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e What is Constructed Travel?

o Standard vs. Preferred Transportation Mode
 When is Constructed Travel Needed?
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« DTS Constructed Travel Triggers

* Pre-Audit Flag
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« Authorizing Official (AO) Decision Points
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Smzj What is Constructed Travel?

S ment of D'

e Constructed Travel is the cost the government should have
iIncurred for the official travel

 Policies related to Constructed Travel:
— JTR, par. C2001-A3d
— JFTR, par. U3002-B

Employee is responsible for
additional costs above what is
authorized/approved

Connect 2011

DISCOVER NETWORK ENERGIZE Office of the Under Secretary of Defense (Personnel and Readiness)




For Official Use Only Defense Travel Management Office

o
&
38
-
*

nay
D""h.
*
* Dﬁ_
PG
*
*
) "
# f
el
) . .
Sy iy
t

Fiment of D&

1 Ma
e“ﬁfa *
4 *

|

e 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?
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« When traveler does not use the authorized travel mode

 If standard and preferred mode differ, constructed travel
cost Is necessary

e 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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\,jy DTS Constructed Travel “Triggers”

| am leaving from - (Select from list or enter below): @ Starting Locations in Profile:
“Starting Point: | RES: ARLINGTON .[va | [Search | RESIDENCE
DUTY STATION
*Departing On: 03/10/20M0 =-
{mim/ dd S vy
“Trip Type: | AA-ROUTINE TDY/TAD v “Trip Purpose: | CONFERENCE ATTENDAMCE

Trip Description:

| will be traveling to my TDY location by - (Select from the list below)

C ial
Um:;njrma Rail Rental Car Other Time:
O O ® O 09:00 AM +

{Claim Private Vehicle Transportation in Expense-Mileage. Use of Government Vehicle is non-reimbursable, show this in Expense-Non-Mieage.)

My TDY location is - (Where | will be working): [
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DTS Constructed Travel “Triggers” (continued)

"%‘l Defense Travel System Itineraerp enses Lccounting  Additional Options Rewv iews Sign
A New Era of Government Trawvel
_ A | Rental ca ing Other Transportation

Modify Search Select Rental Car for
DCA - Washington Ronald Reagan Mational Apt, Skip This Car
Please Mote: A Red Star (™) DC (United States)
indicates a field is required. from 03/10/2010 through 03/19/2010
* Pick-Up Date: RESERWVATIONS SUMMARY:
03/10/2010 ==

RENTAL CAR: S0.00
* Pick-Up Time:
S oD AR -

Govermnment Rates I Hon-Government Rates

* Drop-Off Date:
e Rental rates shown do not include the Government Administrative Supplemental fee of
031972010 == 55 per day.

D -OfFf Ti H
rop me Cars rented under the Government's Car Rental Agreement include unlimited mileage

D600 P o {ex=cept for one way rentals) and collision and lability insurance coverage in the United
States and its territories and possessions. Mot all vendors provide insurance coverage for
specialty wehicles (e.g., vans, sport utility vehicles). In the event of an accident with one

Cne-Way Rental: .l of these vehicles, a claim is filed directly with the Gowvernment by the rental company.

Trawvelers are not reimbursed for rental car insurance coverage purchased in the United
States or its territories and possessions regardless of the vendor from whom the rental
DCA - Washington Ron car is rented. Travelers are reimbursed for mandatory rental car insurance coverage
reguired in foreign countries.

* Pickup Airport (or city, state):

* Type:
Compact e’ (ER) En Route:
Search
$380.71 [Estimated Total Cost Including Taxes & Fees]
HERTZ Weekly Rate: 514700 Extra Howr: S14.70
S Extra Day: 529,40
Compact Car Air Conditioning Unlimited Miles S Kilometers
Automatic
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\,ﬁy DTS Constructed Travel “Triggers” (continued)

Dé&

%} DEfE!‘ISE Travel SFStem Itinerary TraveMccnuming Additional Options Rewview/Sign
= A New Era of Government Travel

RETURN TO LIST Non-Mileage SEVSIEETE] Per Diem Entitlements Substantiating Records

Expense Type Date Cost E/R
Use this screen to enter non-mileage expenses for your travel document.

Select an expenses type, or, if you cannot find the appropriate expense
type, enter a description in the box provided. Select "Save Expense” to

save the expenses to the travel document. pubkic Transit 03711410 520.00 Edit
Reminder: CTO Fees are a reimbursable expense to the traveler when the _—

Tolls (highway bridge  03/11/10 545.00 Edit
etc) Remove

Remove
transportation costs are charged to your Individual Government Travel
Charge Card (IBA}. Total Expenses: $65.00
Leave: 11-Mar-10 Return: 18-Mar-10 Add Expense
* Expense Type: | | Commercial Auto-TDY /TAD Lﬂi

- OR | commercial Auto-TDY/TAD
‘ou have selected a transportation mode that may require a Construcked Travel Cost-Comparison Worksheet to be completed and

9
“"‘J‘/ included with the document via Fax or scanning. The Worksheet is located at http:ffwwn, defensetravel, dod. milfcnstbvl) or within DTS

" Cost: < [250.00 under Review,Sign =Pre-Audit,
Dat Do you wish to continue?

* Date: B
(mm/ddryyyy) 03/18/2010 - I

Ok ] [ Cancel

* Method of Reimbursement: | GOVCC-Individuald

H yigw expense details / currency calculator

[=
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*

&@y DTS Constructed Travel “Triggers” (continued)

Dée

% Defense Travel System Itinerary TravEMccnuntmg additional Options  Review /Sign
A New Era of Government Travel
RETURN TO LIST Mon-Mileage Per Diem Entitlements Substantiating Records

Use this screen to enter mileage expenses for your trip. Click on the "Save Expenses” button to save these expenses.

Leave: 11-Mar-10 Retwurn: 18-Mar-10

Mileage Expense #1

* Expense Type: || pyt Auto-TDY/TAD N * Date: (03/18/2010 E=g
(s did S yyyy)
* Method of Reimbursement: | Personal b

Miles required to be obtained from
Defense Table of Distances Dol Table of Distances

*Miles |[363.0 2 x Rate -500 = Cost 5181.5
Create separate mileage expense for return trip mileage:

Windows Internet Explorer

b ] You have selected a transportation mode that may require a Construcked Trawvel Cost-Comparison WWaorksheet ko be completed and
Hﬁdj included with the docurment via Fax or scanning. The Waorksheet is located at btkp; v, defensetrawvel. dod. milfcnsttelf or within DTS
under ReviewSign=FPre-Audit.

Do wou wish bo continue?

l Ok ] [ Cancel ]
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Pre-Audit Flag
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%& Defense Travel System Itinerary  Travel Expenses  Accounting  Additional DpﬁnnM
A New Era of Government Travel

| RETURN TO LIST Preview Other Auths. Pre-Audit Digital Signature

Help for this screen

Below are any items that were "flagged” for this trip. You must provide comments in the "Justification to Approving Official’ text field for
flagped items. When you are finished, or if there are no flagged items, click "Proceed To Digital Signature.”

Dol mandates split disbursement for transportation, lodging and rental car expenses. Click here for memorandum

Constructed Travel Workshest

2 ltems have been Flagged in this Travel Document

1. Reason Flagged Item Description * Justification to Approving Official =zHelp=
+  CONSTRUCTED TRAVEL +  Atransportation mode of other
WORKSHEET than Commercial &ir or Government
Tran:—’.purtahnn@reqmre a

constructed travel cost-
comparison worksheet to be
completed and included with the
document via fax or scanning.
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@ Constructed Travel Worksheets
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Constructed Travel Worksheets

1. Select the appropriate worksheet from the list below.
2. Instructions for completion of the worksheets are included with the respective worksheet.

Waorksheet Description

Constructed Travel Worksheet -| Select this warksheet to provide yvour AQ with cost comparison information when creating yvour

Authorzation DTS authorization. Unless yvour business rules dictate otherwise, the worksheet is required for

en-route transportation mode(s) other than Commercial Air or Government transportation. Your
AQ will determine whether travel by other than Commercial Air or Government transportation is
authorized and if vou will be subjected to a limited reimbursement.

Constructed Travel Worksheet -] Select this worksheet if you completed travel using an en-route transportation mode(s) that was

Youcher from Authorization not approved by the AQ on yvour authorization. Your AQ will determine whether the change in

transportation mode(s) was the best way for travel to be performed or whether your
reimbursement for transportation-related expenses will be limited to the orginally authorized
mode(s).
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@ Constructed Travel Worksheet - Authorization

s

imeni of DEg

:% Defense Travel S}FStEI'I'I Worksheet Instructions
A

DTS Constructed Trawvel Comparison Worksheet - Authorization

(refer to the worksheet instructions for cofrreter-zotdemres)

Hane: Locations and Dates of Travel:

Transportation Expenses for the Standard Mode [Commercial Air):

Commercial Air Costs (see worksheet instructions for additional information):

a. What it would cost to travel by commercial air: G

Related Expense Cost Factors:

b. If applicable, enter the additonal fee mormally charged by your CTO: 5
c. Cost for transportation to and from all airports: c
Total Expense Cost Factors (lines b+c): 5

Per Diem cost factors regquired by vour AQ:

d. Per diem amount for the allowable travel days for vour preferred transportation mode(s): 5
e. Per diem amount for the allowable travel days for travel by commercial air: 5

MNore: If yvou are also planning to provide transportacion for ocher passengers on official government ctravel, refer co che

special instructions and add the necessary comments below.

Add additonal comments as needed:

Cost of baggage fees that would have been authorized should be included in the calculations

[ Sawe To File for Upload to DTS ]

{this will take a few minutes)

Connect 201 ] Office of the Under Secretary of Defense (Personnel and Readiness)
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ﬂw Determine Commercial Air Cost

) -
bo’“ﬂont ot 0!

e 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

RESERVATIONS SUMMARY:
* Departure Airport (or city, state):
- AlR:  50.00
|AD - Washington Dulss Intern
* Arrival Airport (or city, state): GSA Contractws/ |  GSA Contract Other Gowt | Other Airfare | ARGSA
i Limited Availability Airfare Airfare ‘
ORD - Chicage O°'Hare Internal |
G5A awarded fare is 522500
* Arrival or Departure:
Ceparture b Sort By: {:} Ceparture Time {:} Arrival Time {:} Elapsed Time '@' Price {:} Default
0317 £ 20008 " $225.00 Jotal Estimated Airfare (Including Taxes and Fees) Government Contract
11000 AM b Class: YCAIAD Fare Rules View Available Seats Select Flight
Show Alternate Airporis: |:| (09:40 AM Depart |AD - Washington Dullss Tue 17-Mar-09 Flving Time:
(M International Apt 2h 15min
) 10:55 AM Arrive ORD - Chicago O'Hare Hon-Stop Flight
tearch | United s i
International Apt
115
Equipment 752
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Determine Commercial Air Cost (continued)
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« Attach supporting documentation for AO

— Either documentation from CTO or a copy of DTS
reservation module screen with cost (does not include
baggage fees)

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

e Baggage fees
— Accompanied Baggage = No Cost
— Excess Accompanied Baggage = Cost

Connect 2011
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Constructed Travel Worksheet — Voucher

Worksheet Instructions

Voucher from Authorization

‘,_mnn%/;l
&, J ‘g;:‘.,a

&,
R e of DF

Defense Travel System

A New Era of Government Travel

;

DTS Constructed Travel Comparison Worksheet
(refer to the worksheet instructions for

Hame: Location and Dates of Trawvel:

Transportation Expenses for the Authorized Mode (what the AQ approved on the authorization):

The commercial transpnr’tatinrl costs as approved by the AO on the author‘ization:l

a. Commercial transportation costs: 5

Expense Cost Factors:

b. If applicable, enter the additional fee normally chareed by vour CTO: 5
c. Cost for transportation to and from all airports: 5
Total Expense Cost Factors (lines b+c): 5|

Per Diem cost factors reguired by vouwr AQ:

d. Per diem amount for the allowable travel days for the transportation mode(s) originally authorized: 5

2. Per diem amount for the allowable travel days of the actual transportation mode(s): 5

i an en-route rental vehicle was used but not authorized/approved by yvour AQ, yvour reimbursement is based on POC rules and
not the actual cost of the rental wvehicle. See the worksheet instructions for information:

f. Emnter the official round trip distance for the rental vehicle use:
Norte: If vou are also planning to provide transportation for other passengers on official govermment trawvel, refer to the
special instructions.

Add additional comments as needed:

Cost of baggage fees that were authorized should be included in the calculations.

[ Save To File for Upload to DTS ]

{this will take a few minutes)

Connect 201] Office of the Under Secretary of Defense (Personnel and Readiness)
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w Instructions — Voucher from Authorization

S ment of D!

« 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
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Per Diem Cost Factors Originally Authorized
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Line d:

Transportation

Originally Qualifier
Authorized

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

commercial rail

schedule exceeds one Add additional per diem
or bus

day amounts
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Per Diem Cost Factors of Actual
Transportation Mode

e Linee:
— 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

— Rall or bus was used, actual departure and arrival days
are used to determine the travel time

Connect 2011
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(""=4) Per Diem Cost Factors of Actual

iy, !
&7 Transportation Mode

Line e:
Transportation Qualifier
Mode
Private or travel was one day to use M&IE amounts for the
and from the TDY first and last day of travel
rental car :
location only
Private or TS TR IENS LEw Eme add the additional per diem
day to and from TDY :
rental car ) amounts and lodging costs
location
Use actual departure and
Rail or bus arrival days to determine

travel time
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Lz Actual Transportation

' - ﬁﬁ’
Miment of D€

e 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)

e 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
o Additional commercial air cost factors
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k&éy Uploading a Constructed Travel Worksheet

% Defense Travel System Itinerary Tra‘»‘eM.muunting Additional Options  Rewview/Sign
A New Era of Government Travel
Mon-Mileage

ag N CEr-CO TR ET RS ETR L - ubstantiating RecurdS‘

To fax in your receipts click "Print Fax Cover Sheet”, and follow the instructions on the cover sheet. Then five minutes after the fax
transmission is complete click "Refresh” to see receipts in the list. To uplead receipts that you have scanned, click "Browse.." and after

selecting the scanned file click "Upload™. Click "view" to view the receipts. To add or change notes on an existing receipt, under the "Motes”
column select the field you would like to change, edit the text, then click the "5ave Notes® button.

F&‘G«rm 'ou must have the free Adobe Acrobat Reader program instaled on your computer to view receipts. Download the Adobe
Adobe Acrobat Reader program.

* Print Fax Cover Sheet

* Upload Scanned Receipts Browse... Upload
Existing Receipts

Date cTwW Hotes View Remove

16-Feb-2010 Constructed Travel Waorksheet

* View * Remove

Refresh Save Notes

Connect 2011
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AQO Decision Points

Defense Travel Management Office
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% Defense Travel System Document List M Adjustments
A New Era of Government Travel

Setup

Other Auths. Pre-audit Digital Signature‘

Click below to stamp and submit this trip authorization for routing and approval. By submitting you are legally signing this document.

Document Action

* Submit this document as: | APPROVED

Routing Lisk:

Additional Remarks:

The estimated transportation related expenses
and actual reimbursement may be reduced if
travel is completed using a different

transportaticn mode than authorized by your
AD.

Submit Completed Document

> View Reasons for Audit Failures

Proceed to the following page: Preview e m

Connect 2011
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Limzj Cost Comparison — Private Auto

Review the details for the transportation expenses below and the Constructed Travel Worksheet.,

Worksheet Approve as Limited
ITID W b= auunarized. 1 whe Limited option is selected,
Transportation Expenses: 175 transportation expense reimbursement wil be retricted to the
constructed cost of common carrier transportation as specified
Expense Cost Factors: k5 by the JFTR.
Preferred Travel
Total Allowed Cost: 330
Pyt Auto-TDY /S TAD: 5363.00
Tolls (highway bridge etc): 545.00
Preferred Trip Total: 5408.00

Cancel Approve and Continue

Connect 201 ] Office of the Under Secretary of Defense (Personnel and Readiness)
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Preview Trip Screen — Private Auto

Itinerary Trawel Expenses

% Defense Travel System
A

Accounting Add ition al Optionw

New Era of Government Travel

Pre-audit
rieass Mo, Expense Type Date Cost Method OF Miles
Reimbursement
Wiew 1. Pwil Aurto-TDY F TAD 03,1810 $181.50 Personal 363
iew 2. Pwit Aurto-TODY F TAD 03,1810 5181.50 Personal 363
Total: 5363.00

Accounting Summary

Actual/Estimate Allovwwed
e ——

10 DEFAULTT  Wiew 10 DEFAULTT  MWiew
SCrHiz OiOeDAT S

CIC: 2000211590023 185

Accounting Code: Accounting Code:

LODGING: STOT.00 LODGING: STOF.00
MEIE: 5382.50 MEIE: 5382.50
MILEAGE: S363.00 MILEAGE: 5330.00
OTHER: S65.00 OTHER: S520.00

10 DEFAULT1 Sub Total: 51,517.50 10 DEFAULT1 Sub Total: 51,439.50
Calculated Trip Cost: 51,517.50 Calculated Trip Cost: 51,439.50

Document Totals

Actual/Estimate Baseline Trip Wiew Worksheet
LODGING: STO7 .00 LODGING: STYOT .00
MEIE: 5382.50 MEIE: 5382.50
MILEAGE: 5363.00 MILEAGE: 5330.00
OTHER: 565.00 OTHER: S0
Calculated Trip Cost: 51,517.50 Calculated Trip Cost: 51,439.50

Connect 2011
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(smzj Cost Comparison — Rental Car

Review the details for the transportation expenses below and the Constructed Travel Worksheet.

Worksheet Ll:l Approve as Limited
Trip will be authorized. If the Limited option is selected,
Transportation 450 transportation expense reimbursement wil be retricted to the
Expenses: constructed cost of common carrier transportation as specified
by the JFTR.
Expense Cost Factors: 65
Preferred Travel
Total Allowed Cost: 318 Commercial Auto-TDY /TAD: 5128.69
If this document is approved as limited or was approved as Gasaline-Rental/Gavt. Car: 80.00
limited, the allowable rental car cost of 5248.69 wil be adjusted
to the cost for Private Auto mileage(50.00). This allowable cost Tolls (highway bridge etc): 540.00
for the rental car wil then be used for the cost comparison of the
values associated to the Mot to excesd reimbursement baseline Preferred Trip Total: ﬁ'}

limit costs that are entered.
Alowed Rental Car

. 0.0
Mileage:
¥ POC Mileage Rate: 500
Allowed Rental Car
0,00

Cost:

To calculate mileage for POVs use the Dol Table of Distances

Cancel Approve and Continue
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Preview Trip Screen — Rental Car

Accounting  Additional Op tin:unM

Pre-sudit

- 3 *
y‘; "
M o

% ‘,Illllir_‘f/_!
5, o
N men o 00

Itnerary  Trawvel

Expenses

% Defense Travel System
A

New Era of Government Travel

" reruan'ro st

Other Auths, Digital Signature

Accounting Summary

Actual/Estimate Allowed
10 TRAVEL  View 10 TRAVEL View
Accounting Code: Accounting Code: S0M: 000055
CIC: 1L5CBX 490133189
LODGING: 51,190.00 LODGING: 51,190.00
MEIE: 5745.50 MEIE: 5745.50
OTHER: 540,00 OTHER: 540.00
RENTAL CAR: 5128.69 RENTAL CAR: 5128.69
TRAMSPORT: 580.00 TRANSPORT: 580.00
10 TRAVEL 5ub Total: 52,184.19 10 TRAVEL 5ub Total: 52,184.19
Calculated Trip Cost: 52,184.19 Calculated Trip Cost: 52,184.19
Document Totals
Actual/Estimate Baseline Trip View Worksheet
LODGING: 51,190.00 LODGING: 51,190.00
MEIE: 5745.50 MEIE: 5745.50
OTHER: 540,00 OTHER: 540,00
REMTAL CAR: 5128.69 REMTAL CAR: 5128.69
TRAMSPORT: 580.00 TRAMSPORT: 580.00
Calculated Trip Cost: 52,184.19 Calculated Trip Cost: 52,184.19
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(imzj Cost Comparison — Voucher

% Defense Travel System Document List M Adjustments Setup
A New Era of Government Travel

RETURN TO LIST Preview Dther Auths. Pre-Audit

Digital Sig_nature‘

Click below to stamp and submit this trip authorization for routing and approval. By submitting you are legally signing this document.

Document Action
* Submit this document as: | APPROVED v * View Cost Comparisan
|:| Owerride Limited Reimbursement
Routing List:
By checking this box, the ful trip transportation
Additional Remarlks: costs]less Enroute per diemilwill be reimbursed.

The estimated transportation related expenses
and actual reimbursement may be reduced if
travel is completed using a different
transportation mode than authorized by yvour

Submit Completed Document AD

» View Reasons for Audit Failures

Connect 2011
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For Official Use Only

Smag Resources
DEeFENSE TRAVEL DTMO WEbSIte

ManAcEMENT OFFICE o Access elearning, instructor resources, and reference
materials through Training Resource Lookup Tool

www.defensetravel.dod.mil WWWd efen Setravel d O d m I I

Travel Explorer (TraX)

» Web-based training
led materials

& « Distance Learning (T-200 Constructed Travel: Slides; T-200
i Constructed Travel: Guide)
 Document Processing Manual — Chapter 9

www.defensetravel.dod.mil/Passport

Travel Assistance Center (TAC)
» 1-888-Help1-Go (1-888-435-7146)
» Overseas: Use DSN to dial directly

e 24 hours a day/7 days a week
« Submit a Help Ticket through the Tickets section of TraX

Connect 201] Office of the Under Secretary of Defense (Personnel and Readiness)
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THE DOD CENMTER FOR TRAVEL EXCELLENCE
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Defense Travel Management Office

Home | Aboul Programs & Services ¥ | Hews & Events ¥

Helerences ¥

IN THE SPOTLIGHT

Learn Mors About Basic Allowancae for Housing

Watch
are dir

w Infarmational viden ta [aam how RAH rates
o

Find sut mars.

Diroetor's Blog

Travel Talk

Welcome to
snars ae

Talk Back - click to participate

DTS Information Travel Regulations and Allowances

corresponding drop downs below.

Type: Select..

(?)

Connect 2011

DISCOVER NETWORK ENERGIZE

Training Resources Lookup Tool

To view training by Type, Role, Topic or Series, choose from the appropriate

To view all training resources, leave the criteria blank and click Submit.
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