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• What is Constructed Travel?
• Standard vs. Preferred Transportation Mode
• When is Constructed Travel Needed?
• Key DTS Screens

• DTS Constructed Travel Triggers
• Pre-Audit Flag
• Constructed Travel Worksheet
• Authorizing Official (AO) Decision Points

• Resources



Defense Travel Management Office

Office of  the Under Secretary of  Defense (Personnel and Readiness)

For Official Use Only

What is Constructed Travel?

• Constructed Travel is the cost the government should have 
incurred for the official travel

• Policies related to Constructed Travel:
– JTR, par. C2001-A3d

– JFTR, par. U3002-B
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Employee is responsible for 
additional costs above what is 

authorized/approved
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Standard vs. Preferred Transportation Mode 

• Standard transportation mode
– Dictated by local policy
– Typically commercial air
– May vary by location 

• Example: Travel from Chesapeake, 
VA to Richmond, VA for week-long 
training. Local policy may dictate 
standard mode as rental car

• Preferred transportation mode
– How traveler wants to travel
– Examples: Rental Car or POC
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When is Constructed Travel Needed?

• When traveler does not use the authorized travel mode

• If standard and preferred mode differ, constructed travel 
cost is necessary

• Key questions to consider
– What is standard transportation mode

as defined by local business rules? 
– Does traveler’s preferred mode cost

more than standard mode?
– Will traveler’s preferred mode have an

adverse effect on mission?
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DTS Constructed Travel “Triggers”
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DTS Constructed Travel “Triggers” (continued)
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DTS Constructed Travel “Triggers” (continued)
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DTS Constructed Travel “Triggers” (continued)
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Pre-Audit Flag
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Constructed Travel Worksheets
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Constructed Travel Worksheet - Authorization
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Cost of baggage fees that would have been authorized should be included in the calculations
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Determine Commercial Air Cost
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$225.00

• Use GSA Contract Airfare tab in DTS
– Displays contract airfare; do not use other tabs
– If no GSA Contract Airfare is available, then no flights will 

display under this tab 
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Determine Commercial Air Cost (continued)

• Attach supporting documentation for AO 
– Either documentation from CTO or a copy of DTS 

reservation module screen with cost (does not include 
baggage fees)

• Any reservations that will not be used should be cancelled 
as soon as possible

• Baggage fees
– Accompanied Baggage = No Cost 
– Excess Accompanied Baggage = Cost 
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Constructed Travel Worksheet – Voucher 
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Cost of baggage fees that were authorized should be included in the calculations.
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Instructions – Voucher from Authorization

• Use commercial travel cost from latest approved 
version of authorization

• Include baggage fees that were authorized in the 
calculation

• Per diem cost factors originally authorized 
– Line d: If commercial air was originally authorized, use 

the M&IE total amounts for the first and last day of 
official travel only

– If commercial rail or bus was originally authorized and 
the schedule exceeds one day, add the additional per 
diem amounts

16



Defense Travel Management Office

Office of  the Under Secretary of  Defense (Personnel and Readiness)

For Official Use Only

Per Diem Cost Factors Originally Authorized

Transportation 
Originally 

Authorized
Qualifier Action

commercial air
Use M&IE total amounts for 

the first and last day of 
official travel only

commercial rail 
or bus schedule exceeds one 

day
Add additional per diem 

amounts
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Line d: 
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Per Diem Cost Factors of Actual 
Transportation Mode

• Line e:
– If private or rental car was used and travel was one 

day to and from the TDY location, use M&IE amounts 
for the first and last day of travel only

– If private or rental car used and travel was more than 
one day to and from TDY location, add the additional 
per diem amounts and lodging costs 

– Rail or bus was used, actual departure and arrival days 
are used to determine the travel time
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Per Diem Cost Factors of Actual 
Transportation Mode

Actual 
Transportation 

Mode
Qualifier Action

Private or 
rental car

travel was one day to 
and from the TDY

location

use M&IE amounts for the 
first and last day of travel 

only

Private or 
rental car

travel was more than one 
day to and from TDY

location

add the additional per diem 
amounts and lodging costs 

Rail or bus
Use actual departure and 
arrival days to determine 

travel time
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Line e: 
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Actual Transportation

• Rental car used but not authorized before travel
– Compare originally authorized transportation cost and 

mileage costs associated with rental car
– Line f: enter official round trip distance from departure 

location to TDY location (use ‘Calculate Distance’ function 
in DTS)

• Transporting another passenger(s) on official 
government travel
– Use ‘additional comments as needed’ section to note  

• Number and names of passengers on official 
government travel

• Additional en-route round trip per diem
• Additional commercial air cost factors 
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Uploading a Constructed Travel Worksheet
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AO Decision Points
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Cost Comparison – Private Auto
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Preview Trip Screen – Private Auto
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Cost Comparison – Rental Car
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Preview Trip Screen – Rental Car
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Cost Comparison – Voucher
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Resources
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DTMO Website 
• Access  eLearning, instructor resources, and reference 

materials through Training Resource Lookup Tool 

Travel Explorer (TraX) 
• Web-based training
• Instructor-led materials
• Distance Learning (T-200 Constructed Travel: Slides; T-200 

Constructed Travel: Guide)
• Document Processing Manual – Chapter 9

Travel Assistance Center (TAC)
• 1-888-Help1-Go (1-888-435-7146)
• Overseas:  Use DSN to dial directly
• 24 hours a day/7 days a week
• Submit a Help Ticket through the Tickets section of TraX

www.defensetravel.dod.mil/Passport

www.defensetravel.dod.mil
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Training Resource Lookup Tool
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Allowance and Travel Regulations Mailing 
List
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