civilian personnel for whom leave in conjunction with TDY has been approved
will notify the appropriate time and attendance clerk.

C2.5.2 For military personnel, chapters 4 and 6 of the JTR defines leave and entitlements.
Military personnel for whom leave in conjunction with TDY has been approved will complete
a military leave request and furnish a copy to the Chief, Military Personnel Division (MP2).

If delay en route for personal reasons is authorized, an appropriate statement will be included
in the travel order indicating the number of days of annual leave authorized. The number of
leave days and dates of leave must be indicated in block 16 of the Department of Defense (DD)
Form 1610: Request and Authorization of TDY Travel for DoD Personnel.

C2.5.3 Leave in conjunction with TDY orders has, on occasion, subjected governmental
agencies to severe criticism where it could be construed that the TDY was conveniently arranged
to provide leave travel at government expense. This is especially true when leave is granted in
conjunction with extremely short periods of TDY. An AO must ensure the TDY trip is not an
excuse for personal travel.

C2.6 Personal Travel to Permanent Duty Station (PDS) While on TDY. When an employee
on TDY voluntarily and for personal reasons returns to the PDS or their place of abode from

which they commute daily to the PDS on a weekend and departs again on the same weekend for
TDY, the maximum reimbursement will be limited to the per diem or actual expense allowance
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and travel expense which would have been allowed had the employee remained at the TDY
station. Employees returning to the PDS on a weekend or between TDY trips for official
business must perform at least a half-day of official business prior to departing on the second
TDY trip.

C2.7 Civilian Clothing Authorization. Military personnel may be authorized to wear and/or

carry civilian clothing when it will not interfere with the performance of the assigned mission.

This authorization should be included only in the orders for overseas travel. Military personnel
must wear civilian clothing when traveling first class on commercial aircratft.

C2.8 Traveler Designated as Official Courier. If a traveler is designated as official courier,
a statement will be entered in the remarks column of the travel orders to that effect.

C2.9 Baggage. Baggage rules and procedures adopted by the airline industry permit most
airlines to charge either by the piece or by the pound. Travelers must check with the Travel
Management Center (TMC) to determine airline-specific baggage allowances.

C2.9.1 If it is necessary to carry excess baggage on a TDY trip, the authorization must be
written into the travel order in block 16 of DD Form 1610 for manual orders. In DTS, excess
baggage expenses should be entered under nonmileage expenses and be approved by the AO
in advance. For additional information regarding excess baggage, the travel office should be
contacted.

C2.9.2 An individual traveling outside the continental United States (OCONUS) on a military
aircraft or contract air carrier is allowed two checked pieces plus one carry-on piece. The two
checkable bags may not exceed 62 linear inches (length plus width plus depth) or 70 pounds
each. The carry-on bag may not exceed 45 linear inches and must be able to fit under the
airplane seat in front of the traveler or in the overhead compartment.

C2.10 Manual Orders. Detailed instructions on submitting manual travel authorization
requests and vouchers is provided on the DISA Defense Travel System (DTS) Customer
Service Website. (Refer to paragraph 10 of the basic Instruction for information on the
Website.)
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C3. CHAPTER 3. GOVERNMENT TRAVEL CHARGE CARD (GTCC)

C3.1 Mandatory Use. Use of the Government Travel Charge Card (GTCC) is mandated by
the Travel and Transportation Reform Act (TTRA). The TTRA of 1998 stipulates that the
government-sponsored, contractor-issued travel card shall be used by all U.S. Government
personnel (civilian and military) to pay for costs related to official business travel unless
specifically exempted by authority of the Administrator of General Services or the head of

the Agency and will only be utilized to pay for official business travel expenses and in strict
compliance with government regulations and card company guidelines. Travelers issued

a GTCC are required to use their GTCC to procure commercial air transportation, lodging,

and rental cars. Positions known to require travel more than once per year need to include the
ability to obtain and keep the GTCC as a condition of employment or the position should not
require travel more than two times per year. Travelers who refuse to obtain a GTCC are not
authorized to receive cash advances for travel, as required by the Travel and Transportation
Reengineering Act. Exemptions to mandatory use of the GTCC are detailed in DoD 7000.14-R,
Defense Financial Management Regulation, Volume 9, Chapter 3, Travel Policy and Procedures.
For example, exceptions to pay nontraining-related registration or conference fees for official
meetings, conferences, etc., held in the local commuting area can be granted on a case-by-case
basis by the local Agency Program Coordinator (APC).

C3.2 Requesting and Receiving a Card. In order to obtain a GTTC, the traveler is to submit
an e-mail to the travel card helpdesk at disa.meade.wsd.mbx.travel-card-helpdesk@mail.mil
requesting the requirements to obtain a GTCC. The Travel and Transportation Office (MP41)
will send instructions to the traveler and a link to the required training. The traveler must
complete the mandatory Programs and Policy Travel Card 101 training and Statement of
Understanding (SOU). The SOU is to be digitally signed by the supervisor. The format

for the SOU is provided in the Corporate Management Information System (CMIS) at
https://cmis disa.mil/travel/card/tcard.cfm. The training certificate and signed SOU

is to be uploaded into CMIS at https://cmis.disa.mil/travel/card/tcard.cfm. After this has

been completed, the traveler will receive the GTCC application and submission instructions.
Upon receipt of the card, the traveler is to sign the back of the GTCC and maintain positive
control of the card against misuse.

C3.3 Transferring a Card.

C3.2.1 Employees transferring to DISA from another government agency will contact the local
DISA Agency Program Coordinator (APC) to request to have the GTCC account transferred to
DISA by sending an e-mail containing the last eight digits of the account number to the travel
card helpdesk at disa.meade.wsd.mbx.travel-card-helpdesk@mail.mil. The cardholder is
required to fill out an SOU, take the mandatory Programs and Policy Travel Card 101 training,
and provide the local DISA APC with a copy of the training certificate before the account can
be transferred to DISA.

17


mailto:disa.meade.wsd.mbx.travel-card-helpdesk@mail.mil
mailto:disa.meade.wsd.mbx.travel-card-helpdesk@mail.mil

DISAI 200-40-1

C3.3.2 Employees transferring from DISA are to contact the local DISA APC to complete
a transfer form by contacting the travel card helpdesk at disa.meade.wsd.mbx.travel-card-
helpdesk@mail.mil. The local DISA APC will deactivate the account, unless otherwise
requested. The cardholder will contact the APC at the new agency to have the travel card
reactivated and transfer completed.

C3.3.3 Employees who are retiring, separating, or leaving for employment with a non-DoD
agency are to contact the travel card help desk at disa.meade.wsd.mbx.travel-card-helpdesk@
mail.mil to close their account.

C3.4 Cash Travel Advances. Cash travel advances are authorized solely for the purpose of
obtaining funds for approved official travel that is substantiated by a travel order. Cardholders
are strongly encouraged to charge all official travel expenses to the maximum extent possible
and to obtain cash travel advances to the minimum extent possible.

C3.4.1 The cardholder is authorized to obtain cash advances by using the automatic teller
machine (ATM) network to cover meals, incidental expense portion of per diem, and
miscellaneous reimbursable expenses that normally cannot be charged to the card. Cash
advances are authorized 3 calendar days or less before the scheduled departure date and
no later than completion of the travel.

C3.4.2 The maximum amount of a travel advance authorized for GTCC holders is based on
the type of charge card. Requests to increase the limit on the charge card will be coordinated
through the local APC.

C3.4.3 Noncardholders may obtain an advance via Electronic Funds Transfer (EFT).
Supervisors will authorize the advance on the individual's travel order.

C3.5 Expenses. Types of official expenses authorized when using the GTCC include meals;
common carrier transportation fares; lodging costs; rental cars, when authorized; gasoline for
rental cars; taxis; and incidental expenses covered by the per diem rate or actual subsistence
expense allowance.

C3.5.1 The GTCC may be used by the cardholder while in a travel status to pay for nonreim-
bursable incidental travel expenses, such as rental movies, personal telephone calls, exercise
fees, and beverages, when such charges are part of the room billing or meal and are reasonable.
These charges are not reimbursable as they are included in the meals and incidental entitlements.

C3.5.2 The GTCC can be used for personal lodging or rental car charges that are incurred during
leave in conjunction with authorized official travel expenses when such charges are an integral
part of the billing for the period spent at the temporary duty (TDY) location while on official
travel.
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C3.6 Voucher Settlement and Payment. Travel vouchers should be submitted through
the Defense Travel System (DTS) within 5 working days after the end of each trip or after
each 30-day travel period when the travel exceeds 45 days.

C3.6.1 Outstanding travel advances and unpaid travel vouchers will be settled prior to an
individual's separation or permanent change of station (PCS) departure. Travelers must
be reimbursed for authorized travel expenses via EFT unless they do not have a banking
establishment.

C3.6.2 Payment is due upon receipt of the cardholder's statement of account. After receiving
a statement, a cardholder is expected to pay the balance in full. Billing disputes between the
cardholder and the card company should be referred to the appropriate APC.

C3.7 Split Disbursement. All DoD personnel (military and civilian) are required to split
disburse all undisputed expenses charged to the GTCC as a part of the travel settlement process.
Payment for all GTCC charges will be sent directly to the travel card vendor via split disburse-
ment as part of the traveler's voucher reimbursement. It is the cardholder's responsibility to
promptly pay the travel card vendor directly for any outstanding charges not split disbursed

at the time of the travel voucher settlement. To support the split disbursement requirement,
DTS automatically defaults air and/or rail (when charged to an individually billed account
[IBA] only), hotel, rental vehicle, and other miscellaneous nonmileage expenses identified by
the traveler in the split disbursement amount paid directly to the travel card vendor. DTS users
must also include the amount of any ATM withdrawals and any miscellaneous GTCC charges,
to include but not be limited to meals charged to the GTCC, in their split disbursement amount
paid directly to the travel card vendor. Traveler's submitting a manual voucher for non-DTS
travel are required to annotate the split disbursement amount in the upper right hand section

of the Department of Defense (DD) Form 1351-2: Travel Voucher or Subvoucher. Authorizing
Officials (AO) are responsible for ensuring split disbursement amounts are properly annotated
and will return any travel vouchers that do not comply for correction and resubmission.

For additional information regarding split disbursement, refer to Title 10 U.S.C. 2784a.

C3.8 Unauthorized Usage or Misuse.

C3.8.1 The APC will monitor the account status of users for unofficial charges and investigate
all inquiries from the card company concerning delinquent payment, misuses of the card, and
other related matters. If fraud, waste, or abuse is suspected, the APC will notify the Component
Program Manager (CPM). Depending on the circumstances, the cardholder's supervisor and
other offices, such as DISA Inspector General (IG), Security, and Personnel, may also be
contacted for possible administrative or punitive action.

C3.8.1.1 Examples of unauthorized or improper use of the GTCC include but are not limited

to cash advances when not on official travel, using the card at casinos and adult entertainment
places, and purchasing tickets for sporting or entertainment events.
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C3.8.1.2 Under no circumstance are employees to place any charge or hold on their card
for another traveler. The employee will not be reimbursed for another traveler's expenses.
It is a personal matter to recover any funds.

C3.8.2 Misuse of the GTCC is not tolerated by DoD. A cardholder will only use their GTCC
for authorized travel expenses and not for personal use. Military personnel who misuse their
GTCC are subject to appropriate disciplinary actions in accordance with Uniform Code of
Military Justice (including Article 92), and civilian personnel who misuse their GTCC are
subject to appropriate administrative or corrective action.

C3.9 Delinquency. The card company will contact the cardholder when the account becomes
45 days delinquent and again every 15 days. When the card becomes 90 days delinquent, the
card company will begin salary offset procedures if the delinquent charges are not paid within
30 days. The bank begins salary offset procedures when the account becomes 126 to 130 days
delinquent.

C3.9.1 The APC will also concurrently send out notifications of delinquency as follows:
C3.9.1.1 30-day reminder to the cardholder and CPM.
C3.9.1.2 60-day delinquency to the cardholder, card holder's supervisor, and CPM.

C3.9.1.3 90-day, 120-day, and 180+ day delinquency notices via e-mail to the cardholder,
cardholder's supervisor, cardholder's Deputy Director, and CPM.

C3.9.2 The APC will notitfy the Director, Workforce Services and Development Directorate
(WSD); cardholder's supervisor and Deputy Director; and CPM when card suspensions or
revocations occur or other adverse actions are taken against a cardholder.

C3.10 Agency Program Coordinator (APC) Duties and Signature Authority.

C3.10.1 An APC is responsible for the management and execution of the day-to-day
operations for travel cards. An APC is designated, in writing, by a director or commander.
The overall role of the APC resides in the Travel an