FY08 4th Estate Student Travel Policy for Civilian Defense Agency Students (6-9-2008 Update)
 
Student Travel Funds – Centrally Managed
To maximize student attendance by prudent use of funds, the following policies are issued for 4th Estate Defense Agency Civilian Students using DAU travel funds.  Cost effective decisions will be the key to increasing student throughput for resident training.  Local Travel is not centrally funded with DAU travel funds.  Local travel funds are approved at the discretion of each component as appropriate.    DAU training travel funds are centrally managed; individual agency travel budgets are not established. All travel orders must be processed in ACQTAS at https://www.atrrs.army.mil/channels/acqtas.  
Student Reservations for (“800” series courses)

DAU is NOT funding any (“800”) series courses, i.e. LAW 801.  Students with reservations in the “800” series courses will have to be agency funded.  Students with reservations will NOT have access to a travel worksheet. 
Class Registration – Cost Effective Location (CEL)
When class seats are full, you are encouraged to process multiple reservations at various locations to increase your opportunities for class attendance.  The Cost Effective Location (CEL) module in ACQTAS is used throughout AT&L to maximize student throughput by saving TDY costs.  We adhere to this model to the maximum extent practicable.  When students apply for classes with an estimated cost of $250 or above the cost of the automated system selected CEL, a DACM Travel Office approval will be required (after the quota manager reviews the application) to finalize registration if DAU travel funds will be used.  Agencies may approve the student travel request immediately if using agency funding for the student’s travel or if the cost is less than $250 above the CEL location.
Only Priority 1 and Priority 2 students are authorized for DAU travel funding.  Students who are assigned a Priority 3 or Priority 4 status for DAU training are required to obtain funding through their agency; priorities are as follows:  
· Priority 1:  Employees who occupy acquisition-coded positions for which the training is established as mandatory by the DAU catalog for certification; or is a mandatory assignment-specific course required for the employee’s position.
· Priority 2:  Employees occupying acquisition-coded positions that need the training to become certified to the next higher level in their primary career field.
· Priority 3:  Employees occupying acquisition-coded positions desiring certification in an acquisition functional area other than that required for their current position.
· Priority 4:  Employees who occupy non-acquisition positions.
Local Class Offerings – Walk-in Students

Students are encouraged to show up at local class offering as a “walk-in” the first day of class and may have an opportunity to attend the training event if there are student cancellations.  When students attempt to attend a training event as a walk in, they should bring evidence of completion of prerequisite courses to facilitate admission to the course.  To optimize training throughput, agencies are requested to manage their course allocations and avoid “no shows” by having a backup student program to accommodate for unforeseen situations.  
SWAP Function – This function will allow the Quota Manager to “Swap” a student with another student from either a Reservation or Wait status to another Reservation or Wait status without losing the quota.
To perform the proper “swap” procedures in ACQTAS, contact your local agency quota manager, the 4th Estate Help Desk at acqtashelp@asmr.com , (703.645.0161) or the 4th Estate Quota Manager at doddacmquotas@asmr.com (703.752.3052).  Various metrics are reported via dashboards to agencies including cancellations, drop outs, attritions, and we encourage agencies to manage their allocations to ensure students successfully complete courses.  
Government Lodging – Bachelor Officers Quarters (BOQ):  In situations where students attend DAU training on an installation in which Government quarters are available, students are encouraged to verify availability and will only be paid the Government Quarters rate if these are available and the student chooses to stay in commercial lodging.  In situations where Government quarters are not available, students must provide a valid BOQ non-availability number to be authorized for the commercial lodging per-diem rate.  Joint Travel Regulations (JTR) References on BOQ are cited below:

Joint Travel Reg:   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.

Transportation - Rental Car / Public Transportation
Rental cars using DAU travel funds are not authorized.  Rental cars may be authorized on an exception basis and in situations where it would be in the best interest of the government. Rental cards may also be authorized and approved by an agency using their own agency funds.   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 and taxes and fuel estimates; Not-To-Exceed (NTE) cost will be annotated on the travel orders.

Notes:  

· 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, NTE $50.00. 

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

· Rental cars are authorized for students with medical profiles that justify the need.  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.  

Travel Reimbursements
Currently, the Defense Travel System (DTS) is not applicable to training travel reimbursements; please follow instructions carefully to avoid payment problems.  
If a student has not received a timely reimbursement from DFAS, first, please contact the DFAS Customer Service at http://www.dfas.mil/index.html
When faxing your travel voucher to (317)510-3913 or (317)510-3914 or (317)510-6213 for reimbursement, please include all copies of your orders, receipts, and any amended orders in addition to your original set of orders.  If DFAS disapproves your request, it will be returned to the address listed on the address section on the DD Form 1351.  Please ensure that you have provided DFAS with your correct mailing address.  
Travelers will submit vouchers to DFAS-Rome at the address specified below within 5 days after completion of travel to:  DFAS Rome ATTN:  Travel 325 Brooks Road Rome, New York 13441-4527  

Students are encouraged to keep a file copy of all travel documents and receipts.  If there are any discrepancies on the travel orders or travel voucher, please contact the ACQTAS Travel Technician immediately to make the appropriate change/revision.

Points of Contacts:

· DFAS-Rome Fax No. (317)510-3913 or (317)510-3914 or (317)510-6213

· Travel Customer Help Desk: 1-888-332-7366/DSN: 699-0300 available Monday through Friday 7:00 AM to 6:00 PM EST

· Email Address for Questions & Inquires: DFAS-IN.Travel@dfas.mil (48 hour turn-around time) 

· Email Address for Scanned Voucher: TravelOpns@dfas.mil  
· Interactive Voice Response System (IVRS): 1-888-332-7366/DSN: 699-0300 (Requires social security number and MyPay Pin Number) 
· 4th Estate Help Desk - acqtashelp@asmr.com, (703.645.0161) 
·  4th Estate Quota Manager - doddacmquotas@asmr.com (703.752.3052)  
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