Lessons Learned for Travelers/Reviewers

DO/FO Voucher Approval Process

1.  Local Commands that have foreign transactions need to supply the currency conversion rate used.  Can be written on a receipt, or put into comments or Other Auths.
2.  Local Commands that do not utilize a CTO (for example, MCESG/Embassy) need to include a statement on the voucher that a CTO is not available so they are not limited to the cost of the GTR.

3. Authorizations/Vouchers where TAD is “Conference Attendance” require the traveler to enter two statements. The statements can be put as a “Comment to the Approving Official” or on the “Other Authorizations” page and they are:

  a. A statement as to whether or not a conference fee was incurred by the traveler’s organization (Unit   

  Charge Card) or directly by the individual, i.e. GOVCC, other form of payment.

       1. If no fee was incurred, a statement is still required. 

  b. A statement as to whether or not meals were provided as part of the conference fee; or anytime

  during the conference at no cost to the traveler.  

       1. If provided, the per diem entitlements should be properly annotated and reflect the deduction of the meal(s) provided.

4.  Supplemental vouchers need notes for why the supplemental is being submitted ("amended voucher being submitted to claim reimbursement for hotel taxes").  Recommend this description/statement be typed into the box that you get when you amend the voucher.
5.  Airline receipts are required when tickets are charged to the Individual Billed Account (IBA).  As a reminder, it is Mandatory for airline tickets to be charged to the IBA if the traveler is a Government Travel Charge Cardholder. Receipts from www.virtuallythere.com are sufficient, an itinerary or boarding pass is not.

6.  Hotel receipts must be in the travelers name and must show positive indication of payment.  The receipts must show that the card was charged (instead of saying "will be settled to").  Express check-out receipts (those showing “will be settled” or “will be charged”) are invalid and will not be accepted.  The lodging receipt must also be itemized.  CONUS hotel taxes are claimed separately as a non-mileage expense.  OCONUS lodging taxes are included as part of the daily lodging rate in per diem entitlements.

7.  Rental cars must have a proper receipt showing the total amount charged to the card.  Verify the receipt is a proper receipt with a positive indication of payment and not the rental agreement.  If vehicle rented is other than a compact, but was a free upgrade, it must be noted on the voucher that the compact rate was charged.  If the vehicle rented is other than compact, it must be authorized and determined to be mission essential by the Organization Approval Official and noted on the Authorization and/or Voucher in Other Auths.  If the traveler receives a free upgrade, please note in Other Auths that the Command approved the free upgrade, or if the traveler chose to upgrade as a personal preference where extra costs are incurred, please annotate that under “Other Auths” and type the verbiage “travel chose to upgrade rental as a personal preference, I understand my rental car reimbursement is limited to the compact rate”
8.  When claiming in and around mileage, a mileage log must be uploaded as a substantiating record to show the breakdown of the mileage being claimed.   At a minimum, the log sheet will list the date of each individual trip, departure location, arrival location, and mileage executed.  The traveler is authorized to use the starting and ending odometer readings in place of mileage figures.  Each log sheet will have the traveler’s first and last name, grade and their signature attesting that the mileage is their true mileage.It needs to include date, location and miles driven. 
REFERENCE:  TAN 03-13

9.  When mileage is being claimed in a local voucher and the traveler departs from their residence they must deduct their normal commuting miles.  Mileage needs to be input as to and from. 

10.  Pre-audit justifications must be complete. Those that just say "auth" or "..." will be returned for clarification. 

11.  Constructed Travel Worksheets (CTWs), when flagged, must be provided.  Simply saying “not required” is not sufficient. If travel is less than 400 miles one way or 800 round trip by POC (Privately Owned Conveyance), the voucher will not be returned for a CTW, if the command has justified that the selected mode of transportation is more beneficial to the Government.  Units will be required to provide a CTW for distances outside of the 400/800 mile requirement, or when not using POC (for example, rental vehicles, rail, commercial bus).
12.  Laundry Expenses (Uniformed Members).  When uniformed members are claiming laundry for TADs to a CONUS location that exceed 7 nights, if the maximum amount allowed ($2.00 per day) is claimed, the expenses should be claimed as they were incurred, and itemized by date.  For example, TAD is 10 days, and the maximum amount ($20) is being claimed.  It would be entered in non-mileage expense as :  1 May 2012 Laundry $4.00, 4 May 2012 Laundry $6.00, 8 May Laundry $10.00.  If a receipt is available, that should be provided.  

13.  Laundry expenses (Civilians).  When civilians are claiming laundry for TADs to a CONUS location that exceed 4 nights, and the laundry was approved Not To Exceed a dollar amount in the Authorization, that is the amount allowed on the voucher, and no receipt or itemization is required unless it is $75 or greater.  If laundry was approved in the Authorization without a Not to Exceed threshold, and the amount claimed is over $75, a receipt will be required.  If laundry was not approved on the authorization, but is being claimed on the voucher, the Organization Reviewing Official must put a statement in Other Auths or on the digital signature page that they approve the laundry expense being claimed.  If it is over $75, a receipt is required.
14.  When a voucher/local voucher is approved, the traveler will receive an auto-generated email from DTS notifying them of the approval.  This should prompt the traveler to log into DTS and look at the remarks on the digital signature page.  If an expense was disallowed, or if an entitlement may be reimbursed on a supplemental voucher, the remarks will alert the traveler and let them know what action needs to be taken.  If the traveler has any questions on a voucher that has been returned, or an expense that has been disallowed, they should first coordinate with their ODTA.  The ODTA can contact the LDTA/DTS Help Desk for questions and clarification.  Travelers should not contact the Finance Office approvers directly.

15.  If leave is taken in conjunction with the TAD, it must be recorded in MCTFS as well as annotated in the per entitlements section of DTS.  The Finance Office will validate that the leave has been recorded in MCTFS.  If it is determined that the leave was not recorded in MCTFS but was annotated in DTS, the Finance office will record the leave in MCTFS.
16. Terminal parking.  Per the JFTR U4925 B-Note, the terminal parking fees while TDY will not exceed the cost of two one-way taxi fares.   The average one-way taxi fare with tips from any of the Washington DC servicing airline terminals to Quantico, VA is $95 (approximately 50 miles); therefore reimbursement for terminal parking fees will not exceed $190, with the exception of extenuating circumstances defined in the JFTR.
17.  Travelers are responsible for ensuring that their split disbursement will cover all undisputed charges and pay their GTCC balance in full.  The payment totals screen will be manually adjusted to adjust the split disbursement as required.  When the split is adjusted, remarks are required in the pre-audit flag indicating that the traveler is aware of their GTCC balance and that their split disbursement will cover all undisputed charges.
REFERENCE:  MARADMIN 216/13
