CEW Job Aid – Travel Orders and Vouchers
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Civilian Expeditionary Workforce (CEW) Job Aid
Travel Orders and Vouchers
Volunteers must have the appropriate travel orders and vouchers completed in the Defense Travel System (DTS) for the following travel, at minimum, depending on their circumstances:
· Travel from home station to the Camp Atterbury National Deployment Center (NDC)
· NDC to theater
· Theater back to home station
There are two options for completing travel orders:
· Separate orders for each trip and submitting a voucher for each after the travel has been completed. This will require accessing DTS in theater to submit the NDC to theater voucher. DTS may only be accessible in theater via special procedures or via dedicated staff; the volunteer will need to research this. 
· Put all of the trips in one order and submitting a partial payment request for each trip. Partial payment is necessary because otherwise the volunteer would have to wait for a year until after their return trip to home station in order to submit the first two vouchers and get reimbursed.
Another consideration in dealing with travel vouchers is to ensure that the vouchers are paid in the correct fiscal year, when the money has been allocated. This can be an issue, since the deployments are normally for a year, and travel orders may not fall into one fiscal year. This argues for putting all trips on the same order, since the money will then be allocated at the time the order is entered for all of the trips.
The procedure for doing these travel orders is the same as any travel situation, as follows:
1. Volunteer determines details of travel requirements with help from CEW staff
2. Volunteer enters details of travel order into DTS (using government credit card for payment)
3. Volunteer electronically signs and submits the order
4. The order goes to the volunteer’s next level supervisor (sometimes a higher level supervisor also)
5. The supervisor(s) approves the order
6. The itinerary is sent to the government travel agency, who books the flights.
7. The electronic ticketing info is sent to the volunteer.  
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