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Travel Pitfalls to Avoid

TDY Orders

· Once your rotation is confirmed, students can prepare your DTS Travel Authorization immediately thereafter. At a MINIMUM, travel authorizations must be submitted at least 2 weeks before a rotation starts.
· A travel authorization sits in the student’s DTS queue until the student electronically signs it. Reviewing Officials and the Approving Official are unaware of its existence. 

Lodging

· Students need to call the Bachelor Officer Quarters (BOQ) at their upcoming rotation site at least 2 weeks before a rotation starts to confirm/cancel their lodging reservation. The University has contracted quarters at Tripler Army Medical Center (TAMC) and Naval Medical Center Portsmouth (NMCP). As such, students do not enter a lodging expense when creating a travel authorization for these destinations. Students must enter the lodging rate for the BOQ at all other locations.
· If your spouse or anyone else intends on accompanying you on a rotation, you must first clear this with the respective BOQ beforehand. While most BOQs do not permit family members to stay with students, many installations have Temporary Lodging Facilities (TLFs) that do permit families. Whether a student opts to stay at a TLF or a hotel, they will only be reimbursed an amount NTE the cost of lodging at the respective BOQ. The names of family members are not to be included on TDY orders. There is no guarantee that the students will be able to obtain TLF lodging. If so, it may only be only on  day-by-day basis. Some installations impose an additional fee for family members to stay with the student traveler (e.g. the TAMC BOQ charges $5/per person per day). The student bears this additional expense. For TAMC, all students who intend on having family members stay with them and are sharing the suite with another student, will need to have the other student email Mrs. Smith and let her know that it is okay for their suite mate’s family to share the suite during the rotation.
· If you are considering purchasing/renting a home afar and claiming it as a lodging expense, please contact your respective Company Commander beforehand to discuss the implications. 

Messing
· When creating your travel authorization, students are to indicate that government messing (breakfast, lunch, and dinner) is available at all rotation sites (with the exception of TAMC and NMCP). As such, students will be entitled to a messing rate of $12.80/day. The proportional meal rate for TAMC is $31.80/day and NMCP is $26.00/day .
· Students are encouraged to scout out hospital and government messing facilities (e.g. location, operating hours) upon arrival or immediately before reporting to a new rotation site.

Transportation
· Flying is the default mode of transportation to and from out of town rotation sites.

· When flying, all airline tickets for your rotation must be purchased through DTS or by calling the University’s Contracted Travel Office (CTO) Carlson WagonLits at WRAMC (202) 882-0303.   Students must select a flight from one of the first two left tabs appear on the “Select Flight” screen when creating the DTS travel authorization. Provided that an available flight appears in the first two tabs, students are free to choose their airport as long as the difference in cost is not more than $100 from the airport selected and the cheapest one.   Please ensure you select the same airport that you flew out of to return to. If you don’t pay attention, you can easily find yourself returning to BWI when you intended to return to Dulles.

· The student MUST electronically sign their DTS travel authorization within 24 hours. If not, any online reservations (most notably airline reservations) will be lost. The CTO reviews all travel reservations before the DTS travel authorization is sent to the appropriate Reviewing Official. Contractually, Carlson has 24 hours to review these reservations. Please plan accordingly. 

· Upon obtaining the requisite approvals beforehand, students may take leave en route to their next rotation site. This typically occurs during the summer and winter breaks. Any additional travel costs related to the leave is borne by the student. When doing so, students should schedule their flight in DTS as if they were flying directly from the University to the next rotation site on the Sunday immediately preceding the rotation’s start. If taking leave en route, students should contact the respective airlines directly and negotiate their existing airline ticket be used as a credit towards two more airfares (e.g. a student’s next rotation is San Diego and they desire to take leave en route in Chicago; the student should book a flight in DTS for the Sunday before the rotation starts for a flight (with government airfare) between DC and San Diego; upon approval, the students should call the appropriate airlines and request this ticket be applied towards a credit for them to fly from DC to Chicago and then from Chicago to San Diego). Upon submitting their travel vouchers, students will only be reimbursed for the cost of the initial airfare (i.e. from DC to San Diego in the example just provided).   If the airline will not allow any change to the ticket then the student must use the authorized ticket for the official travel and make arrangements to go on leave and return from the TDY site or the University.  Any personally purchased tickets for personal convenience such as leave will not be reimbursed.  The only receipt authorized for obtaining reimbursement for your official airfare is the e-ticket or e-invoice you’ll receive from Carlson.
· It is possible for students to take their POV to their rotation site. However, they must indicate their desire to do so in their DTS travel authorization; complete a DTS Constructive Travel Worksheet (CTW); and realize that their transportation reimbursement will not exceed the cost of government airfare and a few other incidentals (which are reflected in the CTW).

· Students should print their travel itinerary and confirm their flight status before reporting to the airport.

· Students are authorized rental cars at a couple of the rotation sites. Unless otherwise authorized by the School of Medicine Travel Coordinator (Mrs. Deborah Smith), a “compact” car is the default rental car class. Mrs. Smith will e-mail students entitled to receive a rental car before the start of a rotation informing them of such. The rental car is be utilized by a small group of students for “official use only” (e.g. going to and from the BOQ to the MTF and traveling for meals).

Travel Dates
· The Sunday immediately preceding the start of a new rotation is the default day of travel (regardless if the individual is flying or driving). If the student desires to depart on any other day, they need to route a leave request through the affected clerkship supervisor and the USU Office of Student Affairs (OSA) before submitting it to their Company/Squadron Commander for approval. Also, leave periods must be reflected in the DTS travel authorization (with $0 entitlements on these dates).

· Students may take a PASS at a rotation site. As with the University, it cannot exceed 4 days and it must be routed through the affected clerkship supervisor and the USU OSA before submitting it to their Company/Squadron Commander for approval. One caveat is that a PASS CANNOT be taken in conjunction with travel. 

· Students should know their rotation dates beforehand. These are posted on the USU School of Medicine website. Please bear in mind that the first 3 days of the Surgery rotation and the first week of the Family Medicine rotation are held are USU.

Travel Vouchers
· Students should submit their DTS travel vouchers within 5 duty days upon completion of a clinical rotation. By doing so, students should stay off of the monthly “pre-suspension list.” The pre-suspension list is furnished to the University on a monthly basis by the government travel card bank (currently Bank of America) delineating cardholders with outstanding balances 45 days past due. Without exception, students are expected to make these payments (either by submitting their travel voucher in a timely manner or paying out-of-pocket and awaiting reimbursement) before they are 60 days past due. Failure to do so will result in your government travel card being suspended; future out-of-town rotations may be jeopardized; and you may be confronted with disciplinary action).

· Remember to keep all receipts for expenses > $75. An exception is laundry/dry cleaning expenses. Students are authorized to be reimbursed for laundry/dry cleaning expenses NTE $2.00/TDY day. Students must provide receipts substantiating these expenses if they are being claimed.

· Students should submit the “Virtually There” receipt they receive form Carlson Wagonlit to substantiate their airline expense.

Communication
· Students are expected to provide their respective Company Commander/First Sergeant with their contact information within 5 duty days of starting a new rotation. Each of the Company Commanders/First Sergeants will send out an Excel spreadsheet delineating the requisite information that is to be provided.

· When in doubt, ask. Please do not hesitate asking your respective Company Commander/First Sergeant if you have any questions, comments, or concerns afar or if you are confronted with an “emergency leave” situation. They are accessible 24/7. Every student should have one of the calling cards providing all of the Company Commander/First Sergeant contact information.

· MSgt Huntington is currently the default DTS Reviewing Official. During his absence, the other First Sergeants serve as his alternate. Mrs. Smith is the DTS Approving Official. During her absence, the Company Commanders serve as alternate Approving Officials. If you are unable to contact any of the Company Commanders, please contact the Commandant for assistance.
Professionalism
· You are all commissioned officers. As such, you serve as ambassadors for each of your services and the University. Students are expected to maintain their professionalism 24/7. 

· If you need assistance, please do not hesitate to contact your Company Commander or OSA (if clinical in nature).

Good Luck as you commence the next phase (and second half) of your medical school training!
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