FORSCOM Resource Management Message 140035 

SUBJECT: Non-DTS Entry Agents (NDEAs) Policy/Procedures for T-Entering DTS 

Documents 

SUSPENSE:  N/A 

POC:  Sheryl Bullette, FORSCOM G-8, Travel Branch, (910) 570-5872

1.  Purpose: This RMM defines FORSCOM's policy regarding Non DTS Entry Agents 

(NDEA) with regard to DTS.

2.  References:

    a.  Army Business Rules for DTS,  

http://asafm.army.mil/offices/FO/DtsArmy.aspx?OfficeCode=1500

    b.  DTS Document Processing Manual, 

http://www.defensetravel.dod.mil/Docs/Training/DP_Cover_and_TOC.pdf

    c.  DoD Financial Management Regulation, Volume 9, Chapter 5 

http://comptroller.defense.gov/fmr/archive/09arch/09_05.pdf 

    d.  DTS Guide to managing Travel Related Debt, 

http://www.defensetravel.dod.mil/Docs/Guide_to_Managing_Travel_Incurred_Debt.p

df

3.  Non-DTS Entry Agents (NDEAs) are DOD employees who have been designated by 

the local command authority to input and digitally sign authorizations and 

vouchers in DTS on behalf of travelers who do not have access to DTS.  NDEAs 

must be appointed in writing, given special permissions in the DTS profile, 

and closely managed. 

4.  An NDEA's primary responsibility is signing DTS vouchers on behalf of 

disconnected travelers; they do so by applying the T-Entered stamp.  DTAs must 

grant access to the T-Entered stamp in the NDEA DTS profile.  The T-Entered 

stamp signifies that a voucher was signed and allows the voucher/local voucher 

to be processed.  When creating the voucher, the NDEA must enter data from the 

traveler's signed paper voucher and certify that the data entered was claimed 

on the paper voucher.  The NDEA is not responsible for the validity of the 

voucher signed by the traveler, but is responsible for entering the data 

correctly as it is presented.

5.  The Organization's Defense Travel Administrator (DTA) or designee is 

responsible for running the un-submitted voucher report on a weekly basis.  

This report provides a list of authorizations for which vouchers have not been 

stamped "signed".  The DTA should review the report and contact each traveler, 

and request a voucher be filed immediately.   If, after multiple attempts,  a 

voucher is not filed, the DTA should contact the NDEA to initiate a zero claim 

or cancel the trip.  

6.  The NDEAs may be authorized to sign aged documents to include zeroed out 

claims and/or trip cancellations where travelers did not submit a voucher.  

During this process, NDEAs will not have a signed DD 1351-2 from the traveler.  

    a. In the "comments to the Authorizing official" (AO) on the digital 

signature page, the NDEA will input the following:  "voucher T-Entered to 

close out aged advance or ULO with no monetary amount paid".  

    b. At a minimum, two travelers and one AO notification are required before 

the NDEA initiates a zero claim or cancels the trip.  Organizations are 

required to notify the traveler at 30 and 60 days respectively.  AOs must be 

notified within 60 days.  The notifications must be uploaded in the 

substantiating records section in DTS.  

7.  Vouchers that reject as a result of system issues dealing with Lines of 

Accounting and budgets may be T-entered without routing back to the traveler 

as long as the monetary amount on the voucher does not change.  The reject 

notification must be uploaded in DTS.

8.  Advances will be processed into debts if the traveler fails to submit a 

voucher within 45 days of completing travel per the DODFMR, Volume 9, Chapter 

5.

9.  If you have additional questions/concerns, reply via the travel team DTS 

mailbox at USarmy.bragg.forscom.mbx.g8-defense-travel-system@mail.mil.
