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Defense Travel System (DTS) and Government Travel Card Program

	References:

* DOD FMR Volume 9 Travel Policy and Procedures

*BUSOPSOFFINST 4650.1 Travel Card Policy

*OPNAVINST 5050.24E Scheduling Conferences

*BUMEDINST 4651.3A CH-1 Request for Conference Approval

*BUMED Memo 4650 Ser M8C2/07UM82108  of 23APR07

*ASN (FMC) memo of 22 May 03 Implementation of Legislative 

and Policy Changes to the Department of Defense Travel Charge Card 

Program
	Command POC:


	Standard
	Yes
	No
	Comments/Notes

	Are all DoD personnel using the government-sponsored, contractor-issued travel charge card for all expenses arising from official government travel unless otherwise exempted?

	
	
	

	What is the command’s process for issuing travel cards?  Do they issue to everyone or only those who travel three or more times/yr?

	
	
	

	Do travel orders indicate that government travel cardholders shall obtain cash, as authorized through automated teller machines (ATMs), rather than obtaining cash advances from a DoD disbursing officer?

	
	
	

	Does the Agency Program Coordinator (APC) possess all pertinent records for cardholders while in the APC’s hierarchy and do they follow procedures published in the contractor’s training guides focusing the electronic system to transfer cardholders?


	
	
	

	Has the Approving Official (AO) established a record keeping system to track the receipt and submission of travel claims to ensure that the traveler has submitted a completed DD Form 1351-2 within five calendar days after return to duty following the completion of the travel?

	
	
	

	Are reviews of USSGL 1410 (Travel Advances) conducted for current and all prior years to ensure that travel advances are not outstanding?  Is there evidence of continuous clearing of the account for those years with balances?

	
	
	

	Has the command requested flag-level approval for conferences whose total costs exceed $5,000?


	
	
	

	If the command has a Government Travel Card delinquency rate of over 2% for accounts over 60 days, is the CO provided a copy of the “actions taken and completed” report?


	
	
	

	Has the command implemented mandatory split disbursement for military personnel and civilian employees using the Government Travel Card?

	
	
	

	Additional Comments
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