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Chapter 1: Introduction 

Authorizing Officials (AOs) use the Defense Travel System (DTS) to examine official travel documents before 

applying their digital signature to approve the contents.  

This guide informs AOs about: 

¶ General policy and liability 

¶ Eligibility and qualifications 

¶ Available training 

¶ Using DTS to review and certify travel documents 

As an AO, you function as a Certifying Officer when you approve a DTS document for payment. This role 

obligates you to protect taxpayer funds from misuse. If you fail to exercise due diligence in this area, you may be 

liable for repaying the misused amount.  

NoteΥ 5ƻ ƴƻǘ ŎƻƴŦǳǎŜ ŀ ά/ŜǊǘƛŦȅƛƴƎ hŦŦƛŎŜǊέ ǿƛǘƘ ǘƘŜ 5¢{ ǊƻƭŜ ά/ŜǊǘƛŦȅƛƴƎ hŦŦƛŎƛŀƭΦέ ! /ŜǊǘƛŦȅƛƴƎ hŦŦƛŎƛŀƭ ǘȅǇƛŎŀƭƭȅ 

only verifies the availability of funds, while a Certifying Officer certifies requests for payment. 

This guide discusses how to: 

¶ Adopt a workflow to help you identify errors and intentional misrepresentations 

¶ Approve payment disbursements for only accurate, authorized, and allowable expenses to reimburse 

the traveler 

¶ Protect yourself from financial consequences resulting from payments made on vouchers containing 

errors or misrepresentations 

You should always focus on preventing fraud, waste, abuse, and mismanagement of taxpayer funds as well as 

protecting yourself from liability when approving authorizations and vouchers. 

  



Guide: Authorizing Officials                                                                                                                                          November 16, 2023 

Defense Travel Management Office 5 travel.dod.mil 

Chapter 2: Process Overview 

Per the Joint Travel Regulations (JTR), par. 010201, official travel involves three key participants: the traveler, 

the authorizing or approving official, and the Travel Management Company (TMC). Table 2-1: DTS Trip Process 

outlines the main steps. For most trips, a traveler creates an authorization with reservations, expenses, and 

supporting documents (when necessary) to request approval for official TDY travel. When a traveler signs a 

document, DTS routes it as directed by the routing list. For authorizations containing reservations, the document 

routes to the TMC for action. Note: DTS sometimes refers to the TMC as the Commercial Travel Office (CTO). 

Once the TMC completes the quality control checks, confirms the requests, and returns the reservation 

information or Passenger Name Record (PNR) to DTS, the document continues routing to the required 

personnel.  

Almost all authorizations route to multiple Routing Officials (based upon local business rules) to take some 

action (e.g., review, approve). DTS emails each Routing Official when a document requires their attention. The 

last Routing Official to view a document is always the Authorizing Official (AO), who reviews and (when 

appropriate) approves the trip based upon mission, funding, and other factors. After AO approval and if the 

authorization contains air or rail reservations, three business days prior to travel, the TMC issues the tickets and 

the document updates to CTO TICKETED. Note: For restricted or lowest logical cost (LLC) airfare, the ticketing 

rules differ. See the information paper, Restricted Airfares in DTS. 

Table 2-1: DTS Trip Process 

 

Once travel concludes, the traveler completes and signs a voucher (i.e., update estimates to actuals, attaches 

required receipts, and justifies any policy exceptions) sending the document to the AO for review and approval 

(though an organization may include additional Routing Officials before the AO, if desired). The AO thoroughly 

reviews all aspects of the voucher for policy compliance. If the document contains inaccurate costs, missing 

https://travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
https://media.defense.gov/2022/May/13/2002996901/-1/-1/0/LOOK_AHEAD_IP_2.PDF
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supporting documentation or receipts, or any other errors, the AO returns the voucher for traveler correction 

and resubmission. Otherwise, the AO approves the voucher, so the traveler can receive reimbursement for 

incurred expenses and payment for earned allowances based upon the JTR. The voucher processes through the 

appropriate financial and accounting system and the traveler receives payment typically within 2 to 3 business 

days.  

Note 1: For more information on creating DTS documents, see the DTS Guide 2: Authorizations, DTS Guide 3: 

Vouchers, and DTS Guide 4: Local Vouchers. 

Note 2: AOs are personally accountable and responsible for verifying all payments they approve are accurate, 

authorized, allowable, and supported by required documentation. Other Routing Officials may be similarly 

ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ƛǘŜƳǎ ǘƘŜȅ ǊŜǾƛŜǿ ƻƴ ǘƘŜ !hΩǎ ōŜƘŀƭŦΦ ¢ƘŜ Improper Payments Elimination and Recovery Action 

of 2012 identifies a few key concepts that AOs must monitor in particular. 

  

https://travel.dod.mil/JTR
https://media.defense.gov/2022/May/11/2002995241/-1/-1/0/DTS_GUIDE_2_AUTHORIZATION.PDF
https://media.defense.gov/2022/May/11/2002995240/-1/-1/0/DTS_GUIDE_3_VOUCHER.PDF
https://media.defense.gov/2022/May/11/2002995240/-1/-1/0/DTS_GUIDE_3_VOUCHER.PDF
https://media.defense.gov/2022/May/11/2002995239/-1/-1/0/DTS_GUIDE_4_LOCAL_VOUCHER.PDF
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Chapter 3: General Policy and Liability 

To ensure your actions are within the parameters of the law, you should become familiar with the regulations 

governing your legal responsibilities. When approving documents, you should consult the JTR and the 

Department of Defense Financial Management Regulation (DoD FMR) ǘƻ ŘŜǘŜǊƳƛƴŜ ǘƘŜ ǾŀƭƛŘƛǘȅ ƻŦ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ 

transportation requests, reimbursable expenses, and trip allowances. 

The JTR specifically identifies what you can approve, and it does so with the full force of the law behind it. It is 

your responsibility to track the monthly regulation changes. 

The DoD FMR provides guidance for all financial management requirements, systems, and functions for all DoD 

financial activities. 

In addition to those documents, the DTS Regulations (authorized by DoDI 5154.31, Volume 3) establishes policy, 

assigns responsibilities, and provides procedures for the functional management of DTS. 

The policies set forth in the JTR, DoD FMR, and the DTS Regulations are the basis for this guide. This document 

identifies how those policies affect you as an AO. It also recognizes the potential liabilities that you may bear, if 

you certify an erroneous payment. 

3.1 Policy 

The Improper Payment Elimination and Recovery Act of 2010Σ ǎǘŀǘŜǎ ά¢ƘŜ ǘŜǊƳ ΨƛƳǇǊƻǇŜǊ ǇŀȅƳŜƴǘΩτ 

(A) means any payment that should not have been made or that was made in an incorrect amount (including 

overpayments and underpayments) under statutory, contractual, administrative, or other legally applicable 

requirements; and 

(B) includes any payment to an ineligible recipient, any payment for an ineligible good or service, any duplicate 

payment, any payment for a good or service not received (except for such payments where authorized by law), 

ŀƴŘ ŀƴȅ ǇŀȅƳŜƴǘ ǘƘŀǘ ŘƻŜǎ ƴƻǘ ŀŎŎƻǳƴǘ ŦƻǊ ŎǊŜŘƛǘ ŦƻǊ ŀǇǇƭƛŎŀōƭŜ ŘƛǎŎƻǳƴǘǎΦέ 

In compliance with the DoD FMR, if any payment you approve (certify) is found to be erroneous, you may be 

held personally responsible for reimbursing the Government for the amount of the erroneous payment. This 

financiŀƭ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ƛǎ ŎŀƭƭŜŘ άǇŜŎǳƴƛŀǊȅ ƭƛŀōƛƭƛǘȅΦέ 

After your appointment as an AO, you become personally accountable and responsible for approving only 

accurate, authorized, and allowable payments. You must adhere to policies and procedures, use good judgment 

in obligating unit funds, and ensure the traveler receives the correct reimbursement per the JTR. 

All TDY travel policies are important. However, the following two reports single out specific policies for particular 

attention: 

¶ The reports required by the Improper Payments Elimination and Recovery Act (IPERA) have identified 

some key concepts to which travelers and AOs must pay particular attention. In this guide, the key icon 

highlights these concepts. 

¶ DoDIG report 2016-127 highlights items of particular concern related to Government Travel Charge 

Card (GTCC) misuse that AOs must double check when claimed by travelers. In this guide, the 

checkmark icon highlights these items. 

 

https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/Supplements/
https://comptroller.defense.gov/FMR/
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/Supplements/
https://comptroller.defense.gov/FMR/
https://comptroller.defense.gov/FMR/
https://comptroller.defense.gov/FMR/
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/Supplements/
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3.1.1 Audits 

Travel documents are subject to internal (per local business rules) and external (e.g., Defense Finance and 

Accounting Service [DFAS]) audits which help identify improper payments, recognize trends, implement 

corrective measures to appropriately recover funds, and improve travel compliance. An audit finding can occur 

when a traveler claims an unauthorized expense, enters an incorrect amount for a valid expense, double records 

the same expense, fails to attach valid receipts (see the information paper, What is a Valid Receipt?), or 

supporting documentation is missing (e.g., DD 1351-2) and the AO approves the non-compliant submission.  

The National Defense Authorization Act for Fiscal Year 2012 required DoD to establish and maintain an 

automated travel policy compliance program. The Defense Travel Management Office (DTMO) manages the DoD 

Travel Policy Compliance Program in coordination with headquarters-level officials from the Components. The 

key component of the program includes the DTMO Compliance Tool (CT) that detects key mistakes on DTS 

documents typically recorded during the DFAS Post Payment Review (PPR) and notifies travelers and AOs by 

email with the findings. If you approve a DTS document for payment, which does not comply with travel policy, 

the CT will audit and report the errors. You should work with your CT Administrator and/or Lead DTA to make 

the corrective actions necessary to clear the CT error(s) and stop the notifications. Although the CT aids in 

identifying document errors, it does not replace the formal DFAS PPR.  

The DFAS PPR is a quarterly review of a percentage of all DoD travel payments and the findings are sent to DoD. 

As an AO you should be aware of the common document mistakes and seek to minimize non-compliance for 

travel payments. To view the current reporting period on DTS documents, see the DTMO website under Travel 

Compliance, Quick Links and Resources. If a DFAS PPR identifies document inaccuracies or improper payments, 

you should work with your Lead DTA and follow your Component business rules on document corrections to 

achieve travel compliance. 

To learn more about improper payments, see the Preventing Travel Pay Improper Payments and Enforcing 

Recovery (2016 memo) and contact your Component. 

3.2 Liability 

The DTS Regulations (authorized by DoDI 5154.31, Volume 3) state the AO is performing a Certifying Officer 

function when they approve a DTS travel document containing a payment. The DoD FMR, Vol. 5, Ch. 5, par. 

05070-B. ǎǘŀǘŜǎΣ άUnder 31 U.S.C. § 3528, certifying officers are pecuniarily liable for payments resulting from 

improper certifications.έ You can find procedures and further guidance concerning the responsibilities of 

accountable officials in DoD FMR, Vol. 5, Ch. 5 and Vol. 9, Ch. 5 and 8. 

You should be aware that you have unlimited pecuniary liability for all payments made to travelers through the 

authorizations, vouchers, and local vouchers that you approve. 

If you approve an improper expense or allowance resulting in a payment, you may have to pay all or part of the 

disputed amount. Pecuniary liability is enforceable whether the erroneous payment occurred accidentally or 

intentionally. 

An AO must be diligent and practice standardized work processes when approving documents to prevent 

erroneous payments. This guide includes the DFAS PPR common errors in DTS documents, on pages 11-12 and 

Appendix C: Document Checklists to assist AOs with their approval duties. Table 3-1 provides recommendations 

for protecting yourself from pecuniary liability. 

https://media.defense.gov/2022/Oct/20/2003099851/-1/-1/0/WHAT-IS-A-VALID-RECEIPT.PDF
https://www.travel.dod.mil/Policy-Regulations/Travel-Policy-Compliance/
https://www.travel.dod.mil/Policy-Regulations/Travel-Policy-Compliance/
https://www.travel.dod.mil/Policy-Regulations/Travel-Policy-Compliance/
https://comptroller.defense.gov/FMR/
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Table 3-1: Protecting Yourself from Pecuniary Liability 

HOW TO PROTECT YOURSELF FROM PECUNIARY LIABILITY 

Do: 5ƻƴΩǘ: 

Minimize opportunities for errors 

¶ Establish procedures and internal controls. 

¶ Document and distribute local business rules for 
using DTS properly. 

¶ Monitor subordinates to make sure they follow 
procedures. 

¶ Be alert to the possibility that a voucher is being 
processed a second time. 

 

¶ Assume all requests are valid and complete. 

¶ Allow anyone else to use your personal 
certificate or CAC. You may be liable for an 
incorrect payment approved by another 
person using your identity. 

¶ Approve a payment without proper receipts. 

Escalate questionable payment requests 

¶ Follow your local policy to request an advance 
decision from the Comptroller General or DFAS 
when you have doubts about the legality of 
payments. 

 

¶ Approve a payment when you have doubts. 

Collect the evidence 

¶ Verify funds before approving payments. 

¶ Save fund availability certifications and other 
documentation proving that procedural safeguards 
regarding payments have been observed. 

 

¶ Approve reimbursements unless funds are 
available to cover the payment. 

3.2.1 Responsibilities of an Authorizing Official 

An Authorizing Official (AO) acts as a steward of Government funds, ensuring that travelers follow all DoD travel 

policies. The JTR, DOD FMR, and the DTS Regulations address AO responsibilities. As an AO using the DTS, some 

of your responsibilities are to: 

¶ Verify the trip and the expenses are necessary to accomplƛǎƘ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ƴƛǎǎƛƻƴ ŀƴŘ ŀǊŜ 

compliant with the JTR ŀƴŘ ȅƻǳǊ /ƻƳǇƻƴŜƴǘΩǎ ōǳǎƛƴŜǎǎ ǊǳƭŜǎΦ 

¶ Verify the traveler booked reservations through the TMC, unless the TMC was not available. 

¶ Verify the traveler used an Individually Billed Account (IBA) for all valid travel expenses, unless a GTCC 

exception applies. 

¶ Verify all requests for other than economy/coach class travel are approved in accordance with the JTR. 

If restricted airfare use is appropriate, approve the trip to meet the fare rules. 

¶ Ensure the traveler follows the JTR regarding the DoD Integrated Lodging Program (ILP) when directed 

lodging is available, provide proper justification when declining directed, available lodging and when 

warranted, obtains a certificate of non-ŀǾŀƛƭŀōƛƭƛǘȅ ƴǳƳōŜǊ ά/b!έ ƻǊ ǘƘŜ ǎȅǎǘŜƳ ŜƭŜŎǘǊƻƴƛŎŀƭƭȅ ǊŜǘŀƛƴǎ 

documentation of DoD Lodging non-availability. 

¶ Verify the DTS lines of accounting are assigned correctly. 

¶ Approve authorizations timely, so the TMC can book and ticket air and rail requests. 

¶ Ensure travelers follow DoD travel policy when requesting advances. 

https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
https://comptroller.defense.gov/FMR/
https://www.travel.dod.mil/Portals/119/Documents/DTS/DTS%20Regulations%2020210812.pdf?ver=VfpoSUpC5RkeYkAX8zsH9A%3d%3d
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
https://media.defense.gov/2021/Nov/09/2002890145/-1/-1/0/ILP_GUIDE.PDF
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¶ Return authorizations for correction when they contain inaccurate information or unauthorized 

requests. 

¶ Approve requested travel advances or scheduled partial payments when within policy. 

¶ Verify no duplication of expenses on the voucher. 

¶ Review required receipts and other substantiating records within the voucher. These can be originals, 

ŎƻǇƛŜǎΣ ƻǊ ŀ ƭƻŎŀƭƭȅ ŀǇǇǊƻǾŜŘ ΨƳƛǎǎƛƴƎ ǊŜŎŜƛǇǘǎΩ ŦƻǊƳ, if a traveler lost a receipt and cannot obtain a 

replacement. Required receipts include all lodging expenses and any expense of $75 or more. 

¶ Ensure the voucher requests split disbursement of the requested payment between the GTCC vendor 

ŀƴŘ ǘƘŜ ǘǊŀǾŜƭŜǊΩǎ ǇŜǊǎƻƴŀƭ ŦƛƴŀƴŎƛŀƭ ŀŎŎƻǳƴǘΦ 

¶ Approve ŀƳŜƴŘƳŜƴǘǎ ǊŜƭŀǘŜŘ ǘƻ ŎŜƴǘǊŀƭƭȅ ōƛƭƭŜŘ ŀŎŎƻǳƴǘ ό/.!ύ ǇŀȅƳŜƴǘǎ ƛƴƛǘƛŀǘŜŘ ōȅ ǘƘŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ 

CBA Specialist. 

¶ Ensure vouchers stamped T-ENTERED contain a DD Form 1351-2 signed by the traveler. 

¶ 9ƴǎǳǊŜ ǘǊŀǾŜƭŜǊǎ ŘƻƴΩǘ ǇǊƻŎŜǎǎ ŀ ŘǳǇƭƛŎŀǘŜ ǾƻǳŎƘŜǊ όŦƻǊ ǘƘŜ ǎŀƳŜ ǘǊƛǇύΦ 

When reviewing and approving DTS documents be sure to avoid the common mistakes identified through the 

DFAS PPRs that include: 

¶ Airfare - Paid with invalid or no receipt 

¶ Airfare - Not paid or paid incorrectly 

¶ Lodging - Paid with invalid or no receipt 

¶ Lodging - Not paid or paid incorrectly 

¶ Lodging Tax (CONUS) - Not paid or paid Incorrectly  

¶ Rental Car - Paid with invalid or no receipt  

¶ Rental Car - Unauthorized expense 

¶ Meals - Incorrect rate paid 

¶ T-ENTERED (NDEA) - No signed DD 1351-2 or OF 1164 attached or in an incorrect format 

¶ Incomplete voucher - data missing or incorrect 

¶ Local travel - Not payable or paid incorrectly 

¶ Duplicate expense within a voucher 

¶ Duplicate voucher 

3.2.2 Responsibilities of Other Accountable Officials 

The DoD FMR allows Certifying Officers to rely on the help of other accountable officials when deciding whether 

to approve a trip, pay requested reimbursements and allowances, and approve requests for changes to standard 

travel procedures. 

Such accountable officials can be held liable for erroneous payments, although not at the same level as the AO. 

In DTS, other roles that commonly carry pecuniary liability include Routing Officials and CBA Specialists (CBA-Ss). 

Note: CBA Specialists (CBA-Ss) can approve document amendments, and when they do, they meet the criteria as 

Certifying Officials. See the DTS Regulations, par. 020402, for more information about (CBA-Ss). 

https://comptroller.defense.gov/FMR/
https://www.travel.dod.mil/Portals/119/Documents/DTS/DTS%20Regulations%2020210812.pdf?ver=VfpoSUpC5RkeYkAX8zsH9A%3d%3d
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These individuals, when appointed as accountable officials have pecuniary liability resulting from erroneous 

information, data, or services they provided, and upon which the AO directly relies. For this reason, it is 

important for accountable officials to perform their responsibilities with accuracy, especially when: 

¶ Explaining or justifying the purpose of a TDY trip 

¶ Verifying reimbursable expenses are valid 

¶ Ensuring policy compliance 

¶ Verifying travelers abide by all procedures and controls, ensuring allowances and payments are 

processed correctly 

¶ Complying with all applicable DoD regulations, policies, and procedures and local standard operating 

procedures 

¶ Supporting AOs with valid data and timely service to ensure proper payments, (i.e., payments that are 

accurate, authorized, and allowable) 
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Chapter 4: Eligibility and Qualifications 

The Certifying Officer must meet and follow the policies governing the role. Public Law 104-106, National 

Defense Authorization Act for Fiscal Year 1996 provides the authority to certify vouchers. The DoD FMR, Volume 

5 addresses the Accountability and Responsibility of the Accountable Official in Chapter 1, and outlines the 

qualifications and requires that an appointee be trained and knowledgeable in the responsibilities of a Certifying 

Officer in Chapter 5. In addition to completing required training, a Certifying Officer appointment must be in 

writing using a DD Form 577 όά!ǇǇƻƛƴǘƳŜƴǘκ¢ŜǊƳƛƴŀǘƛƻƴ wŜŎƻǊŘ-!ǳǘƘƻǊƛȊŜŘ {ƛƎƴŀǘǳǊŜέύΦ ¢ƘŜ ŎƻƳǇƭŜǘŜŘ DD 

Form 577 must identify the payment types the Certifying Officer has the authority to certify, such as CBA, 

transportation, or travel expenses. Retain these DD Form 577s as directed by the DoD FMR. 

The remainder of this ƎǳƛŘŜ ƻƴƭȅ ǳǎŜǎ ǘƘŜ ǘŜǊƳ ά!hέ ŀǎ an AO typically serves as a Certifying Officer.  

Eligibility requirements specify that an AO: 

¶ must be a federal Government employee 

¶ must be a U.S. citizen if stationed in the contiguous United States (CONUS) or non-foreign area outside 

the contiguous United States (OCONUS), such as Hawaii or Guam 

¶ may be a local national if stationed in a foreign OCONUS location 

To strengthen internal controls, an AO should have a minimum working knowledge of: 

¶ the JTR 

¶ the DoD FMR 

¶ the DoD Integrated Lodging Program (ILP)  

¶ preparing a travel voucher, see DTS Guide 3: Vouchers 

¶ the information paper, What is a Valid Receipt 

¶ appropriations, other funds, and accounting classifications 

¶ the payment process (e.g., availability of funds and location of designated disbursing and accounting 

offices) 

  

https://www.govinfo.gov/content/pkg/PLAW-104publ106/pdf/PLAW-104publ106.pdf
https://comptroller.defense.gov/Portals/45/documents/fmr/Volume_05.pdf
https://comptroller.defense.gov/Portals/45/documents/fmr/Volume_05.pdf
https://comptroller.defense.gov/FMR/
https://www.travel.dod.mil/Policy-Regulations/Joint-Travel-Regulations/
https://comptroller.defense.gov/FMR/
https://media.defense.gov/2021/Nov/09/2002890145/-1/-1/0/ILP_GUIDE.PDF
https://media.defense.gov/2022/May/11/2002995240/-1/-1/0/DTS_GUIDE_3_VOUCHER.PDF
https://media.defense.gov/2022/Oct/20/2003099851/-1/-1/0/WHAT-IS-A-VALID-RECEIPT.PDF
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Chapter 5: Delegating Your Authority in DTS 

All routing lists should contain more than one Routing Official at each action level to prevent document delays. 

When an individual expects a prolonged absence and there is no alternate on the routing list, the Authorizing 

Official (AO) can delegate their signature authority to another AO to ensure document review and approval 

actions continue. 

The individual you delegate to perform your duties must meet all role requirements to serve in your place, 

including having the appropriate DTS permission levels, receiving the correct appointment letter (DD Form 577), 

and meeting all mandatory training requirements, but they do not need to be on your routing list. 

5.1 How to Delegate Your Authority 

To delegate your authority to another AO: 

 Begin on the DTS Dashboard (Figure 5-1) and select Administration in the administrative tools section. 

The Administration menu (Figure 5-2) opens. 

 

Figure 5-1: DTS Dashboard (Top) 

 

Figure 5-2: Delegate Authority Option 

 Select Delegate Authority. The Delegate Authority screen (Figure 5-3) opens. The Name drop-down list 

the names of people to whom you can delegate your signature authority.  
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Figure 5-3: Delegate Authority Screen 

 Select the name of the person who should receive the transfer of authority. A confirmation screen 

(Figure 5-4) opens. It shows ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ƴŀƳŜ, email address, and permission levels, so you can 

verify you are delegating your signature authority to the correct person. 

 

Figure 5-4: Confirmation Screen 

 To confirm your decision, select Delegate Authority. After you do, the confirmation screen updates to 

what you see in Figure 5-5, and the selected individual can review and approve travel documents for 

you. 

5.2 Remove Delegated Authority 

When you return to work, you must remove your delegated signature authority as soon as possible. To do this, 

follow the above steps 1-2. The updated Confirmation screen (Figure 5-5) opens. 

 Select Remove Authority. A pop-up opens allowing you to verify your selection. 
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Figure 5-5: Delegate Authority Screen 

 Select Remove Authority (Figure 5-6) then acknowledge the pop-up message to remove the delegated 

signature authority. 

 

Figure 5-6: Confirm Revocation of Delegated Authority 

Note: An AO should remove the delegation upon return to work or when no longer applicable. If the AO does 

not remove their Delegated Authority, then the delegated individual continues to receive DTS emails for 

documents requiring action. If the AO fails to remove the delegation and there is no longer a need, then DTS 

provides the option for removal by the DTA. The DTA can access the DTA Maintenance Tool, People and Detach 

the profile. Detaching the profile will remove all accesses, permissions, and Delegated Authority.  
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Chapter 6: Training for Authorizing Officials 

Every AO must meet some required and recommended training requirements. Required training includes both 

initial and annual refresher training. 

If you are the supervisor of an AO, you are responsible for ensuring they complete their required training. 

Supervisors should periodically review the performance of the AO to verify compliance with regulations and 

policies, including local standard operating procedures. 

6.1 Required Training 

Per the DoD FMR, before certifying any documents, and annually thereafter, you must complete an approved 

Certifying Officer Legislation training course and give your supervisor a copy of the course completion 

certificate.  

¸ƻǳǊ ǎǳǇŜǊǾƛǎƻǊ ǿƛƭƭ ƛŘŜƴǘƛŦȅ ǿƘƛŎƘ ŎƻǳǊǎŜǎ ǎŀǘƛǎŦȅ ǘƘŜ ǘǊŀƛƴƛƴƎ ǊŜǉǳƛǊŜƳŜƴǘΦ hƴŜ ƻŦ ǘƘŜƳ Ƴŀȅ ōŜ ǘƘŜ 5¢ahΩǎ 

Training for Accountable Officials and Certifying Officers (TAOCO), which comes in two versions: an initial course 

and an annual refresher. You can access both TAOCO courses from the DTMO website through TraX. 

To access TraX, users must register through DTMO's web portal Passport. From the Passport Home page, select 

TraX. The TraX Home page loads (Figure 6-1). Select Training and the default Available Training page opens 

(Figure 6-2).  

 

Figure 6-1: TraX Home Page 

The Recommended Only class listing displays. To expand the course inventory, check the box for Show All and 

the page refreshes with additional courses. Look for the class Approver (COL/TAOCO) ς Initial TAOCO (COL) 

Training or Annual TAOCO (COL) Refresher Training. To learn more about the course, select the information icon 

 (Figure 6-2). To take the course, select Launch next to the class title (Figure 6-2). When finished, select 

Completed from the Navigation Bar to print the training certificate. 

https://comptroller.defense.gov/FMR/
https://www.defensetravel.dod.mil/neoaccess/login.php
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Figure 6-2:  Available Training (TAOCO Classes) Screen 

6.2 Additional Training (Comprehensive AO Training Package) 

Table 2 in the DTS Regulations (Authorized by DoDI 5154.31, Volume 3), recommends several additional classes. 

¸ƻǳǊ /ƻƳǇƻƴŜƴǘΩǎ ǘǊŀƛƴƛƴƎ Ǉolicy will ultimately decide which classes you should take, although TraX offers 

many web-based training courses, providing excellent training for AOs (Figure 6-1). A complete training program 

for AOs should include at least one course from each category below.  

TAOCO ς These classes may satisfy the mandatory training requirements stated in Section 6.1. 

¶ Approver (COL/TAOCO) - Annual TAOCO (COL) Refresher Training 

¶ Approver (COL/TAOCO) - Initial TAOCO (COL) Training 

Travel Policy ς These classes provide an overview of travel regulations. Available classes are: 

¶ Programs & Policies - TDY Travel Policies 101 

¶ Programs & Policies - Joint Travel Regulations Overview 

DTS ς These classes provide an understanding of how to use DTS to authorize and approve travel. Although 

many DTS classes are available in TraX, the ones most pertinent to AOs are: 

¶ Approver (DTS) - The DTS Approval Process 

¶ Approver (DTS) - DTS Vital Skills for Authorizing Officials 

¶ Approver (DTS) - DTS Vital Skills for Authorizing Officials: Applied 

¶ Approver (DTS) - DTS Vital Skills for Authorizing Officials: Assessment 

  

https://www.travel.dod.mil/Portals/119/Documents/DTS/DTS%20Regulations%2020210812.pdf?ver=VfpoSUpC5RkeYkAX8zsH9A%3d%3d
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Chapter 7: Reviewing DTS Documents 

As an AO, before you may approve a travel document, you must review its entire contents. At a minimum, exam 

the Review Trip <document type>, Other Auths and Pre Audits (does not appear on a local voucher), and 

Digital Signature sections. See below for a more detailed explanation of each screen. 

7.1 Getting Started 

The approval process begins when a document routes to you. DTS emails you that a document is waiting for 

your action. To open a document for review and approval: 

 Log onto DTS. The DTS Dashboard (Figure 7-1) opens. 

 

Figure 7-1: DTS Dashboard (Top) 

 Select the Trips Awaiting Action link in the quick links section. The Trips Awaiting Action screen (Figure 

7-2) opens. Note: You can select Sort By and change the view to manage the document listing 

(Indicator 1). (Optional) To generate a document listing from your queue, select the download icon 

(Indicator 2). You can save My TAA Queue list to your pc. 

  

Figure 7-2: Trips Awaiting Action Screen 
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