Business Process Flow

In Preparation for the Defense Travel System, DTS, deployment to PEO EIS the Process flow (below) will provide a “Quick Look” into the new system.   You will notice there are only two approvals necessary in the PEO EIS DTS, (1) the Traveler and (2) Certifying/Approving Official.
Using the Question and Answer scenario below some basic travel questions are addressed.  
Q:  Who Authorizes Official Travel and Funding for Mission Travel?

A:  Each Program Manager/Project Manager/ Acting Program Manager/Project Officer or Fund holder having fiscal responsibility for authorized mission funding will identify and approve their annual travel budget and travelers for official travel.
Q:  How can I as a PM/APM/PO accomplish my task using the DTS?

A:  Appoint DTS alternate Military/Government Civilians Certifying/Approving officials.  Designated Certifying/Approving Officials are appointed in writing by the PM/APM/PO designating them as having authority to certify the funding and authorize official travel orders.  Designated Certifying/Approving Officials are required to pass mandatory COL testing (which is provided on myEIS under DTS).  Official appointment letter and COL certified the PM/APM/PO designee is in place for the new system.
   Note:  Contractors cannot be Certifying/Approving officials.  Also, it is not recommended that anyone below Division Chief be assigned travel Certification/Approving responsibility.

Q:  Who manages my PM/APM/PO Travel Budget funds and Lines of Accounting authorized for mission travel?

A:  Your Resource Manger/Budget Analyst’s manage PM/APM/PO approved budgeted funding and lines of accounting authorized for official travel.  

Budget Analysts will:  Identify their PM/APM/PO Line(s) Of Accounting (LOA) and the estimated quarterly amount of travel funds authorized for entry to the DTS system.  It is recommended that Budget Analysts work with DFAS-Rome accountants to identify their travel LOA in the 1020 format for entry into the DTS.   
Once the budgetary estimated amount of committed funds and LOA are identified and loaded into the DTS by Budget Analysts the same travel funded committed amount should also be entered in dbCAS (as funded Allotment).  Each time an official travel order is Certified/Approved DTS obligates directly to DFAS-Rome STANFINS and will be downloaded through dbCAS daily cycles.  
Who Prepares Travel Orders in DTS?
1- Traveler (prepares travel order as ordered or a designates administrative assistant)

2- Administrative Assistant prepares travel order to include assigning approved line of accounting as directed by RM/Budget analyst. Coordinates travel arrangements with traveler (as now) and routes to traveler for review.
Who are Approval Authorities in DTS for Travel Orders?
     1-   Traveler (reviews for accuracy the prepared orders before routing to PM or designated alternates).
     2-   PM /designated alternate(s) Reviews travel order and certifies/authorizes travel.
            DTS will not allow travel order to be approved if committed funding is not available in DTS (RM/Budget responsibility).
Once Travel Order is approved the traveler prints out order.

The Contracted Travel Office (CTO) module is not yet available in DTS.  

Q:  Who Prepares Travel Vouchers DD1351-2 and Local Travel SF-1164 in DTS?
A:  Traveler

Q:  Who approves Vouchers and Local Travel for payment by DFAS?

A:  PM/APM/PO or appointed designee(s).
