Inspectors General Checklist

	DEFENSE TRAVEL SYSTEM (DTS) 4650


	This checklist applies to all levels and types of commands.

	
	
	

	Functional Area Sponsor: RFF 
	Name of Command

	Subject Matter Expert: Mr. Dave Bye 
	Date

	(DSN) 378-9812 (COML) 703-432-9812
	Inspector

	Revised:  1 June 2020 
	Final Assessment
Discrepancies:      Findings:    

	Overall Comments:  Place Here            

	Subsection 1 –  COMMAND LEAD DEFENSE TRAVEL ADMINISTRATOR (LDTA)

	0101
	Are all Lead Defense Travel Administrators (LDTAs), Organizational                       Defense Travel Administrators (ODTAs), Finance Defense Travel                       Administrators (FDTAs), Authorizing Officials (AOs), Non-DTS Entry                       Agents (NDEAs), Self-Authorizing Officials (SAOs), Routing Officials (ROs), Review Officials (ROs for Post Payment Review), and Debt                       Management Monitors (DMMs) appointed in writing via a current DD Form 577?   
Note: Copies of DD Form 577 must be provided to the Inspector.
Reference:  MCO 4650.39A, encl 1

	Result	Comments 
	0102
	Are permissions granted only to individuals who have been appointed via DD form 577?  Are those permission levels consistent with duties outlined on the DD form 577?  
Note: Copies of the DD Form 577 must be provided to the Inspector.
Reference:  MCO 4650.39A, encl 1, chap 2, par 2, 3 and 5

	Result	Comments 
	0103
	Is the LDTA utilizing the Complete Traveler Information List to ensure permission levels are consistent as authorized in the DD Form 577 appointment? 
Note: The LDTA must demonstrate how the list is reconciled, how often they do this, provide copies of the report, and indicate actions taken to resolve discrepancies.
Reference:  MCO 4650.39A, encl 1, chap 6, par 2

	Result	Comments 
	0104
	Is the LDTA ensuring that DD Form 577 for Approving Officials (AO) are submitted to DFAS via encrypted e-mail?  
Note: This process must be demonstrated to the Inspector. 
Reference:  MCO 4650.39A, encl 1, chap 1, par 2c

	Result	Comments 
	0105
	Has the LDTA, AO, and SAO completed the initial and annual Certifying Officers Legislation Course?  
Note: Copies of certificates must be shown to the Inspector. 
Reference:  MCO 4650.39A, encl 1, chap 1, par 5a

	Result	Comments 
	0106
	Are DD Form 577s archived for 6 years and 3 months after the Accountable Official no longer holds the position?  
Note: Copies of properly revoked DD Form 577s must be shown to the inspector.
Reference:  MCO 4650.39A, par 4b(6)b

	Result	Comments 
	0107
	Is the Authorizing Official and traveler ensuring travel vouchers are submitted within 5 business days of return from travel?  
Note: The voucher must be created and signed by the traveler within this time period. 
Reference:  MCO 4650.39A, encl 1, chap 1, par 5a(2)(d) and 11d

	Result	Comments 
	0108
	Is the DMM utilizing the DMM Report to identify DTS travel debts requiring their action?   
Note: The DMM must demonstrate that DTS records have been updated to reflect when a waiver is submitted and when the final waiver action is received.
Reference:  MCO 4650.39A, encl 1, chap 6, par 6

	Result	Comments 
	0109
	Is the FDTA utilizing the Approved Status and Budget Transaction Reports to identify and correct rejects and validate accounting transactions?  
Note: The FDTA must demonstrate how these reports are reconciled, the frequency the reports are pulled, and demonstrate the validation process for transactions and for any action taken.
Reference:  MCO 4650.39A, encl 1, chap 6, par 4

	Result	Comments 
	0110
	Are Non-DTS Entry Agents (NDEA) uploading a manually (non-DTS generated) prepared and signed copy of the traveler’s DD Form 1351-2, Travel Voucher SF 1164, or Local Travel Voucher to DTS? 
Reference:  MCO 4650.39A, encl 1, chap 1, par 7 and DODI 5154.31, Vol. 3, sect 030406

	Result	Comments 
	0111
	Is the LDTA ensuring DTS training is available and provided to all supported commands?  
Note: LDTAs should provide copies of training schedules, notifications of training, and attendance rosters to demonstrate that training is available and provided to supported commands.

Reference:  MCO 4650.39A, encl 1, chap 1, par 2.e (retention of attendance roster copies) and chap 5, par 2  

	Result	Comments 
	0112
	Have by-name standard naval correspondence waiver approval letters been signed by the first O-6 or GS-15 in the supervisory chain for the two authorized waiver-able items, 1) AOs in a grade lower than SNCO or GS-7); 2) LDTAs and ODTAs being placed in routing lists?  
Note: Copies of all waivers must be shown to the Inspector.  
Reference:  MCO 4650.39A, par 4c

	Result	Comments 
	0113
	Are local commands ensuring all vouchers are routed to their servicing Disbursing or Finance Office (the only exceptions are those vouchers routed to Formal School Training Support (FSTS) Office) for approval within two business days?  
Note: Commands must demonstrate the process for routing vouchers to ensure command approval is being conducted within this period.   
Reference:  MCO 4650.39A, encl 1, chap 1, par 5a(2)(e)

	Result	Comments 
	0114
	Has the Commander established DTS check-in (attached) and check-out (detached) procedures to ensure travelers have no outstanding travel advances, un-liquidated vouchers, or debt in DTS upon separation or transfer?  
Note: Copies of check-in and check-out procedures must be provided to the Inspector and the process of checking a traveler out of DTS must be demonstrated to the Inspector.  
Reference:  MCO 4650.39A, par 4b(6)(d) and MCO 4650.39A, encl 1, chap 1, par 3b

	Result	Comments 
	Subsection 2 –  COMMAND ORGANIZATIONAL DEFENSE TRAVEL ADMINISTRATOR   
                          (ODTA)


	0201
	Are the Organizational Defense Travel Administrators (ODTAs), FDTAs, NDEAs, AOs, ROs, SAOs, and DMMs appointed in writing via a DD Form 577?  
Note: Copies of DD Form 577 must be provided to the Inspector. 
Reference:  MCO 4650.39A, encl 1

	Result	Comments 
	0202
	Are permissions granted only to individuals who have been appointed via DD form 577?  Are those permission levels consistent with duties outlined on the DD form 577?  
Note: Copies of the DD Form 577 must be provided to the Inspector.
Reference:  MCO 4650.39A, encl 1, chap 2, par. 2, 3 and 5

	Result	Comments 
	0203
	Is the ODTA utilizing the Un-submitted Voucher Report to verify travelers are submitting their travel vouchers within five working days after the completion of travel?  
Note: The ODTA must demonstrate they are pulling this report and provide evidence to ensure that travel vouchers are created and signed by the traveler within this time period.     
Reference:  MCO 4650.39A, encl 1, chap 6, par 3

	Result	Comments 
	0204
	Are DD Form 577s archived for 6 years and 3 months after the Accountable Official no longer holds the position?  
Note: Copies of properly revoked DD Form 577s must be shown to the inspector.
Reference:  MCO 4650.39A, par 4b(6)b

	Result	Comments 
	0205
	Is the ODTA utilizing the Complete Traveler Information List Report to verify traveler profiles are maintained and up to date?  
Note: The ODTA must demonstrate how the list is reconciled, how often they do this, provide copies of the report, and indicate actions taken to resolve discrepancies.  
Reference:  MCO 4650.39A, encl 1, chap 6, par 3d

	Result	Comments 
	0206
	Is the FDTA utilizing the Approved Status and Budget Transaction Reports to identify and correct rejects and validate accounting transactions?  
Note: The FDTA must demonstrate how these reports are reconciled, the frequency the reports are pulled, and demonstrate the validation process for transactions and for any action taken.
Reference:  MCO 4650.39A, encl 1, chap 6, par 4

	Result	Comments 
	0207
	Is ODTA conducting training and maintaining rosters for current plus one previous year?  
Note: ODTAs should provide copies of training schedules, notifications of training, and attendance rosters to demonstrate that training was provided to supported commands. 
Reference:  MCO 4650.39A, encl 1, chap 1, par 3.a (for retention of roster copies) and chap 5, par 3

	Result	Comments 
	0208
	Has the Commander established DTS check-in (attached) and check-out (detached) procedures to ensure travelers have no outstanding travel advances, un-liquidated vouchers, or debt in DTS upon separation or transfer?   
Note: Copies of check-in and check-out procedures must be provided to the Inspector and the process of checking a traveler out of DTS must be demonstrated to the Inspector.  
Reference:  MCO 4650.39A, par 4b(6)(d) and MCO 4650.39A, encl 1, par 3b

	Result	Comments 
	0209
	[bookmark: _GoBack]Are Non-DTS Entry Agents (NDEA) uploading a manually (non-DTS generated) prepared and signed copy of the traveler’s DD Form 1351-2, Travel Voucher SF 1164, of Local Voucher to DTS? 
Reference:  MCO 4650.39A, encl 1, chap 1, par 7 and DODI 5154.31, Vol. 3, sect. 030406

	Result	Comments 
	0210
	Have by-name standard naval correspondence waiver approval letters been signed by the first 0-6 or GS-15 in the supervisory chain for the two authorized waiver-able items, 1) AOs in a grade lower than SNCO or GS-7); 2) LDTAs and ODTAs being placed in routing lists?  
Note: Copies of all waivers must be shown to the Inspector. 
Reference: MCO 4650.39A, par 4c

	Result	Comments 
	0211
	Are local commands ensuring all vouchers are routed to their servicing Disbursing or Finance Office (the only exceptions are those vouchers routed to Formal School Training Support (FSTS) Office) for approval within two business days?  
Note: Commands must demonstrate the process for routing vouchers to ensure command approval is being conducted within this period.   
Reference:  MCO 4650.39A, encl 1, chap 1, par 5a(2)(e)

	Result	Comments 
	0212
	Are local debt management procedures established to address all facets of debt collection to include the waiver process?   
Reference:  MCO 4650.39A, encl 1, chap 9

	Result	Comments 
	0213
	Is the Authorizing Official and traveler ensuring that travel vouchers are submitted within 5 business days of return from travel? 
Note: The voucher must be created and signed by the traveler within this time period.   
Reference:  MCO 4650.39A, encl 1, chap 1, par 5a(2)(d) and 11d

	Result	Comments 



This checklist outlines the general elements needed for the day-to-day administration and operations of this function area. Additionally, this checklist provides guidelines for internal evaluations and standardized criteria for the conduct of inspections. Commands must also fully comply with all applicable references. 
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