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DTS Guidance:  Creating Travel Authorizations / Vouchers with CP35 LOA
1. DTS authorization: 
a. Once the SF 182 is approved and the LOA added, RASS generates an automatic email that goes to the careerist stating the SF 182 has been approved.  That is the TRIGGER to the careerist to "immediately" create the travel request in DTS (if there is travel associated with the training.)
b. Careerists will submit their DTS authorization NLT 25 business days before training begins.  This allows 5 days for FCR approval; 10 days RASS approval, and 10 days DTS approval. 
2.  Corps of Engineer employees will use RASS to submit all training and travel requests.

3.  It is the responsibility of the careerists to create the travel authorization in DTS.  G-37/TRV will fund the DTS orders within 10 business days after the SF182 is approved by the G3/5/7 RASS POC.  Please allow G3/5/7/TRV 10 business days for processing before contacting the FCR POC for assistance.  G-3/5/7 TRV will automatically check for authorizations, based on the approved SF182   
4.  The SF182 must indicate TDY costs will be paid by the FCR; G-37/TRV will not fund DTS orders if the SF182 does not authorize TDY costs.  It is the responsibility of the careerist to fill out the SF182 correctly.  
5. Things to remember when creating your DTS authorization:  

     (1)  Reference the TNG (training number) on your DTS authorization.

(2)  Careerists should NOT make airline reservations through DTS before the CP Line of Accounting (LOA) has been added to the orders.  REMINDER:  CP LOAs will be added within 10 business days after the SF182 is funded.  Careerists should create the order in DTS, adding all expenses except airline tickets, next, save/close the document and logout of DTS.  Reminder: the careerist is responsible for checking to see that the CP LOA has been added.  


(3)  Careerists MUST include the SF 182 Document Reference Number in the “Reference” box on the DTS order.  The reference box is located directly above the remarks to approving official box when creating the order.


(4)  Candidates must file a DTS settlement voucher within 5 business days upon completion of travel.  Candidates on long term training must schedule partial payments in DTS or file a manual payment voucher every 30 days, whichever is applicable.  Receipts for all centrally funded authorized expenses, regardless of cost, must be provided with the voucher; lodging receipts must be provided regardless of cost.  Individuals can sign the vouchers once complete and route them through DTS for approval and payment.

     (5)  Exit out of the authorization WITHOUT SIGNING it. (If you sign before the LOA is added, the CP35 LOA cannot be added by G37 TRV / Budget.
6.  The authorizations will not route through DTS to G-37/TRV. G-37 TRV will automatically check for authorizations, based on the approved SF182, and add the LOA to the authorization within 10 days.  Careerists are responsible for checking DTS for the LOA.  Once the CP LOA is available, the candidate will finalize airline reservations; sign/route the authorization through their organization’s DTS routing chain for final approval. 

7.  If you have any questions, please contact your Activity CPM or feel free to contact the CP35 FCR POC.  Thanks for your cooperation.  “We are always here to serve you in a spirit of excellence!”
8.  Point of contact for this action is Sharon Fowler; email:  Sharon.fowler@us.army.mil commercial phone:  703-695-3661.
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