4th Estate Travel Policy for 
Agency Travel Managers
This document outlines the policies and procedures for use of DAU student travel funding and should be used by travel managers at 4th Estate agencies.  
I. Who does this policy apply to?  
	Agency
	How DAU Travel Funding is Used
	Which Sections of this Policy Apply?

	DAU (Faculty and Staff), DCAA, DTRA
	These agencies do not use centralized DAU travel funding to pay for student travel.  Students should use local agency procedures to make travel arrangements and this policy does not apply to them.
	None

	NSA & NGA
	These agencies receive direct funding from DAU to pay for student travel.  Students use local travel procedures to prepare travel orders for DAU travel.
	Section II and IV

	All Other Agencies
	All other agencies use centralized DAU travel funding and travel orders are processed directly in the ACQTAS system.


	Section II and III


II. General Travel Policies and Procedures in the 4th Estate

Travel Funding Eligibility 
· DAU travel funding is only provided for non-local travel.  Local travel funds are approved, as appropriate, at the discretion of each component.
· Students approved as a Priority 1 or 2 for training (as defined below) are authorized for DAU travel funding, Priority 3 and 4 students should seek travel funding through their agency.
Priority 1: Employees in acquisition-coded positions for which training is: 
· Mandatory for certification at the required level of the position, or 
· A mandatory assignment-specific course required for the position.

Priority 2: Employees in acquisition-coded positions for which training is:

· Required for certification at a higher level than required by the position in the same career field 
Priority 3: Employees in acquisition-coded positions who desire certification in an acquisition functional area other than that required for their current position.

Priority 4: Employees in non-acquisition positions.
· DAU travel funding can only be used when the training is approved within the guidelines of the cost effective location policy (outlined in the following section).

Cost Effective Location Policy 

The Cost-Effective Location (CEL) module in ACQTAS is used throughout the Defense Acquisition Workforce to maximize student throughput by saving TDY costs.  This model works by projecting travel costs based on information in the student profile and other systems to suggest training opportunities with the lowest travel costs to students.  
The cost effective location works during the registration process to ensure that students receive reservations in training at the appropriate locations.  At the time of registration, the system will suggest training at the location(s) with the lowest associated travel costs.  If students select any of the cost effective locations recommended by the system, the student’s application goes through the normal approval process.  If training is selected at a non cost effective location, then the student is required to submit justification for taking the training at an alternate location.  In instances where the additional cost of travel is less than $250 over the CEL cost, quota managers are authorized to review the justification, and if appropriate, approve the application as a reservation.  In instances where the additional cost exceeds $250, travel managers have two options: 1.) Approve the application using agency funding for an immediate reservation, or 2.) Approve the application using DAU funding, which requires an additional approval by the 4th Estate Travel Technician before a reservation is made.    
Government Lodging Policy

When students travel to attend DAU training on an installation, and if government quarters are available, students will be paid only the government quarters rate. Students are encouraged to verify availability of government quarters and there will be a link on the travel worksheet in ACQTAS that will show a list of BOQs and their phone numbers.  Students can choose to stay in commercial lodging, though the full cost may not be reimbursed. In situations in which government quarters are not available, students must provide a valid Bachelor Officers Quarters (BOQ) non-availability number to be authorized for the commercial lodging per-diem rate (per the Joint Travel Regulations, referenced below):

Joint Travel Regulation: C1055 GOVERNMENT QUARTERS USE/AVAILABILITY

A. Quarters Available. Employees may not be directed/required to use Government quarters, nor may lodging reimbursement simply be limited to the Government quarters cost (44 Comp. Gen. 626 (1965)). In compliance with the requirement to exercise prudence when incurring expenses, employees should check for Government quarters availability (e.g., through their CTOs), and are encouraged to use those quarters when TDY to a U.S. installation. However, if Government quarters are available on that installation for an employee TDY to a U.S. Installation, the proper authority under par. C4550-C may prescribe a reduced per diem rate based on the Government quarters cost. Reduced per diem rates can only be established before travel begins.

Rental Cars & Public Transportation

Rental cars using DAU travel funds will be authorized only when determined to be the most sensible and cost-effective method of transportation. Agencies always have the option of authorizing and funding rental cars using their own agency funds. When an agency elects to fund a rental car for a student, the agency will provide a fund cite to the ASMR travel technician for inclusion on the ACQTAS-generated travel orders. Agencies may also elect to use their current travel procedures to fund the rental car separately. 

Students are required to provide cost comparison documentation on their travel worksheets to demonstrate that rental car authorization would be cost-advantageous when compared to public transportation. When transportation is provided by the training facility, rental cars will not be authorized using DAU funds. Students requesting rental cars must provide the total cost of a compact car estimated by their servicing CTO. Cost comparisons shall include the cost of a rental car, including all mandatory fees, taxes, and fuel estimates. Not-to-exceed cost will be annotated on the travel orders. Some specific guidance for courses/locations:

· Due to the length of PMT 352B, only shared rental cars are authorized. Travel orders of driver and shared driver or passenger must be annotated with “shared by” remarks. Mid-size or larger cars will be authorized based on the number of students sharing the vehicle. 

· Transportation to/from student billeting is provided by Wright-Patterson Air Force Base Sunday through Friday at Kettering, Ohio. On-post transportation is also available Sunday through Friday for obtaining meals. Therefore, rental cars are not authorized at Kettering using DAU funds. Students attending a class at Kettering that lasts longer than one week will be authorized the use of taxi service on Saturday, not to exceed $50. 

· Rental cars are not authorized at San Diego, CA.  While on-post dining is no longer available, several eating establishments are located within close proximity to the installation.

· Rental cars are generally authorized as the most cost-effective mode of transportation for classes conducted at California, MD.

· Rental cars are authorized for students with medical profiles that justify the need. The medical profile must be dated within one year of the travel date. 

If an agency elects to fund rental cars, they have the option of providing a fund cite to the ASMR travel technician, or agencies may elect to use their current travel procedures to fund rental cars. 

III. Processing Travel Orders in the ACQTAS System

The flowchart below outlines the process for the submission and processing of travel orders using the ACQTAS system.  Agency travel managers play a critical role in processing student travel requests after students approve them
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Student is approved  for DAU Course and  travel is authorized,  if appropriate  

Student is notified 60  days before class start  date to complete travel  worksheet  

Student completes  travel worksheet and  submits  

Agency is notified  via email that travel  worksheet has been  submitted  

Agency reviews  travel worksheet,  add remarks and  verifies travel and  per diem amounts   Agency submits  travel worksheet for  order publishing  

Orders are published  after administrative  review by the  ACQTAS Training  Technician  

Student receives  travel orders via  email  



Guidelines for Processing Travel Worksheets 
· How is the student traveling to class? 

Flying (what is the cost of Air Fare cost)? 

Driving POV (what is the mileage allowed)? 

Rental Car (what is the NTE Amount for the Rental Car)? 

Passenger of another Vehicle 

· What is the lodging information for the student? 

Are they staying in BOQ (what is the Confirmation Number) ?

Are they staying at a local hotel (what is the BOQ non-availability number)? What is the nightly cost for BOQ/Hotel? 

Are they staying with family/friends (no lodging per Diem should be issued)? 

· How is the student traveling while at class? 

Driving POV (what is the local mileage allowed)? 

Rental Car (what is the local mileage allowed)? 

Passenger of another vehicle 

Local Conveyance (what is the amount authorized per day)? 

· What additional expenses are authorized? 

Laundry 

Telephone Calls 

Hotel Taxes / Parking 

Airport/Hotel Shuttle 

Tolls 

· Has the student been issued an IBA (if so, are they authorized to use the IBA for transportation costs)? 

· Are there any special circumstances that need to be addressed?

Authorized leave in conjunction with travel

Authorized to travel home on the weekends 

Authorized additional lodging at class location

Points of Contact
Problems processing travel orders or amendments? 
· 4th Estate Travel Technician: acqtastravel@asmr.com
Problems with travel settlement?
· DFAS Travel Customer Help Desk: 1-888-332-7366, DSN: 699-0300 available Monday through Friday 7 a.m. to 6 p.m. EST

Technical Problems with the ACQTAS system?
· 4th Estate Help Desk: acqtashelp@asmr.com or 703-645-0161 

IV. Procedures for agencies that receive direct funding from DAU for student travel
Agencies that receive direct funding from DAU to pay for student travel will receive an initial allocation of funding at the beginning of the fiscal year.  Additional funds may be requested by completing a DAU Travel Funding Request Form and providing monthly travel reports that document the execution of travel funding that has been received to date.  Please allow 10 business days to process travel funding requests.  Funding requests received without documentation showing the use of previously received travel funding cannot be processed.  
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