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PROCEDURAL GUIDE

NUMBER 14-PGRMD-010
DATE August 27, 2014

RESOURCE MANAGEMENT DIVISION

SUBJECT:  Temporary Duty Travel and the Defense Travel System

References:  See Enclosure 1.

1. PURPOSE. The purpose of this Procedural Guide is to document the procedures for
Temporary Duty (TDY) travel and use of the Defense Travel System (DTS) within the
Department of Defense Education Activity (DoDEA).

2. APPLICABILITY. This Procedural Guide applies to the Office of the Director, DODEA; the
Director, Domestic Dependent Elementary and Secondary Schools, and Department of Defense
Dependents Schools, Cuba (DDESS/DoDDS-Cuba); the Director, Department of Defense
Dependents Schools, Europe (DoDDS-E); the Director, Department of Defense Dependents
Schools, Pacific, and Domestic Dependent Elementary and Secondary Schools, Guam (DoDDS-
P/DDESS-Guam), (hereafter collectively referred to as “DoDEA Area Directors™); and, all
DoDEA District Superintendents, school administrators, and supervisors.

3. DEFINITIONS. See Glossary.

4. GUIDANCE. This Procedural Guide documents all inputs, service providers, financial
systems, processes, outputs, and dependencies involved in the TDY process. TDY processes
described in this Procedural Guide will be managed according to DoD 7000.14-R (Reference
(a)), the Joint Federal Travel Regulations, Volume 1 (Reference (b), the Joint Travel
Regulations, Volume 2 (c)), DoD Instruction 5010.40 (Reference (d)), the Defense Travel
Management Office Web site (Reference (e)), the Department of Defense Education Activity
Memorandum, “Delegation of Travel Approval Authority for DoDEA Official Travel”
(Reference (f)), the DoD Conference Guide (Reference (g)), Memorandum, “Designation of
Individuals for Conference Approval Authorities” (Reference (h)), DoD Directive 8500.01E
(Reference (i)), and DoD 5400.11-R (Reference (j)) found in Enclosure 1.

5. ROLES AND RESPONSIBILITIES. See Enclosure 2.
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6. PROCEDURES. See Enclosure 3.

7. EFFECTIVE DATE. This Procedural Guide is effective immediately.

(. M[3ANDA

Robert M. Brady
Associate Director for Financial
and Business Operations

Enclosures
1. References
2. Roles and Responsibilities
3. Procedures
4. Department of Defense (DD) Form 577, Appointment/Termination Record
5. DD Form 1610, Request and Authorization for TDY Travel of DoD Personnel
6. DD Form 1351-2, Travel Voucher or Subvoucher

7. Statement in lieu of Actual Receipts
Glossary
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ENCLOSURE 1

REFERENCES

(a) DoD 7000.14-R, “Department of Defense Financial Management Regulation,” January 2012,
Volume 9 Chapter 5

(b) Joint Federal Travel Regulations, Volume 1, current edition

(c) Joint Travel Regulations, Volume 2, current edition

(d) DoD Instruction 5010.40, “Managers’ Internal Control Program Procedures,” May 30, 2013

(e) Defense Travel Management Office Web site

(f) Department of Defense Education Activity Memorandum, “Delegation of Travel Approval
Authority for DoODEA Official Travel,” April 2014

(g) DoD Conference Guide, November 6, 2013

(h) Memorandum, “Designation of Individuals for Conference Approval Authorities,”
December 16, 2013

(i) DoD Directive 8500.01E, “Information Assurance (IA),” October 24, 2002

(1) DoD 5400.11-R, “Department of Defense Privacy Program,” May 14, 2007

! More information can be found on the Internet at http://www.defensetravel.dod.mil/

3 ENCLOSURE 1



DoDEA PG 14-PGRMD-010

ENCLOSURE 2

ROLES AND RESPONSIBILITIES

1. DEPARTMENT OF DEFENSE EDUCATION ACTIVITY (DODEA) AREA DIRECTORS
AND DISTRICT SUPERINTENDENTS. The DoDEA Area Directors and District
Superintendents, under the authority, direction, and control of the Director, DoDEA, shall ensure
district and school procedures reflect the procedures in this Procedural Guide.

2. DODEA SCHOOL PRINCIPALS. The DoDEA School Principals, under the authority,
direction, and control of the DoDEA District Superintendent, shall comply with and ensure
school procedures align with the policies in this Procedural Guide.

3. DODEA SUPERVISORS. All DoDEA Supervisors shall comply with this Procedural Guide.

4. TRAVELERS. Travelers are DoDEA employees or authorized non-DoD personnel (known
as “e-invitational personnel”) traveling on behalf of DODEA. Travelers receive Defense Travel
System (DTS) training through the Defense Travel Management Office (DTMQ) Web site
(Reference (e)).

a. Before traveling, travelers must submit a travel approval request to their supervisor. The
request must contain a statement of objectives and anticipated outcomes beneficial to DoDEA, in
addition to a cost estimate.

(1) Once signed by the supervisor the request must be routed to the appropriate approval
authority, in accordance with References (f), (g), and (h).

(2) All approved travel requests must be scanned and uploaded into DTS under the
“Substantiating Documents” tab.

b. Travelers using DTS are required to sign the authorization and voucher after the travel
information is entered into DTS. The traveler should ensure that all information (e.g. personal
information, travel times, locations, and voucher receipts) is accurate.

5. NON-DTS ENTRY AGENT (NDEA). An NDEA is a DoD employee who can create and
digitally sign travel authorizations and vouchers for reimbursement in DTS on behalf of travelers
who do not have reasonable access to DTS (e.g. staff members, e-invitational personnel).

6. APPROVING OFFICIALS (AOs). AOs are officials at the operational level with the
authority to obligate funds to support Temporary Duty (TDY) travel. Assigned to the Resource
Management Division (RMD) as budget analysts, financial analysts, or program analysts, AOs

4 ENCLOSURE 2
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ENCLOSURE 2

ROLES AND RESPONSIBILITIES

can also serve as Certifying Officers (COs). AOs/COs must be appointed in writing using the
Department of Defense (DD) Form 577, “Appointment/Termination Record” (Enclosure 4), and
may be held financially liable for erroneous payments resulting from the negligent performance
of their duties. Responsibilities include:

a. Approve or deny proposed trips based on trip data, estimated costs, the balance in the
appropriate budgets, and exceptions to DoD travel policy.

b. Approve or deny expenses outside the initially approved authorization.
c. Review exceptions to policy and input rationale if approved.

d. Review the status of a specific travel authorization.

e. Review the financial accounting status for a specified trip.

f. Review and approve final settlements prior to forwarding to the Defense Finance and
Accounting Services (DFAS).

g. Digitally sign travel authorizations and travel vouchers.

7. LEAD DEFENSE TRAVEL ADMINISTRATOR (LDTA). The LDTA is the leader of the
travel team; serves as the main point of contact (POC) for travel functions at a site; and, is
responsible for the management and sustainment of the travel program. LDTAs perform the
following tasks:

a. Stay abreast of all changes to DTS.

b. Oversee and train finance defense travel administrators (FDTAS) and organization defense
travel administrators (ODTAS).

c. Establish and maintain local business processes, including creating or overseeing the
establishment of the organization’s routing structure for approving and certifying travel. This
includes initiating and maintaining appointment orders using the DD Form 577 for accountable
officials (e.g. AOs, COs, FDTAs, ODTAS).

d. Establish and monitor a “reject” e-mail address; and, add, detach, receive, and delete users
(or establish delegation procedures).

e. Assign roles and permission-level procedures.

5 ENCLOSURE 2



DoDEA PG 14-PGRMD-010

ENCLOSURE 2

ROLES AND RESPONSIBILITIES

f. Maintain traveler profile information (in accordance with personally identifiable
information requirements), including mailing addresses, phone numbers, security clearances,
Government Travel Charge Card (GTCC) numbers, and banking information.

g. Ensure travelers have active Common Access Cards (CACs) with Private Key Capability
(digital signature) or soft-token Public Key Infrastructure (PKI), as applicable.

h. Report problems to the Travel Assistance Center (TAC) and follow up on fixes.
8. FINANCE DEFENSE TRAVEL ADMINISTRATORS (FDTA). FDTAs are budget,

resource management, or accounting and finance personnel responsible for managing and
supporting the financial aspects of DTS at the agency and/or site level.

a. The FDTA complies with all local financial policies and procedures for monitoring funds.
FDTAs are familiar with the Joint Federal Travel Regulations (JFTR), the Joint Travel
Regulations (JTR), and their respective Service/Agency internal control policies.

b. The FDTA ensures sufficient funding on the line of accounting (LOA) for travel.

c. The FDTA must be appointed in writing as an accountable official; when the appointment
ends, it must be revoked in writing.

9. ORGANIZATION DEFENSE TRAVEL ADMINISTRATORS (ODTA). The ODTA is
responsible for assisting the FDTA with overall DTS administration at the agency and/or site
level. ODTAs are individuals in the RMD (i.e. budget analysts, financial analysts, program
analysts) who are knowledgeable in their particular organization’s travel processes and abreast of
current DTS procedures.

6 ENCLOSURE 2
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ENCLOSURE 3

PROCEDURES

1. TDY TRAVEL OVERVIEW. This Procedural Guide describes the process for governing and
coordinating TDY travel at DODEA. DoDEA uses DTS, a fully integrated, automated, end-to-
end travel management system, to manage TDY travel.

a. DTS allows users to create, sign, and forward DD Form 1610s, “Request and
Authorization for TDY Travel of DoD Personnel” (Enclosure 5), for review and approval prior
to travel.

b. Additionally, DTS is used to process local vouchers and DD Form 1351-2, “Travel

Voucher or Subvoucher” (Enclosure 6), for reimbursement. All claims for reimbursement must
be filed within five days of travel completion.

2. TDY TRAVEL FUNDS OBLIGATION PROCESS.

a. At the beginning of each fiscal year, the LDTA creates an LOA in DTS according to the
approved travel budget LOAs in the Budget Management System (BMS).

(1) Once the LOAs are built in DTS, the LDTA enters the funds amount into the DTS
budget module.

(2) When travel is funded by the cross-organization (X-Org) funding feature in DTS, the
following statement is added to the “Other Authorization” tab in DTS: “Traveler is authorized
use of Headquarters (HQ) DoDEA LOA. The LOA referenced is annotated on the travel
authorization.”

b. After the LDTA updates the LOAs and the DTS budget module with current-year
funding, travelers and NDEAs are able to log into DTS and create travel authorizations.

(1) Travel authorizations detail a traveler’s TDY location, dates of travel, and per diem
rates for meals and hotels; and, provide an estimate of incurred expenses. The General Services
Administration (GSA) establishes per diem rates for continental U.S. (CONUS) and outside the
continental U.S. (OCONUS) travel.

(2) The traveler or NDEA inputs information for hotel, airfare, and car rentals in the travel
authorization. After inputting the information, the document is electronically signed. The
traveler stamps, “Created” and “Signed,” while the NDEA stamps, “T-Entered as Created.”

(3) DTS automatically routes the travel authorization to the Commercial Travel Office

(CTO). The traveler must sign the travel authorization within 24 hours of creating the form or
the system will cancel all reservations.
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ENCLOSURE 3

PROCEDURES

c. The CTO travel agent retrieves the travel authorization in DTS, confirms reservations
made through the Passenger Name Record (PNR) Gateway, and verifies all reservations made
for transportation, hotels, and car rentals.

(1) The CTO travel agent stamps “CTO Booked” on the travel authorization and DTS
automatically routes the document to the traveler’s supervisor for review.

(2) Once the reservations have been confirmed, a CTO fee is applied. If the reservation is
adjusted (e.g. due to early return or booking a later flight), an additional fee will be applied for
each change and the agency will be responsible for the CTO fee.

d. The traveler’s supervisor reviews the travel authorization in DTS to confirm the TDY is
mission-essential and that the approved travel request is attached.

(1) If valid and approved, the supervisor stamps “Reviewed.” DTS automatically sends an
e-mail to the RMD FDTA/ODTA.

(2) If the information is invalid or incomplete, the supervisor stamps the travel
authorization as “Returned.” DTS automatically e-mails the traveler or NDEA requesting
corrections.

e. The RMD FDTA/ODTA confirms the correct LOA is assigned to the travel authorization
in DTS, validates allowable expenses per the JTR, and authorizes funding for TDY travel by
signing the authorization in DTS. The RMD FDTA/ODTA also ensures travel expenses are
invoiced in DoDEA’s Centrally Billed Account (CBA), and confirms that travel dates account
for non-duty days.

(1) The RMD FDTA/ODTA stamps the travel authorization as “Authorized” in DTS to
confirm and authorize travel. The travel authorization is routed to the RMD AO/CO for review.

(2) If information is inaccurate or incomplete, the RMD FDTA/ODTA stamps the travel
authorization as “Returned” in DTS. DTS automatically e-mails the traveler or NDEA for
corrections.

f. The RMD AOQO/CO verifies funding availability on the LOA and confirms the correct
appropriation year is recorded. The RMD AO/CO must approve the travel authorization within
72 hours before travel or all travel reservations will be cancelled.

(1) If funding is unavailable, the RMD AO/CO stamps the travel authorization as

“Returned” in DTS. The RMD AQO/CO enters “Insufficient funds to process” in the comments
section, and DTS automatically notifies the traveler or NDEA for corrections.
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ENCLOSURE 3

PROCEDURES

(2) If the correct appropriation and year is recorded, a proper LOA is assigned, funds are
available, and the travel is in compliance with the JTR/JFTR, the RMD AO/CO approves the
travel authorization by stamping “Approved” in DTS. Once the RMD AO/CO approves the
travel authorization, DTS automatically generates a travel authorization number (TANUM) and a
document name.

g. Approved travel authorizations are routed back to the CTO to confirm reservations.
(1) The traveler receives an itinerary of confirmed reservations.
(2) Upon confirmation, an automatic obligation or disbursement is created in the DoDEA
Washington Headquarters Services Allotment Accounting System (WAAS) via the Global
Exchange (GEX).

h. If travel is cancelled, the traveler must log into DTS and cancel the travel authorization.

(1) The travel authorization is routed in DTS to the RMD AO/CO to review and approve.
Once approved, DTS interfaces via GEX to WAAS and de-obligates the funds.

(2) If atravel advance was taken for a cancelled trip, DTS automatically creates a debt

collection and the traveler receives notice that the travel advance must be paid back to the
Government. The LDTA monitors the Debt Management Monitor (DMM) in DTS.

3. FEUNDS LIQUIDATION PROCESS.

a. Upon completion of travel, the traveler or NDEA has five working days to submit a travel
voucher.

(1) The traveler must submit the following documentation: all expenses, including
expenses not captured on the travel authorization; receipts for expenses over $75 incurred during
travel; receipts for extraordinary expenses, regardless of value; and, a copy of the airline ticket
receipt.

(2) All substantiating documentation must be electronically attached to the travel voucher
in DTS. If the traveler cannot provide the receipt, the traveler will be required to sign a
“Statement in lieu of Actual Receipts” (Enclosure 7).

(3) The traveler or NDEA stamps the completed travel voucher as “Signed or Created.”
DTS automatically routes the travel voucher to the traveler’s supervisor for review.
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b. The traveler’s supervisor reviews the travel voucher and all supporting documentation for
completeness and validity.

(1) The supervisor checks for the following: receipts for lodging and expenses of $75 or
greater are included; receipts are valid and legible; vouchers signed by the NDEA have a DD
Form 1351-2 attached; the daily lodging rate matches the receipt; per diem is adjusted for any
leave taken; all expenses are for the TDY assignment; rental car fuel was paid correctly; and,
mileage/fuel have been claimed correctly.

(2) The supervisor stamps the travel voucher as “Reviewed” in DTS to confirm pertinent
travel expenses are valid and supported by receipts. DTS automatically generates and sends an
e-mail to notify the RMD FDTA/ODTA.

(3) If information is invalid or incomplete, the supervisor stamps the travel voucher as
“Returned” in DTS. DTS automatically e-mails the traveler or NDEA for correction.

c. Once the travel voucher is created in DTS, the RMD FDTA/ODTA reviews the travel
voucher in DTS to ensure receipts are attached and valid, the LOA is correct, and per diem rates
are in accordance with JTR, JFTR, and GSA regulations.

(1) The RMD FDTA/ODTA stamps the travel voucher as “Authorized” in DTS to confirm
the review. DTS automatically routes the travel voucher to the RMD AO/CO.

(2) If information is inaccurate or incomplete, the RMD FDTA/ODTA stamps the travel
voucher as “Returned” in DTS. DTS automatically generates and sends an e-mail to the traveler
or NDEA for correction.

d. The RMD AO/CO receives and reviews the travel voucher, ensuring the travel voucher is
properly authorized; receipts are valid and accounted for; all documentation is uploaded into
DTS; and, amounts are verified to be within the Government lodging and per diem rates.

(1) The RMD AO/CO stamps the travel voucher as “Approved” in DTS to confirm the
document is authorized, accurate, and proper funding is available. The RMD AO/CQO’s
electronic signature in DTS initiates payment through DFAS.

(2) If the travel voucher fails any final edit checks, the RMD AO/CO stamps the travel
voucher as “Returned” in DTS. DTS automatically e-mails the traveler or NDEA for correction.

e. The approved travel voucher is automatically routed to DFAS for payment processing.

DFAS records the accounting transactions from the voucher payment process in the Operational
Data Storage (ODS) database. The transactions from ODS are downloaded via GEX to WAAS.
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(1) If atravel voucher amount is greater than the obligation, the increase is made to the
obligated amount (assuming funding is available for the increase).

(2) If funding is unavailable for the increase, the travel voucher is rejected and routed to
DTS. Once additional funding is obtained, the travel voucher is processed and the voucher paid.

f. The payment is sent to the traveler (and the GTCC, if one was utilized) using the split
disbursement option in DTS.

g. All travel vouchers are stored in DTS for future reference for six years and three months.

4. TRAVEL AUTHORIZATION AND VOUCHER RECONCILIATION. The RMD AO/CO
reconciles all travel authorizations by ensuring there is a corresponding travel voucher. This task
is completed by running an Un-submitted VVoucher Report on a weekly basis, which identifies all
travel authorizations where travel is complete but a voucher has yet to be submitted.

a. The RMD AO/CO e-mails each traveler listed on the report and the traveler’s supervisor
informing them of the outstanding travel voucher. If the traveler continues to appear on the Un-
submitted Voucher Report it is reported to the DODEA HQ RMD Chief, Resource Management
Division for action.

b. All reports and e-mail correspondence with the traveler are maintained on a secured drive.

5. DTS TO WAAS RECONCILIATION.

a. On a daily basis, LOA codes are validated via the automatic GEX interface between DTS
and WAAS.

(1) If the LOA codes pass validation, an acknowledgement transmission is returned to
DTS through GEX.

(2) If the LOA does not pass validation, the transaction is rejected and the LDTA is
informed of the error.

b. The DoDEA HQ RMD Financial Systems Specialist generates a weekly accounting
reconciliation report to ensure all DTS transactions received in WAAS via the GEX interface
were also successfully received in Fund Administration and Standardized Document Automation
(FASTDATA).
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(1) The DoDEA HQ RMD Accounting Branch reviews the reconciliation report to
determine the appropriate action for any pending discrepancies. Discrepancies can be handled at
the field budget level, the HQ accounting level, or the systems level.

(2) There are four system interfaces involved in syncing FASTDATA and WAAS;
DoDEA generates the accounting discrepancy report immediately after each system has
collectively completed its task. These interfaces include:

(@) DTS to WAAS accounting transaction interface. This interface uploads accounting
transactions from DTS into WAAS via the GEX interface.

(b) DTS to FASTDATA accounting interface. This interface translates uploaded
DTS/WAAS accounting transactions into FASTDATA-equivalent transactions and transmits to
FASTDATA.

(c) DTS to ODS interface. This interface imports DTS disbursements from ODS,
translates disbursements into a WAAS format, and creates an accounting upload batch.

(d) WAAS to FASTDATA expenditure interface. This interface extracts all daily
disbursements (including DTS) from the accounting system, translates disbursements into
FASTDATA expenditures, and transmits them to FASTDATA.

(3) The layout of the report compares the data equivalents (commitments, obligations, and
disbursements) of each FASTDATA and WAAS document identifier, program, organization,
and object class code, and aligns them with their corresponding accounting balance information.
Discrepancies are identified, researched, and resolved.
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DD FORM 577, APPOINTMENT/TERMINATION RECORD

APPOINTMENT/TERMINATION RECORD - AUTHORIZED SIGNATURE

(Read Privacy Act Statement and Instructions befare completing form.)

PRIVACY ACT STATEMENT
AUTHORITY: E.O. 9387, 31 U.5.C. Sections 3325, 3528, DeDFMR, 7000.14-R, Vol. 5.
PRINCIPAL PURFPOSE(S): To maintain a record of certifying and accountable officers’ appointments, and termination of those appointments. The
information will also be used for identification purposes associated with cerification of documents andior liability of public records and funds.
ROUTINE USE(S): The information on this form may be disclosed as generally permitted under 5 U.5.C Section 552a(b) of the Privacy Act of 1874,
as amended. |t may also be disclosed cutside of the Depariment of Defense (DoD) to the the Federal Reserve banks to verify authority of the
accountable individual to issue Treasury checks. In addition, other Federal, State and local govemment agencies, which have identified a need to
know, may obtain this information for the purpose(s) identified in the DoD Blanket Routine Uses published in the Federal Register.
DISCLOSURE: Veluntary: however, failure to provide the requested information may preclude appeintment.

SECTION | - FROM: APPOINTING AUTHORITY
1. NAME (Firsf, Middle Initiai, Lazt) 2. TITLE 3. DOD COMPONENT/ORGANIZATION

4. DATE (YYY¥YMMDD) 5. SIGNATURE

SECTIONII - TO: APPOINTEE

6. NAME (Firsf, Middle Initial, Lasf) T. 85N E. TITLE
9. DOD COMPONENT/ORGANLZATION 10. ADDRESS (Include ZIF Code)
11. TELEFHONE NUMBER (lnclude Area Code) 12. EFFECTIVE DATE OF APPOINTMENT (Y'Y ¥ YMMDD)

13. POSITION TO WHICH APPOINTED (X sz applicable fone only])

DISBURSING OFFICER DEPUTY DISBURSING OFFICER DISBURSING AGENT
PAYING AGENT CASHIER COLLECTION AGENT
CHANGE FUND CUSTODIAN IMPREST FUND CASHIER CERTIFYING OFFICER

DEPARTMENTAL ACCOUNTABLE OFFICIAL
14. ¥YOU ARE HEREBY APPOINTED TO SERVE IN THE CAPACITY IDENTIFIED IN ITEM 13. YOUR RESPONSIBILITIES INCLUDE:

15. YOU ARE ADVISED TO REVIEW AND ADHERE TO THE FOLLOWING REGULATICN(S) NEEDED TO ADEQUATELY PERFORM THE
DUTIES TO WHICH YOU HAVE BEEN ASSIGNED:

SECTION Ill - ACKNOWLEDGEMENT OF APPOINTMENT

| acknowledge and accept the position and responsibilities defined above. | understand that | am strictly liable to the United States
for all public funds under my control. | have been counseled on my pecuniary liability and have been given writien operating
instructions. | certify that my official signature is shown in item 17 below.

16. PRINTED NAME (Firsf, Middle Initial, Last) 17. SIGNATURE

SECTION IV - TERMINATION OF APPOINTMENT
18. DATE {YY¥YMMDD) 15. APPOINTEE INITIALS

The appointment of the individual named above is herely revoked.

20. NAME OF APPOINTING AUTHORITY 21. TITLE 22. SIGNATURE

DD FORM 577, FEB 2011 PREVIOUS EDITION IS OBSOLETE. Reset Adabe Professional .0
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DD FORM 577, APPOINTMENT/TERMINATION RECORD

INSTRUCTIONS FOR COMPLETING
APPOINTMENT/TERMINATION RECORD - AUTHORIZED SIGNATURE

This form may be used to:

1. Appoint disbursing officers and their agents, e.g., deputy disbursing officers, disbursing agents, paying agents, cashiers,
change fund custodians, and collection agents.

2. Appoint certifying officers. Certifying officers are those individuals, military or civilian, designated to attest to the comectness of
statements, facts, accounts, and amounts appearing on a voucher for payment.

3. Appoint accountable officials. Accountable officials are those individuals, military or civilian, who are designated in writing and
are not otherwise accountable under applicable law, who provide source information, data or service to a cerifying or disbursing
officer in support of the payment process.

4. Appoint other individuals for which an appeinting authority considers this form appropriate; see item 13.

SECTION I.

1. Enter the name of the commander/appointing authority.

2. Enter the commander/appointing authority’s fitle.

3. Enter the commander/appointing authority's DoD component/organization location.

4. Enter the date the form is completed.

f. The commander/appointing authonty must place his or her legal signature in the block provided. Enter a digital signature in
this item ONLY after completion of items 6 through 16, as this signature will "lock™ those items.

SECTION II.
6. Enter the appointes’s name.

7. Enter the appointee’s social security number. The full social security number is reguired for pecuniary liability determination
purposes.

&. Enter the appoinfee’s title.

9. -11. Enter the name, complete address, and telephone number of the DoD componentforganization activity to which appointed.
12. Enter the date the appointment is to be effective.

13. Mark X in the appropriate box indicating the purpose for the appointment. For "other”, specify the fype of appointment.

14. The appointing authority should identify the types of payments affected, but need only be specific as he or she considers
necessary. Include any other perinent information (e.g., system involved).

15. List all regulations the appointee must review and follow in order to adequately fulfill the requirements of the appointment.
SECTION IIL.

16. - 17. The appointee prints his or her name and enters his or her legal signature in the spaces provided.

SECTION IV.

Completing this section terminates the original appointment as of the effective date. If partial authority is to be retained, complete
anew DD Form 577.

18. Enter the date the termination is effective.
19. The appointes will initial in the space provided acknowledging revocation of the appointment.

20. - 22. The appointing authority must place his or her name, title and legal signature in the spaces provided.

DD FORM 577 (BACK), FEB 2011
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DD FORM 1610, REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD

PERSONNEL

REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD PERSONMNEL
(Reference: Joint Trave! Regulations (JTR), Chapter 3)
{Read Privacy Act Statement on back before compileting farm_)

1. DATE OF REQUEST
{Y¥YYMMDD)

REQUEST FOR OFFI

CIAL TRAVEL

2. NAME (Lsst, First, Middle initial)

3. SOCIAL SECURITY NUMEER

4. POSITION TITLE AND GRADE/RATING

5. LOCATION OF PERMANENT DUTY STATION (PDS)

6. ORGANIZATIONAL ELEMENT

7. DUTY PHONE NUMEER
(Include Area Gode)

& TYPE OF AUTHORIZATION

9. TDY PURFPOSE (See JTR, Appendix H}

10a. APPROX. NO_ OF TDY DAYS
(Including fravel fime)

b. PROCEED DATE
{Y¥YYMMDD)

1

- ITINERARY

VARIATION AUTHORIZED

12. TRANSPORTATION MODE

a. COMMERCIAL

b. GOVERNMENT

c. LOCAL TRANSPORTATION

RAIL AR BUS SHIP AR

5 CAR
VEHICLE | SHIP SENTAL

TAX] OTHER

PRIVATELY OWNED CONVEYANCE (Check ang)
RATE PER MILE:

AS DETERMINED BY APPROPRIATE TRANSPORTATION OFFICER (Owverseas Travel only)

ADVANTAGEOUS TO THE GOVERNMENT

MILEAGE REIMBEURSEMENT AND PER DIEM
5 LIMITED TO COMSTRUCTED COST OF
COMMON CARRIER TRANSPORTATION AND
PER DIEM AS DETERMINED AND TRAVEL
TIME AS LIMITED FER JTR

| b. CTHER RATE OF FER DIEM (Specify)

15. ADVANCE

13. | [ = PER DIEM AUTHORIZED IN ACCORDANCE WITH JTR. |

14. ESTIMATED COST

a. PER DIEM b. TRAVEL c. OTHER

5 $ $ 3 0.00

d. TOTAL

AUTHORIZED
£

16. REMARKS [Lise this space for special requirements, leave, excess baggage, accommodations, registrafion fees, efc.)

17. TRAVEL-REQUESTING OFFICIAL (Tifle and signafure)

18. TRAVEL-APPROVING/DIRECTING OFFICIAL (Tifle and signature)

AUTHORIZATION

13 ACCOUNTING CITATION

20. AUTHORIZING/ORDER-ISSUING OFFICIAL (Tite and signature)

21. DATE ISSUED (YYYYMMDD)

22. TRAVEL AUTHORIZATION NUMBER

DD FORM 1610, MAY 2003

PREVIOUS EDITION 1S OBSOLETE.
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DoDEA PG 14-PGRMD-010
ENCLOSURE 5

DD FORM 1610, REQUEST AND AUTHORIZATION FOR TDY TRAVEL OF DOD
PERSONNEL

PRIVACY ACT STATEMENT
{5 U.5.C. 552a)

AUTHORITY: 5WU.5.C. $85701, 5702, and E.O. 9387.

PRINCIFAL PURFPQOSE(S): Used for reviewing, approving, and accounting for official travel. S5M is used to maintain & numerical identification system
for individual travelers.

ROUTINE USE(S): None.

DISCLOSURE: Voluntary; however, failure to provide the requested information may delay or preclude timely authorization of travel request.

16. REMARKS [Confinued) (Use this space for spesial requirements, leave, excess baggage, accommodafions, regisiration fees, efe)

DD FORM 1610 (BACK), MAY 2003
Reset
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DoDEA PG 14-PGRMD-010

ENCLOSURE 6

DD FORM 1351-2, TRAVEL VOUCHER OR SUBVOUCHER

- Read Frivacy Act Statemant, w Imsbructions on back before completing
TRAVEL VOUCHER OR SUBVOUCHER f}:m I.l;uu lyp-wrl‘hlr imk, nrh.il pErl:plﬂ [ HARD. D0 NOT ese pencil, I mors space
1. PAYMENT SPLIT ASBURSEMENT: Tre Paying (s wil pey diecty b the Gu-rmrt Trave! uag- Can {ETOC} conbactor Hha partion of your nsmds anend
. i LA vl e N i s atation, Wakgn g, and ekl oo il por e 8 onelien eepicyes, onlEss oy st s momount Willary persorrel ane eguied io
Electronic Fund declpraia & payment T couaks ha ool of their culstanding govarmment Favel cord Balenca bo tha GO eanmsiorn
Traris#ar (EFT) NOTE: .qmmmrsmmnmmymﬁﬁ‘am.smmﬂemnmmmmmm
Fargram by Chesk |= Fary ha Falowying amiount of Fis reimiaursesnant dircey o the Gowemeent Travel Charge Canl corkracior
. WA (Last, FIrSE, RO (UL (T 6 o) 3 GRADE A 5ER T"_pn;.'mw
uwp
A ADDRESE. 6 MUMBESR ARD ETREET I CITY £ ETATE A FROO0E
: L‘r-p-mm
a EMAILADDRESS 10 FOR G40, BSE OHLY
T OAYTME TELEFACHE NOMEER & | 5. THAVEL RO AN TNORIZATION | 5 THEVCLE SOVERHIERT PAYRENTS | & Do wouoren modeer |
ARLA CODE KUMBER ADVANGCES 3 e e
1, DRGRANCEATION AND STATION b FEVCLUCHER NUMBER
7. GEPERCERTS ADORESE DHEECENTOFE | ¢ Fa o Bf
1Z DEPENDENTS} (4 s comide as aophondio) ORDERS Jincuds I Coos) &
| accomparngn | Lbsioonipaogn
B HAKE [Laat st (s ] b RELATHORSHIF | & ﬁﬁgﬁﬂ"
jipty o COMPUTATIONS
[ves | NI {Epin (n ek
1B [TIKERARY = d.
WEAMAT | BEASON = .
6, DaTE LODGNG P0G
b PLACE %Bm “"i“f ity v Sfale: WODECF | FOR HilEE
oep e e )
AR R |
oEP i e
AR REREmON
- B e
ARR
tep | e
ARR
P e
ARE
DEP [ o SLmaesy OF RATMENT
AR {1} Far Dimm
DER 'lf;*fﬁ: (=Y dchunl Expares & lwancs
AR __ (5 Wi
A6 FOC TRAVEL (Ko | | GWOFERATE | | Pessencen 1T. DURATION DF TRAVEL (4) Disprecwivnd Trad
18, REMBURSABLE EXFENSES {5 DL&
12 HOLRS OR LESE
o DATE E. MATURE OF EXPEMGE & AMCINT d ALLOWED 181 Feimbursabl Exponces
o Towal
WIORE THAM 12 HDURE
|| BUT 24 BOURE OR LESE | (81 Less Advaree
(B Amm Cwed
W THAK 24 HOURE
{10} Amount Cus
18 GOVERKMENTIOECUCTIELE MEALE
a, DATE b NI, OF MEALES a, CATE &, MD, OF MEALS
P05 CLAIRANT SFSRATURE E DATE
o REVEWER'S PRINTED HAKE . REVIDW SICRTLRE @ TELEFPHONE NUMBER 1 OATE
1.2 APPROVING OFFICIAL'S PRINTED HANE 0. SICMATLRE =, TEL EPHDME MUMSER 5 DATE
Fr ATION
73 COLLECTION DRTA
34 COMPUTED BY 5. AUDITED BY [75. TRAVEL GRNERT T7, RECENED s T AMOURT
A THOREATION POSTED BY TVRDS [Faos S0 e ve r L o [N E¥T TR
S — — ]
DD FORM 1351-2, MAY 2011 FREVIHUS ECITION 15 D8SCLETE ExcapiorTio SF 1012 oprovad [UEANENS 1201,



DoDEA PG 14-PGRMD-010

ENCLOSURE 6

DD FORM 1351-2, TRAVEL VOUCHER OR SUBVOUCHER

PRIVACY ACT STATEMENT

AUTHORITY: 5U.5.C. Sechon 301; Deparrmental Regulstions; 37 U.S.G. Seclion 404, Travel and Transporation llowances, Ganersl; DoD
Carective 515429, Dol Pay and Allovsncs Policy and Procedures; Deparimant of Defansa Finenclal Managameant Regulation (DeQFWR) 7000, 14.R.
‘foluma &; and E.C. 9357 (SN}, as amended

PRINCIPAL F‘LIRF‘USE:S?! To provide an aulamated maans fof compufing reimbursements for Individuals ‘i}rmperm incured incident o travel for
cificial Gowsorument business purposes and to acoount for such payments.
Applicable SORM: TT333 (DI (il K

ROUTINE USE|S): Cestain "Blanxel Rouline Lises” for all DoD maianod systems of records have bean esteblishad that are applicanle by svery
record systam malntained within he Depariment of Defense, unless specilically stated olherwise within the garbcudar recond ayslem nolice. These
additional rouling uses of the reectds ame pubished only ence inesch Dol Componant's Presmibls in the inerest of simplicity, &consdry, and b avaid
redundency. Applicable SORMC Nillp Adpcio defense gouwpriac) SORNStormparenlidfas presambes, fml

DISCLOSURE: “olunlary, howsver, fallure 1o Rermish Ihe requested nformation ry resolt in Sotal or parfial denial of the amount deimed. The
Sociat Security Number is requested to facitale the possibla collection of indebledress or credit 1o the Dol travelers pay account for any residual
or shonage

PEMALTY STATEMENT

There are savere criminal and civil penalties for knowingly subamitting a falss, fictitious, or fravdulent claim (LLS. Code, Titke 18, Sections
287 and 1001 and Titla 31, Sectlon 3728}

INSTRUCTIONS
ITEM 1 - PAYMENT ITEM 15 - ITINERARY - SYMBOLS
WMember must be on ekctronlc funds (EFT) 1o parlicipate in splil 15c. MEANSIMODE OF TRAVEL (Lise fwo fetersh

disbursement. Sglit disbursement 12 a payment method by which
wou may st to pey your official trevel card bl and forward the GTRITKT or CBA (See Note) -T Automoblle - A
rarmaining settlement dollars to your predesignated account. For Govermen] Trandpoitation -G Motoreycla - M
exarmpks, $250.00 in the “Amount to Government Travel Charge Commercial Transportaticn Fugs -B
Cawd™ block means that $250.00 of your travel settemant will be PI"!:WEIE“" '9”5:&' -G ﬁg:‘& ! E
elecironically sent fo the charge card company. Ay dollars rvalEly LA .
remaining o this safllement wil actomalically be sent to your Comveyancs: (POC) -P Vessal -V
predesignaled account, Should vou elec 1o sand maoa dollars than -
you are enlifled, 21" of the seilemeén wil be forvarded o fiwe it Dantpovialion ikkeks purchoee with a G4 must ot ba
charge card company. Molficalion: you will receive your reguiar Almed in llem 14 85 & reimoursablo capense.
monhily billing stetement from the Govemment Travel Chame Card
corirecior; [{will etate: pald by Govemment, $250.00, 0 due. If you 18d. REAZON FOR STOP
forwarded |ess dollars than you owe, the statemant will resd as: peid Burthorized Dola: _AD Lesve En Rowe - LV
by Gowemmang, $250.00, $15.00 now due. Payment by check is Aihorized Rﬂl.llrl'l _AR Mission Compiets - WG
e bo ravelers only when EFT payment is not dirscled. Awealling Transporation - AT Tamporary Duty - TD

Hoepital Admiflance - HA 'v’dwm'yr%lmum -WR
REQUIRED ATTACHMENTS Hospital Discharge = HD
1. Dnginal andior copies of all ravel ordersfautharizations and ITEM 15e. LODGING COST
emendmenrts, as applicable.
2. Two coples of dependent travel authorzation If iszued. Enter the total cost far lodging.
3. Coples of secretenial approval of frevel If cleim concems parents }
wha either @i not reside inyour househoid before thelr fraved andior EE:LEI&E?;%T :ﬁ:mﬁmﬁ whan furnished silh o
:""E'ﬂ m:fldlf?l'.a Yﬂ.‘{;’”:ﬂ;:d aﬁr ranvel. withaut chisrge incident to an official assignmant by saurces ather
5 Hml."rn M LA o L5 ed. i than a govemment mess (ses JF TR, par U4125-A%7 and JTR, par.

: ‘“? nggfﬁ' 5‘5“'"'5 and any item of expanse dlaimed i an C4554-8 for delintion of decuctible meals). Meals fumished an

amaury O mne: commercisl gircral or by privale individuals are nol conskdensd
6. Dther attachments wal be as direched. deductible meals.

5. REMARRS
a. INDICATE DATES ON WHICH LEAVE WAS TAKEN:

b &LL URUSED TICKETS [including identfication of tnused "s-tickerfz) MUST BE TURNED IM TO THE /D QR CTO,

0D FORM 1351-2 (BACK), MAY 2011
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DoDEA PG 14-PGRMD-010

ENCLOSURE 7

STATEMENT IN LIEU OF ACTUAL RECEIPTS

MEMORANDUM FOR DFAS

SUBIECT: STATEMENT IN LIEU OF ACTUAL RECEIPTS

L DOHEREEY CERTIFY BY THIS STATEMENT THAT RECEIPTS
FOR THE FOLLOWING TRAVEL EXPENSES WERE EITHER INADVERTANTLY MISPLACED,
LOST OR STESTOYED AND HEREBY CLAIM THE FOLLOWING AMOUNT OF £

WHICH COMSISTS OF THE FOLLOWING:

TREANSPORTATION

__AIRFARE NAME OF AIRLINE

RENTAL VEHICLE NAME OF COMPANY

TYPEOF VEHICLE RENTED

MISCELLANEOUS (PLEASE LIST)

FALBO CERTIFY THAT NO HIDDEN CHARGES OR CLAIMS ARE ADDED INTO THESE COSTS.

SIGNED:

DATE:

19 ENCLOSURE 7



AO

CAC
CBA
CO
CONUS
CTO

DDESS
DFAS
DMM
DoD
DoDDS-E
DoDDS-P
DoDEA
DTA
DTMO
DTS

FASTDATA

FDTA
GEX

GSA
GTCC

HQ

JFTR
JTR

LDTA
LOA

NDEA
OCONUS
ODS
ODTA

PKI
PNR

DoDEA PG 14-PGRMD-010
GLOSSARY

ABBREVIATIONS AND ACRONYMS

Approving Official

Common Access Card
Centrally Billed Account
Certifying Officer
Continental United States
Commercial Travel Office

Domestic Dependent Elementary and Secondary Schools
Defense Finance and Accounting Service

Debt Management Monitor

Department of Defense

Department of Defense Dependents Schools-Europe
Department of Defense Dependents Schools-Pacific
Department of Defense Education Activity

Defense Travel Administrator

Defense Travel Management Office

Defense Travel System

Fund Administration and Standardized Document Automation
Finance Defense Travel Administrator

Global Exchange
General Services Administration
Government Travel Charge Card

Headquarters

Joint Federal Travel Regulations
Joint Travel Regulations

Lead Defense Travel Administrator
Lines of Accounting

Non-DTS Entry Agent
Outside the Continental United States
Operational Data Storage

Organization Defense Travel Administrator

Public Key Infrastructure
Passenger Name Record

20 GLOSSARY



POC
RMD
TAC
TANUM
TDY
WAAS

X-org

DoDEA PG 14-PGRMD-010

GLOSSARY

ABBREVIATIONS AND ACRONYMS

Point of Contact

Resource Management Division
Travel Assistance Center
Travel Authorization Number
Temporary Duty

Washington Headquarters Services Allotment Accounting System

Cross-organization

21
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