PER DIEM, TRAVEL, AND TRANSPORTATION

ALLOWANCE COMMITTEE
4800 MARK CENTER DRIVE, SUITE 05E22
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December 27, 2023

MEMORANDUM FOR: MILITARY ADVISORY PANEL
CIVILIAN ADVISORY PANEL

SUBJECT: UTD-CTD for MAP-CAP 110-23(I), “Update DTMO Website Link and Evacuation
Travel in Who May Use DTS”

1. Purpose: This item updates the current Defense Travel Management Office (DTMO) website
link and the evacuation summary link with the frequently asked questions (FAQ) website link in
Who May Use DTS.

2. This revision is forwarded for information purposes. No coordination is required.

3. Staff initiated this revision.

4. This revision is effective when published in the Defense Travel Management Office website.

5. Action Officer: Ashley Aguilar (ashley.aguilar5.civ@mail.mil).
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Who May Use the Defense Travel System?
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DoD travelers must use the Defense Travel System (DTS) for certain types and circumstances of travel.
However, there are types or circumstances of travel that DTS does not support. Below is a summary of when
DTS can or cannot be used.

Temporary Duty (JTR, Chapters 2 & 3)

A Service member, a DoD civilian employee, a dependent of a Service member or civilian employee, and an
invitational traveler may use DTS for Temporary Duty (TDY) travel.

DTS does not support the following TDY travel scenarios:

e Acivilian employee on a long-term TDY at one location for more than 365 consecutive days cannot
use DTS. Although the DoD may designate this duty as temporary, the Internal Revenue Service (IRS)
may consider the TDY to be permanent and the reimbursement to be taxable income (see JTR,
paragraph 020313). A civilian employee receives an IRS Form W-2, Wages and Tax Statement and
must submit the travel voucher to servicing finance office, not through DTS.

A civilian employee appointed to perform diplomatic duties under Title 22 U.S.C., Section 2385(d),
cannot use DTS.

A civilian employee performing official assignments funded by a non-DoD Agency must follow that
Agency’s travel and transportation policies and cannot use DTS.

A traveler performing TDY in conjunction with a permanent change of station (PCS) cannot use DTS.
The traveler must process the TDY with the final PCS travel voucher.

A traveler who initiates a TDY trip in a travel system other than DTS must finalize the trip in the
original system and cannot use DTS for any portion of that trip.

DTS does support the following travel scenarios:

e If a Service member is on a TDY for 31 or more days and is authorized or approved travel allowances
to ship household goods (HHG) or unaccompanied baggage then the actual shipping costs may be
reimbursed up to the Government’s Constructive Cost (GCC) for the TDY HHG weight allowance
pounds listed in JTR, Table 2-25. These shipments must be arranged through the Transportation
Officer (TO). If the TO authorizes the traveler to personally arrange the shipment, the TO must
provide the traveler the GCC documentation, and the traveler must upload the GCC documentation
provided by the TO, and the shipment's receipts when submitting their DTS voucher.

e If acivilian employee is on a TDY for 31 or more days and is authorized or approved travel allowances
to ship unaccompanied baggage then the actual shipping costs may be reimbursed up to the
Government’s Constructive Cost (GCC) for the TDY HHG weight allowance as referenced in JTR, par.
020505. These shipments may be arranged through the Transportation Officer (TO). If the TO
authorizes or the employee elects to personally arrange the shipment, the TO must provide the
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traveler the GCC documentation, and the traveler must upload the GCC documentation, provided by
the TO, and the shipment's receipts when submitting their DTS voucher.

Local Travel (JTR, Chapter 2)

A Service member, a DoD civilian employee, a dependent of a Service member or civilian employee, and an
invitational traveler may use DTS for local travel.

DTS does not support the following local travel scenario:

e The civilian employee is directed to work at an alternate location for more than a year and commutes
daily to that alternate work location for 35 or more work days within 1 calendar year. If a civilian
employee meets both of these conditions, then the IRS may consider reimbursements to be taxable
income. The civilian employee receives an IRS Form W-2, Wages and Tax Statement. The civilian
employee must submit a voucher to the servicing finance office, not through DTS.

Invitational Travel (JTR, Chapter 3)

An invitational traveler may use DTS for TDY and local travel. A Service member or civilian employee is not
considered to be an invitational traveler. Refer to the JTR, paragraph 030501, for invitational traveler
allowances, requirements and restrictions.

Government-Funded Leave (JTR, Chapter 4)

A Service member, a DoD civilian employee, a dependent of a Service member or civilian employee may use
DTS for Government funded leave travel. If Government transportation is available, then travelers must use
that option. If the AO determines that Government transportation is not available, then the AO may authorize
commercial transportation.

Permanent Duty Travel (JTR, Chapter 5)

Typically, a Service member, a DoD civilian employee, a dependent of a Service member or civilian employee
must not use DTS for permanent duty travel.

DTS does support the following permanent duty travel scenarios:

e Acivilian employee and dependent may use DTS for Renewal Agreement Travel (RAT) when the
additional tour of duty is at the same permanent duty station (PDS) outside the continental United
States (OCONUS).

o However, if the following OCONUS tour is at a different PDS, a civilian employee and

dependent must not use DTS for RAT. In this scenario, the RAT is authorized and reimbursed
through a PCS order and voucher.
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e A Service member and dependent may use DTS for in-place consecutive overseas tours (IPCOT) leave
travel.
o However, if the following OCONUS tour is at a different PDS OCONUS, then a Service member
and dependent must not use DTS for COT travel. In this scenario, the COT travel is authorized
and reimbursed through a PCS order and voucher.

e |f a dependent student meets the eligibility requirements in the JTR, Table 5-26, 051816, or
paragraph 053806, then a Service member or civilian employee may use DTS for the dependent
student’s travel.

o However, if the student travels by a privately owned vehicle, then the student is paid a
monetary allowance in lieu of transportation (also known as MALT) and the student must
submit a voucher to the servicing finance office, not through DTS.

Evacuation Travel (JTR, Chapter 6)

A Service member is never evacuated. If an evacuation occurs and the Service member is issued a TDY order,
then the Service member may use DTS.

DTS does not support the following evacuation scenarios:

e If a Service member is issued a PCS order (due to the evacuation), then DTS must not be used.

e If adependent of an active-duty Service member, a civilian employee, or a civilian employee’s
dependent is evacuated, then DTS must not be used. An active-duty Service member’s dependent, a
civilian employee, and a civilian employee’s dependent must submit a voucher to the servicing
finance office, not through DTS.

*For FAQs of OCONUS and CONUS evacuations allowances included in the Joint Travel Regulations, go to
travel.dod.mil/Support/Frequently-Asked-Questions/

Foreign Military Sales Program

A U.S. Service member or a civilian employee performing official travel in connection with the Foreign Military
Sales (FMS) program may use DTS. Prior to creating an expenditure against an FMS appropriation, authority
must be obtained for the expenditure through DTS from the Defense Integrated Financial System, the central
accounting system, and authoritative sources for FMS Trust Fund control and management from DFAS-
JAXBA/IN. After obtaining expenditure authority, these FMS funds are set aside and not used for any other
purpose.

Foreign National

A foreign national may use DTS if all of the following conditions are met:

e Aforeign national is eligible to receive travel and transportation allowances in accordance with the
JTR.

e Aforeign national has a valid taxpayer identification number (TIN) and either a U.S. bank account or
the ability to receive a U.S. Treasury check.
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e If a foreign national does not have a valid TIN, then the foreign national cannot use DTS (the Treasury
Department’s Bureau of Fiscal Service (https://fiscal.treasury.gov/tin/) mandates that anyone
receiving more than $200 in payment in a year must have a valid TIN).

DTS does not support the following foreign personnel:

e Foreign military personnel traveling under Title 22 U.S.C. (security assistance authority) and paid in
accordance with the Security Assistance Management Manual.

e A Foreign Liaison Officer paid in accordance with Title 10 U.S.C. (liaison officer authority).

e The JTR’s authority does not apply to these individuals and even if they have a valid TIN and a U.S.
bank account, they are prohibited from using DTS.

Personnel Exchange Program

A foreign officer who is part of the Personnel Exchange Program (PEP) may use DTS if all of the following

conditions are met:

e Avreview of the agreement between the foreign officer’s government and the U.S. determines that a
PEP officer may use DTS.

e The foreign officer is traveling in support of a U.S. mission.
e The foreign officer is not traveling for training or foreign government purposes.
e The foreign officer has a valid TIN.

e The foreign officer is authorized the same travel and transportation allowances as a U.S. officer.

Cooperative Program Personnel

Cooperative Program personnel may use DTS if all of the following conditions are met:

e The relevant cooperation agreement authorizes the same travel and transportation allowances as a
U.S. officer.

e The travel is in direct support of the U.S. Government.
e The travel is not covered by the Security Assistance Management Manual.

e The traveler has a valid TIN.

Government Contractors

A DoD personal services contract employee may use DTS for TDY travel. Government reimbursement to the
Government contractor or contractor’s employee for travel is determined by the terms and conditions of the
contract (see Department of Defense Instruction 3020.41, “Operational Contract Support (OCS)”). All other
Government contractors are prohibited from using DTS for travel. The regulations in the Federal Acquisition
Regulations, subpart 31.205-46, govern Government contractor and contractor’s employee travel costs.

Defense Travel Management Office 4 defensetravel.dod.mil



Who May Use the Defense Travel System? December 2023

Nonappropriated Funds Government Employees

A Government employee traveling on Nonappropriated Fund Instrumentality (NAFI) business whose travel and
transportation allowances are paid with nonappropriated funds cannot use DTS. The Services are responsible
for written NAFI issuances on which the local NAFI or morale, welfare, and recreation commands base their

policy.
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