Travel Procedures for DAU Travel

KEY POINTS TO REMEMBER TO RECEIVE DAU TRAVEL FUNDING:
1. You must occupy a designated acquisition position.

2. The course you are attending must be mandatory for certification

3. TRAVEL WILL NOT BE PROCESSED VIA THE DEFENSE TRAVEL SYSTEM (DTS)

NACC is responsible for registration and travel for Defense Acquisition University (DAU) training.  DAU provides NACC the necessary travel funding for DON civilian and military students to attend mandatory certification courses.  NACC issues a travel order (DD1610) to eligible students that provides the essential funding to include commercial air/rail, privately owned or rental cars, per diem and other appropriate expenses consistent with DOD Joint Travel Regulation (JTR).
DAU has not migrated to the Defense Travel System (DTS); therefore, you will not be able to use DTS when attending DAU courses.  When using DAU centralized travel funding, you must follow the procedures below.                          

ELIGIBILITY FOR TRAVEL FUNDING

In order to be eligible for DAU travel funding, you must meet one of the following requirements:
1. Occupy a designated acquisition position
2. Be a military member with orders to an acquisition position (enroute)
3. Be an acquisition designated enlisted member for Level I Certification, or drilling reservist in a unit designated by the Director, Acquisition Career Management (DACM) as an acquisition workforce test unit
NOTE:  The course you are attending must be mandatory for certification.
REQUESTING TRAVEL FUNDING AND ORDERS

When you are given a reservation for a DAU course, an enrollment notification will be emailed to you verifying eligibility for travel funding.  Forty-five calendar days prior to the class start date, you will receive an email reminding you to log onto Register-Now to complete and submit your travel worksheet.

Local Travel:  When your class is held within your local commuting area, it is considered local travel.  Local travel is defined as less than 45 miles from your home or duty location.  Commands have agreed to provide all travel funding for local travel; therefore, you will simply need to contact your command for orders and funding.
TDY and Return Travel:  You must contact your local SATO or travel office for lodging accommodations, rental car reservations if needed, and air line tickets if flying.  Please use the cost estimates you receive from your SATO/travel office to complete your travel worksheet.  When government lodging exists at the location of your class, your SATO/travel office must first contact the BOQ or Navy Lodge for billeting accommodations.  If a room is available, you will receive a confirmation number.  If not, you will receive a non-availability number and your SATO/travel office will make commercial billeting arrangements for you.
NOTE:  If you are attending classes at Kettering, OH, you will not need to ask your SATO/travel office to make billeting arrangements.  The Air Force will set aside a block or rooms for students.  Please call (937) 257-3451 one week prior to your class start date to confirm billeting information.

SUBMITTING TRAVEL WORKSHEET: 
Access the Register Now site (www.Register-Now.cms.navy.mil):

1. Locate Student Action Menu
2. Select Student Travel Menu
3. You will be prompted to verify your address
4. On the next screen, click on the course number you will be attending
5. Complete the worksheet
6. When finished, click the red submit button at the bottom of the page
If special accommodations are required, please annotate these in the comments section of your travel worksheet.
You will have the opportunity to review your request before sending it to NACC.  You must receive an on-screen confirmation to ensure your travel worksheet is received at NACC.  Your current status will change from “NEW (not received at NACC)” to “PENDING (received at NACC).”  If you do not see this change reflected, you will need to resubmit your worksheet.
Once NACC receives your worksheet, it will be reviewed and a DD1610 travel order will be emailed to you along with three attachments:

1. DD Form 1351-2, claim form
2. List of “Do’s and Don’ts”

3. NACC Travel Settlement FAX Cover Sheet

NACC will apply DON and JTR policies as appropriate when issuing orders.  Your order will provide two electronic signatures.  You must obtain a third, original signature in block 18 of your order before you proceed to class.  A supervisor’s signature is sufficient.  You must print all attachments and review each before proceeding to class. 

REQUESTING AN AMENDMENT

If you require an increase in funding or other changes to your order, you must request an amendment through Register-Now.  To submit your amendment request:

1. Log onto Register-Now (www.Register-Now.cms.navy.mil)
2. Select Student Travel Menu from the Action Menu

3. Follow on-screen prompts

4. When you see, “No worksheets are available…” STOP

5. Look at the bottom of your computer screen

6. Notice the band of blue option bars

7. “Amendment” is second in from your left, click it

8. Select the course to be amended by clicking it

9. You are now in your amendment form

10. Remember to state your reason in the comments/remarks block

11. When your amendment form is completed, click submit

NACC will email your amendment; you should attach it to your original order.  Your command is not permitted to amend your order.
FILING YOUR TRAVEL CLAIM

Within 5 calendar days of your return, you must complete the DD1351-2 claim form.  You must obtain a local signature in block 21a of your claim form; your supervisor’s signature is sufficient.  You will then need to submit your claim to your local Personnel Support Detachment (PSD) or Defense Finance and Accounting Service (DFAS).

Your package must include:

1. A copy of your order, DD1610

2. DD1351-2, claim form

3. Airline itinerary (if applicable) showing the cost of your flight
4. Lodging receipts

5. Rental car and gas receipts (if applicable)
6. All other receipts for expenses in excess of $75

Commands may reimburse you for any expenses not covered by centralized funding in accordance with their local policy.  All related documentation must be locally prepared and executed.  You or your command will be required to reimburse NACC for any expenses incurred that were not authorized or are subsequently deemed inappropriate by NACC.  
CLOSING YOUR REGISTER-NOW TRAVEL ACCOUNT

After your claim has been processed and you have been reimbursed, you must provide NACC with the following documentation to close your Register-Now travel account:
1. NACC Travel Settlement Fax Cover Sheet

2. Travel Voucher Summary (normally printed from MyPay website)

3. DD1351-2

4. DD1610

5. Airline itinerary showing the cost of your flight (if applicable)

6. Lodging receipts

7. Rental car and gas receipts (if applicable)
8. All other receipts for expenses in excess of $75

You must FAX or email all documentation to NACC for account closure.  NACC fax number is (717) 605-2295.  The NACC fax number and email address to use can be found in block 16 of your travel order.  NACC will review your package and close your account.  If there are questions regarding your processed claim, a NACC representative will contact you.  If your processed claim is not received by NACC within 35 calendar days of the class end date, you will receive a reminder email requesting that you fax/email your package.  If it is not received within 60 calendars days of the class end date, you and your supervisor will receive another reminder email.  Students with open travel accounts from previous DAU training may lose eligibility for future travel funding.  It is strongly recommended that you retain a copy of your complete settlement package.
Travel Summary

PLEASE READ BEFORE PROCEEDING TO CLASS
DOs
1. Review your travel order and familiarize yourself with items that have or have not been authorized, including number of days of travel.

2. Obtain a local signature (usually your supervisor) in block 18 of your DD1610 
3. Complete Block 3 of your DD1610.

4. Use your local SATO/travel office for reservations for lodging (with the exception of Kettering OH), rental cars, and etickets.
5. Provide a copy of your travel order to your local SATO/travel office before proceeding to class.  Your eticket for airfare will not be purchased unless you provide a copy of your order to your SATO/travel office.  (Self-purchase of airline tickets will not be funded.)

6. Submit your travel claim to your local PSD/DFAS to be settled and for reimbursement.

7. Return unused airline tickets to your local SATO/travel office for credit.

8. Fax your complete travel settlement package to NACC after your claim has been settled and you have been reimbursed.  FAX # 717/605-2295.

9. Log onto MyPay website, https://mypay.dfas.mil/mypay.aspx, to print a copy of your travel voucher summary if you do not receive one from your PSD/DFAS.  This website refers to the travel voucher summary as a “Travel Voucher Advice of Payment (AOP).”

DO NOT
1. Do not make your own travel reservations for lodging, rental cars, or etickets.  You must use your local SATO/travel office for all reservations (with the exception of lodging at Kettering OH).  NACC will not amend your order to authorize the reimbursement of expenses when travelers fail to use their SATO/travel office.

2. Do not self-purchase airline tickets.  NACC will not amend your order to authorize the reimbursement of self-purchased airline tickets.

3. Do not proceed to class without having an order in-hand and providing a copy of the order to your SATO/travel office.

4. Do not amend or modify your travel order.  If an amendment or modification is needed, you must log onto Register-Now to request the amendment.

5. Do not give your travel order number or line of accounting to any other traveler for their use.

6. Do not use a travel order for any other class than the class for which it was issued.

7. Do not submit your travel claim to NACC for settlement and reimbursement.

8. Do not discard your travel settlement package.  Travelers are advised to retain copies for 6 ½ years.

