DEPARTMENT OF THE ARMY
13™ ARMORED CORPS SUSTAINMENT COMMAND
39009 SUPPORT AVE
FORT HOOD TX 76544-5046

MEMORANDUM FOR 13t Armored Corps Sustainment Command (ACSC)

SUBJECT: Policy Letter #24, Defense Travel System and Government Travel Charge
Card

1. References.
a. Joint Travel Regulations, 1 October 2025
b. Government Travel Charge Card (GTCC) Regulations, July 2025

¢. Department of Defense (DoD) Defense Travel System (DTS) Best Practices
Guide, Volume 8.6, 1 April 2024

d. DoD Instruction (DoDl) 5154.31, Volume 3, Commercial Travel Management:
DTS, 16 October 2015

2. Purpose. To supplement existing travel policies and regulations by providing the
Commander’s guidance for using DTS and GTCC. It ensures compliance,
accountability, and responsible fiscal conduct during official travel.

3. Applicability. This policy applies to all U.S. Service Members and DoD Civilians
assigned or attached to the 13" Armored Corps Sustainment Command.

4. Background. The Joint Travel Regulation (JTR) establishes travel and
transportation allowances for Uniformed Service Members, Department of Defense
(DoD) Civilian employees, and others traveling at the government’s expense. The
guiding principle of the JTR is stated in paragraph 010102, “The guiding principle
behind the JTR is to travel responsibly. The word “responsibly” means that the traveler
exercises the same care in incurring expenses for Government travel that a prudent
person would exercise if traveling at personal expense.” The Government Travel
Charge Card (GTCC) regulations outline the processes and oversight requirements for
proper card use. Certain travel allowances require Approving Official (AO)
determination for reimbursement. The following guidance provides travelers and AOs
the information needed to make sound, economic decisions that align with the
Commander’s intent for responsible travel.

a. Approving Officiai (AQ): Level 25. An AQO is a Certifying Officer, appointed on a
DD Form §77, who serves as the central control point for the organization’s travel
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program. AQO’s are responsible for: obligating travel funds, ensuring compliance with
DoD and service travel regulations, enforcing local travel policies and procedures,
approving travel documentation after review by the Reviewing Official (RO), and
certifying that funding is available prior to authorization. AOs must apply the “Approved”
stamp in DTS before a traveler departs. They are pecuniary liable for any erroneous
payments resutlting from their actions. Within 13" ACSC, AQOs are assigned to different
staff sections and subordinate units. Contractors are prohibited from making vaiue

judgements or decisions involving the collection, control or disbursement of federal
funds.

b. Review Official (RO): Level 15. A RO is a Departmental Accountable Official
(DAQ), appointed on a DD Form 577, who provides certifying officers with information,
data, and services that are directly relied upon by certifying officers to approve
authorizations or certify vouchers for payment. RO's are responsible for: serving as a
control point within the organization to minimize erroneous travel-related payments and
reviewing authorization and vouchers for accuracy and compliance before AO approval.
Within 13" ACSC, ROs are assigned to various staff sections and subordinate units.
Contractors are prohibited from making value judgements or decisions involving the
collection, control or disbursement of federal funds.

c. Travelers. All travelers will use DTS for all Temporary Duty (TDY) travel, unless
TDY en route. If TDY en route, a manual DD Form 1610 will be utilized. “Traveling
responsibly includes using the least expensive transportation mode, parking facilities,
public transportation, or rental vehicle. It also includes scheduling travel as early as
possible to take advantage of discounted transportation rates. The traveler is financially
responsible for excess costs, circuitous routes, delays, or luxury accommodations that
are unnecessary or unjustified” (JTR 070103). An Individually Billed Account (IBA) must

be used for all official travel expenses unless specifically exempt under DoDI 5154.31-
A2

d. Mandatory Use of DTS. DTS is the single online travel system used by the DoD
(DoDl 5154.31-V3). All DoD travelers must use DTS to process travel authorizations
and vouchers for TDY travel and local travel. Travelers must use DTS to the maximum
extent possible to arrange transportation, rental cars, commercial lodging, and
government quarters when the DTS functionality is available. This policy applies to all
travel functions currently supported by DTS and future ones as they become available.
Travelers will not depart on official travel without a Level 25 (Approved) stamp in DTS.
If urgent mission requirements require departure before approval, travelers must obtain
verbal authorization from the 13" ACSC Deputy Commanding Officer (DCO) or Chief of
Staff (CoS) prior to proceeding on travel. If the traveler proceeds on TDY without
approved orders or Verbal Order of the Commanding Officer (VOCO), reimbursement
for incurred expenses is not guaranteed. When a VOCO is issued, the traveler must
complete a confirmatory authorization in DTS as soon as mission circumstances allow.
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5. Policy. The following directives apply to all travel orders issued under the 13th
ACSC line of accounting.

a. Travel Orders. All travel must be approved in DTS before departure. Travelers
will first submit the 13" ACSC TDY Request Form through their section OIC/NCOIC for
approval before submitting an authorization in DTS. If directed through VOCO, the
traveler must document the authorizing official's name in DTS. Utilizing DTS and the
contracted Travel Management Company (TMC) for ticketing prior to the trip departure
ensures the US government obtains the most cost effective and flexible rates.
Travelers must include all anticipated expenses in their authorization such as fuel, tolls,
excess baggage fees, parking etc.). Additionally, any relevant travel documents
(Subject of Non-Availability, Welcome Letter, Exception to Policy (ETP), etc.) must be

uploaded into the “Documents” section. This helps Reviewers and Approvers verify
entittements.

b. Pre-Deployment Site Surveys (PDSS). All PDSS travel must be approved in
advance by the 13th ACSC Command Group (Commander, DCO, or Chief of Staff) due
to the operational and fiscal implications. The request must include justification,
itinerary, funding source, and alignment to deployment preparation or sustainment
mission requirements. The Command Group may delegate approval authority no lower
than the Deputy Commanding Officer (DCO).

¢. Command Group Approval Authority. The Command Group (Commander, DCO,
or Chief of Staff) retains approval authority for high-visibility travel, special missions,
PDSS, and TDY exceptions requiring rapid decision-making. Approval may be verbal
(VOCQO) when mission urgency prevents prior written authorization, with follow-up
documentation in DTS within five business days. Additionally, any travel conducted by a
battalion or company level command team must be approved by an authority no lower
than the Deputy Commanding Officer prior to authorization in DTS.

d. Modes of Travel. Commercial air travel is the preferred mode for official trips
exceeding 400 miles one-way or 800 miles round-trip. If a traveler chooses to use a
Privately Owned Vehicle (POV) instead of flying, a Constructed Travel Worksheet
(CTW) must be completed. Reimbursement will be limited to lower of the commercial
airfare or POV mileage cost. When a TMC is available but not used by the traveler,
reimbursement is limited to what the government would have paid had the TMC been
used. If personal costs were lower than what the government would have paid, then
reimbursement is limited to what the traveler paid.

e. Mission Expenses. Mission-related expenses incurred during travel are not
reimbursable on the DTS voucher. Examples include shipping or freight costs, printing
or copying, conference room rentals, conference registration fees, equipment rentals,
and translation services. These expenses should be arranged and paid through a
contract or Government Purchase Card (GPC) before travel. Unplanned mission



AFVG-CO

SUBJECT: Policy Letter #24, Defense Travel System and Government Travel Charge
Card

expenses can be authorized during travel, but these expenses will not be paid for with
the Government Travel Charge Card or filed on the DTS voucher.

f. Excess Baggage. AOs may authorize excess baggage in advance of travel
when required for the traveler's official duties and unavailable at the TDY location.
Airlines often allow free excess baggage for travelers on military orders. Travelers must
research airline policies before departure to avoid unnecessary charges. Any excess
baggage fees related to mission equipment are not reimbursable through DTS and must
be paid through other means (contract, GPC, miscellaneous payment).

g. Rental Cars, Taxis, and Use of Public Transportation. Rental cars are a
discretionary entitlement requiring pre-approval. Unit funds may be used for rental cars
if the order issuing official authorizes it in the travel orders. The AO must review the
local transportation guidance or ALARACT applicable to the TDY or training site
(submitted as a substantiating document in DTS). Professional Military Education (PME)
funds will not be used to fund rental cars unless it is the most cost-effective option and
government transportation is not available. To authorize PME funds for a rental car, the
traveler must show that: local transportation is required (i.e. distance between lodging,
Dining Facility, and school) or the installation cannot provide transportation.

AOs must consider mission requirements, lodging proximity, local transportation
availability. If safe, reliable, and cost-effective public transportation can meet mission
needs, it should be used. Rental car use will be limited to official business only, with the
number of cars at each TDY site kept to a minimum. Normally, one rental car per three
travelers is sufficient. The default vehicle class is compact, but larger vehicles may be
authorized if: transporting multiple personnel, equipment, or luggage; mission
requirements dictate otherwise; and a compact vehicle presents a safety concert.
Prepaid fueling options from rental car agencies are not authorized and will not be
reimbursed. Government rental car agreements include full coverage insurance for
accidents during official travel.

h. Lodging Actual Expense Allowance (AEA). AOs may authorize actual expense
lodging costs up to 300% of the per diem rate when justified by limited safe lodging
availability or lodging co-located with the TDY site, reducing the need for transportation.
For Outside the Continental United States (OCONUS) travel requiring more than 300%
of the lodging rate, travelers must submit a request via encrypted emai titled “"AEA
. REQUEST” to dodhra.mc-alex.dtmo.mbx. pdtatac-staff@mail. mil. Request must include
supporting documentation. Only the Secretary concerned for specific classified missions
OCONUS, or the Assistant Secretary of Defense for Special Operations/Low Intensity
Conflict (ASD SO/LIC) for missions funded under Major Force Program — 11 (MFP-11),
may authorize a Service member o receive AEA for lodging costs that exceed 300% of
OCONUS per diem rates. This authority cannot be re-delegated.

i. Lodging State/Local Taxes. Travelers must itemize lodging taxes under the
“Lodging Expenses” section of the DTS voucher. For OCONUS travel, hotel taxes are
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not reimbursable separately, they must be included in the daily lodging rate. Some U.S.
states exempt federal travelers from lodging taxes. Hotels may require travelers to fill
out a tax-exempt form or automatically apply the exemption. State Tax exemption
details are available at: https://smartpay.gsa.gov/content/state-tax-information.

j.  Automated Teller Machine (ATM) and Cash Advances. Travelers must use the
Government Travel Charge Card for TDY expenses whenever possible. In some cases,
overseas vendors may not accept credit card payments and cash must be used. ATMs
and Cash Advances can be utilized, but ATM fees are not reimbursable and are
included in the incidental expense portion of the per diem rate. If withdrawing cash,
travelers can only do so not earlier than 3 days prior to the TDY, during the TDY and not
at an ATM located within a casino or adult establishment. Any cash withdrawn must be
reconciled on the travel voucher, to ensure the GTCC balance if fully paid using split
disbursement.

k. Per Diem, Service Members. Travel orders for Service Members must follow the
JTR requirement to adjust per diem based on the availability of government dining
facilities (DFACs) or provided meals. In DTS, travelers must adjust meal entitlements
under the “Per Diem Entitlements” screen by selecting the appropriate options for
Breakfast, Lunch, and Dinner as “Meals Available” or “Meals Provided”. In accordance
with the JTR, AOs may authorize the “Full Meal Rate” if using a DFAC would adversely
affects the mission performance, for reasons such as excessive distance from duty site,
transportation is unavailable, DFAC operating hours conflict with mission schedules.
AOs must document these exceptions in DTS under “Other Authorization”.

l.  Per Diem, Civilians. Unlike Service Members, Civilians are not required to eat at
the DFAC. However, Civilians should utilize on-base dining facilities or installation
restaurants when practical and safe. If meals are provided by the government, Civilians
must select “Meals Provided” in DTS to reduce the per diem rate.

m. OCONUS Incidentals Rate (OINC). If TDY travel is to a U.S. instaliation outside
the Continental United States (OCONUS), travelers must select the OCONUS
Incidentals code in DTS if they are lodging on the installation and both lodging and food
are provided.

n. Cancellation Fees and Penalties. Mission requirements may cause last-minute
travel cancellations or changes. If the traveler receives insufficient notice and cannot
cancel reservations, they may be charged unavoidable fees (airline cancellation
penalties, hotel no-show fees, CTO/TMC transaction fees after ticketing). Travelers may
be reimbursed for these expenses if the cancellation was not their fault. Documentation
must be attached to the DTS voucher, tied to the original authorization.

6. Voucher Settlement. All travelers must submit their travel vouchers within five (5)
days of completing TDY travel. Valid receipts are required for all reservation expenses
and individual expenses of $75.00 or more. All receipts should either be in U.S. Dollars
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or show the conversion rate and total amount for the date the charge was made (GTCC
statement). Receipts must list company/vendor name, the date of service or purchase,
unit price and total amount, and a zero balance. Hotel express checkout bills that do
not show a zero balance are not valid receipts. if a receipt is lost or impractical to
obtain, travelers may submit a signed statement explaining the missing documentation.
The 13 ACSC G8 office can provide a lost receipt memo template.

7. Government Travel Charge Card (GTCC). Per GTCC regulation, all DoD personnel
must use the government-sponsored, contractor-issued, travel charge card for all
authorized expenses relating to official government travel. Travel will not be approved
unless the traveler possesses an active GTCC, has a completed application with the
GTCC vendor, or has an approved Exception to Policy (ETP) by the 13t ACSC
Commander. Cardholders must immediately notify Citibank if their card is lost or stolen.

a. Authorized Use of GTCC. The GTCC may only be used for official government
travel related expenses. If an expense or reimbursement is not explicitly authorized in
the JTR, it cannot be claimed. The principle from JTR 010103B applies, “If the JTR
does not state that something can be reimbursed, then it cannot be reimbursed.” The

philosophy of “It doesn’t say | can’t; therefore, | can” does not apply to the JTR. In short,
absence of authorization equals disapproval.

b. Unauthorized Use of GTCC. Travelers may not use the GTCC for personal or
non-travel related purchases. Reimbursement to a traveler for paying another traveler's
expenses is strictly forbidden (DoD FMR, Vol. 9, Ch. 8, par. 4.1.8). Examples of
unauthorized use, but not limited to, include: cell phone bills or utilities, prescriptions or
medical expenses, school tuition or fees, distance learning or testing fees, vehicle
repairs or maintenance, ATM withdrawals if not in TDY status, membership dues,
uniform items, purchases for others, retail or entertainment purchases (including exotic
dance clubs), vacation and leisure expenses, and lost luggage costs. Ali such charges
constitute misuse and may result in disciplinary or administrative action.

¢. Mission Critical Travel. Mission critical status applies only when travel prevents
the traveler from submitting interim vouchers or scheduling partial payments to cover
GTCC charges. Mission critical status must be reflected on cardholder's travel
authorization or military travel orders and will specify the period in which mission critical
travel applies. Travelers are removed from mission critical status upon completion of
their TDY. Mission critical status will not be authorized if the traveler has access to file
a voucher or schedule partial payments while TDY. For Permanent Change of Station
(PCS) travelers, mission critical status may be authorized for up to 120 days, with
payment due within 60 days of removal from status.

d. GTCC Debt and Delinquency. Travelers must repay all GTCC charges directly to
Citibank, whether reimbursable or not, and regardless of the reimbursement amount
received. Salary Offset is the collection (by deduction from the amount of pay owed to
the cardholder) of any amount the cardholder owes to Citibank because of undisputed
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delinquencies. If an account reaches 211 days past due that account will be charged off
by the Citibank, regardless of the traveler's enrollment in salary offset. Accounts that
are charged off will not be eligible for a new account for the remainder of the existing
SmartPay contract. Accounts in charge off status will remain eligible for salary offset.

Cardholders are responsible for initiating the dispute resolution process if any
charge is unauthorized, incorrect, for unreceived goods or services, or returned items.
To dispute a charge, the cardholder needs to obtain a Dispute Form, which can be
obtained from the Citibank Customer Service Center, Agency Program Coordinator
(APC), or at www citimanager.com. The completed form must be submitted to
Citibank within 60 days of statement date. While under dispute, the cardholder does
not have to pay the contested amount but must still pay all undisputed charges by the
due date. Failure to submit the dispute form within the 60-day window makes the
cardholder personally liable for the charge.

8. The point of contact for this memorandum is 13" Armored Corps Sustainment G8,
MAJ Warren F. Wilson at warren.f.wilson. mil@army.mil or 520-669-0161.

Commandirm




