
 

Defense Travel System (DTS) Travel Voucher Tutorial 

 

Make sure you have included: 

Price of the airfare and any applicable CTO fee(s).  

 

Travel to/from the airport (on both ends of travel).  

 

TDY location. Students are authorized full per diem for meals & incidentals.  

 

Lodging. REMOVE any lodging per diem amounts. Lodging should indicate $0.00. For centrally 

funded students, lodging is paid for by the Privatization of Army Lodging (PAL) Contract. You will not 

be charged or receive a billing statement for lodging expense.  

 

Laundry. Laundry expense is limited to $30 for Basic Course students, $45 for Intermediate Course 

students and $65 for the Advanced Course students. Laundry can be claimed up to the authorized expense 

if you actually have laundry expenses.  

 

Checked Baggage Fee. Travelers are authorized two bags, not to exceed 50 pounds per bag, and must be 

within airline regulations for standard bag rate. Oversized/overweight charges will not be reimbursed.  

 

TRAVEL EXPENSE – TRAVELERS WHO WISH TO DRIVE POV INSTEAD OF FLY:  
You are authorized reimbursement of your travel expenses from your duty station to TDY location and 

return. Travelers are required to fly to the TDY location. If you elect to drive, your round trip mileage 

reimbursement is limited to the constructive cost of common carrier transportation or the actual cost of 

the POV plus additional travel days if applicable whichever is the lesser. You must complete a cost 

comparison and upload it to the substantiating records on the travel voucher.  

 

COST COMPARISON:  
If driving POV, include an additional travel day/Per Diem ($123) for every 400 miles.  

 

The cost comparison also includes tolls if the toll fees are known.  

 

The cost comparison mileage is always the most direct route. Google maps, Rand McNally or MapQuest 

cannot be used for the cost comparison. The mileage calculator in DTS or at the Defense Table of 

Distance website must be used.  

 

Use the following cost comparison formula and annotate the cost comparison in the Comments to the 

Approving Official field. Cost construct formula: airfare + CTO Fee + round trip taxi + checked baggage 

fee VERSUS round trip mileage + tolls + (at a minimum) $123 additional per diem for each day over 400 

miles. 

LEAVE IN CONJUNCTION WITH TDY:  
The traveler’s voucher must indicate a Personally Procured Ticket with Comments to the Approving 

official annotating the one way Government fare and that the traveler is reimbursed either the 

Government fare or full amount of Personally Procured ticket whichever is the lesser. A copy of the 

Personally Procured airfare receipt must be attached to the travel voucher submission to validate which is 

cheaper to the Government. Attach the receipt under Substantiating Records. 



RECEIPTS: Upload all pertinent receipts in Expenses, and in Substantiating Records. Failure to do so 

may result in your voucher being returned. You must load any receipt of $75.00 or more to Substantiating 

Records. 

Airfare receipt: You must upload your eTicket Receipt or eInvoice to Substantiating Records. To print 
your eTicket Receipt and/or eInvoice log on to “Virtually There” at 
https://www.virtuallythere.com/new/homePage.html?pnr=&name=&language=0&style=&host=1W&cloc
ktype=12&Finali=0&res=0  by entering your reservation code (a 6 character PNR locator number which 
can be found on the Preview page of the Authorization in the trip description section). 

 

After entering the Reservation Code and Last Name click the View Itinerary tab 

 



 

After entering the email address used for this booking click the View Itinerary tab 

 

This itinerary page will not suffice as a receipt. You must click on View  eTicket Receipt or View 

eInvoice on the right side of the page under Next Steps…either one will suffice as a receipt. See 

example below. 



 



 



Rental Car Receipt: A contract for rental car services signed when renting a car is not a valid receipt 

because it only shows estimated charges, and does not show the amount actually paid.  A valid receipt 

must show the rental car agency name, specific dates of service, itemized unit costs, any additional 

charges (e.g., airport concession fees, taxes), and total amount actually paid.  The receipt is provided by 

the rental car company when the traveler returns the rental car, or may be sent to the traveler when using 

an express return. If you have an upgrade and it is not on your authorization, you will need to upload a 

justification statement with approval from your Authorizing Official. See sample of rental car receipt 

below. 

 

 



DIGITALLY SIGN YOUR VOUCHER  

Once you complete and sign your voucher it will route to Fort Leavenworth’s Resource Management 

office for approval.  

 

Please Note: We DO NOT FUND rental car, fuel, tips, in/around mileage or transportation at the TDY 

site, phone calls, and internet connection fees under AMSC’s Line of Accounting. Your duty station may 

cite their funds to cover any expenses AMSC does not authorize.  

 


