
ODTA Meeting 11/18/2009

Welcome!

New AO – Samantha Wills

NDEAs- Rosie Watson

Lillian Ramirez



DTS/Regulations Update

• As of 1 July, Chaps 1-4 of JTR (Civ) /JFTR (Mil) 
contain DTS temporary duty travel regulations
– Appendix O is now a summary of these regs
– All located on NPS Travel web site

• TAD > 180 days
– Now requires SECNAV approval

• GPS for Rental Car now allowed
– AO must certify “necessary for official business”

• Combining leave with travel
• BOQ non-availability statement



Prior AO Approval Required

• Rental Car

– GPS, FastTrack transponders

– (necessary for official business)

– Upgrade

• Services of Others

– Drivers, Guides, Packers, etc.

• Clerical Assistance

• Internet Connection

• Official Phone Calls

– Safe arrival, medical, schedule 
change

• Excess Baggage (mission essential)

– Checked bag charge ok

• Personally procured air tickets

– Must be approved by Jack 
Shishido, Deputy Comptroller

• Prepaid phone/cell contracts

• Dual Lodging Costs

• Nonrefundable  Room Deposits

• Lodging Fees

– Late Checkout

– Early Arrival

• GTCC Late Payment Fees

• GTCC Expedited Delivery



TSA Secure Flight Program

• DTS collecting new personnel data
– Full middle name
– Date of birth
– Gender

• Program effective 26 Sept 09
• Full name on boarding pass must match state or 

government ID used at airport security
• New screen in DTS after first air reservation

– Click box to save data to profile
– Ignore Redress Number and Known Traveler Number



This screen appears
after choosing seats 
on first air reservation.



United Airlines Economy Plus

• Forward end of economy
– Free to UA Premiers (25k miles/year)

• DTS shows Econ Plus seats
• If you choose, reservation will be cancelled
• Alternatives

– Use www.seatguru.com to locate
• virtuallythere shows aircraft type

– Choose seat at rear of plane
– Choose Aisle or Window at bottom

http://www.seatguru.com/�


www.seatguru.com



Capacity Controlled Fares
• “_CA” fares, shown in DTS as

– “GSA Contract w/Limited Availability”

– Cheaper, but not upgradable
JTR Appendix O, T4025 A. 1. b.
*b. A command must not permit a CTO/TMC to issue a YCA airfare purchased 
at GOV’T expense to a traveler when a _CA airfare is available and the AO 
determines that a _CA airfare meets mission needs.

JTR Appendix O, T4025 A. 3. a.
*a. A commands/unit is expected to take appropriate disciplinary action 
when a traveler and/or an AO fails  to follow the regulations concerning 
CTO use. See par. T4005. 

_CA                  YCA



FY-10 Contract City Pairs



ITO Travel Processed in the 
Travel Office

• What is the purpose of ITO Travel
• Who is eligible for ITO Travel 
• ODTA’s Responsibilities and Travel Office Responsibilities
• Required Documentation for ITO Travel
• Traveler MUST sign ITO Travel Request when Self-Procuring 

Transportation
• Reimbursing Self-Procured Transportation
• ITO Voucher Process – who completes 1351-2 form/who 

signs voucher in DTS

• References:  JTR Appendix E, NPS ITO SOP, Travel Website



PI/ODTA communicate
need for ITO

ODTA gathers information
from PI and traveler

(travel dates/needs, etc.)

ODTA completes
ITO Request)/Profile

And EFT Form
Traveler Must Sign 

Travel Request
If Purchasing Own Airfare

ODTA submits (email *or
hand carry) Request
Form to Travel Office

Lead DTA (Rosie)
Logs-in the Request

-DTA creates
AUTH in DTS based 

on ITO Travel Request
-Attaches Sub Records

-DTA Signs AUTH

DTS AUTH Routes
(CTO, APC/CBA,

SPFA, AO)

Once Approved,
the DTA 

Emails the
ITO Travel Orders,

Itinerary and E-Ticket
To the ODTA

Lead DTA (Rosie)
Assigns request to DTA

Information
Gathering

Requesting
ITO

Generating
DTS Doc

Start

End

1

1

2

2

ITO Travel Auths

*Travel In-box



ODTA

Assists the Traveler 
To Submit Voucher

-Obtains required receipts

-Prepares 1351-2 based on
ITO travel request & 

travel Itinerary

-Obtains AO’s email approval
for items not authorized,

e.g.,  Actual Lodging

-Obtains traveler’s signature 
(Block 20)

-Submits to Travel Office
For processing

(email or hand-carry)

Start

End

ITO Travel Voucher Process

Travel Office

Processes Voucher

DTA
(Rosie/Lillian/Renee)

-Reviews 1351-2 for accuracy

-Creates Voucher in DTS

NDEA
(Rosie/Lillian)

-Signs Voucher in DTS

AO
(Maria/Samantha)

AO Approves Voucher



ITO Travel Request Form



What Slows Down The Voucher 
Process?

• Missing Receipts

• Itinerary attached instead of eticket receipt

• Hotel taxes not included in per diem for 
foreign travel

• Items claimed not authorized (attach email)

• Variations in travel not authorized (attach 
email)



DTS – Release 6

• Released on 8/8/09 (not ready for prime time)

– 100s of defects introduced – many still not fixed

– Performance problems persist – improves after 1400

– Major problems

• “Flight not available” and CTO Assistance

• Timeouts on signature

• Incorrect rental car calculations

• Documents not routing properly

• Patches will continue until stability is achieved

• We anticipate a long recovery period



DTS – Financial Rejects

• Invalid Line of Accounting
– “Accounting/Disbursing System Error Code: 026 

Missing/Invalid Major Command Indicator - Unit Identifier 
(JON - LOA)” 

– Line of Accounting is loaded in DTS prior to STARS 
– Obligations are sent to STARS when an authorization is 

APPROVED
– Reject of an authorization does not prevent travel, but 

there is no official record of funds obligation
– Voucher will reject for the same reason if LOA is still not 

loaded in STARS 



DTS – Financial Rejects

• Tickets switched to Centrally Billed Account (CBA) 
– “Accounting/Disbursing System Error Code: Unmatched 

Obligation Adjustment”
– When authorization is APPROVED with IBA as the Method 

of Payment (MoP) for tickets, DTS generates a single 
accounting line for funds obligation

– When tickets are switched to the CBA on a subsequent 
amendment, DTS attempts to adjust the obligations to two 
accounting lines…the CBA adjustment is rejected

– A copy of the LOA with a new label must be added to 
“fool” DTS  

– Voucher will reject for the same reason if the fix is not 
applied



DTS- Payment Rejects

• After Positive Acknowledgement (POS ACK) by the financial system, 
payment may still be a problem

• DFAS will not pay a voucher with an Invalid SSN – the first nine characters 
must be NUMERIC

– DTS allows you to create and approve an authorization with a invalid SSN

– You will not find out that the voucher cannot be paid until the voucher is approved

– The only workaround is to create replicates of the profile, authorization and voucher  

• Notice of Payment Return for Invalid EFT Account Information
– Bank Routing Number may have changed due to merger

– Traveler’s Account Number may have changed

– Only US banks can receive direct deposits

– Same notification may be used when a paper check is returned

• Mailing address must be US, though some foreign countries are allowed

• When mailing to NPS, format of mailing address is critical



IBA

Area of opportunity:  Split Disbursement/Cash 
Advance Disbursements

Solution ideas:
1. Utilize the CITI statement info in DTS and/or 

contact Patricia Freeman for customer 
balance/statement

2. Review the payment totals screen and make 
the appropriate adjustment



CBA

Area of Opportunity: Ensure all ticket information is 
inputted when adding tickets using the “other 
trans” screen

Solution ideas:
1. Modify airfare amounts when there is a refund
2. Confirm ticket information on Virtually There –

eticket invoices and receipts
3. Contact SATO
4. Contact Patricia Freeman



Fund
Cite
Form
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