U.S. Army Acquisition Support Center/Defense Acquisition University (USAASC/DAU) 
Student Travel Procedures 
The U.S. Army Acquisition Support Center (USAASC) is tasked with managing training quotas and the travel budget for mandatory training sponsored by Defense Acquisition University for the Acquisition, Logistics and Technology Workforce.   When determined to be in the best interest of the Government, compact rental cars will be authorized for students attending training. When transportation is provided by the training activity/school, a rental car will not be authorized with DAU funds. Students requesting rentals cars must provide the total cost of a compact car estimated by their servicing Contracting Travel Office (CTO). The cost of a car for length of class, including all mandatory fees and taxes and fuel estimates, shall be placed on the order as a Not to Exceed (NTE) cost. 

  
Due to the length of PMT 352B and PMT 402 training, only shared rental cars are authorized.  The driver, shared driver or passenger must annotate “shared by” in the remarks block on the travel orders.  Mid-size or larger cars may be authorized based on the number of students sharing the vehicle. USAASC/DAU Budget Office will assist students with finding someone to share a vehicle if necessary. (Local mileage is not authorized with POV's.) 


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.  Taxis are also available.  Classes are conducted at DAU Campus, 33000 Nixie Way, 92145, Building 50, 1st floor, San Diego, California.   DAU has an agreement with the base that permits students to stay on the installation.  When making reservations, you must indicate you are attending DAU classes.  Lodging rate on base is $33 per night.  For reservations, call (619) 524-5382, (DSN 524) Monday through Friday. The registrar’s telephone number is (619) 524-2995, (DSN 524). Students who choose not to stay on the base will be required to obtain funding from their organization/unit. 

  
Rental cars are not authorized at Taegu, Korea using DAU funds.  Shuttle buses are available throughout the day to get to and from class and for obtaining meals. 

  
Rental cars are authorized for students with medical profiles that justify the need. (In some cases, rental cars are authorized to students from the same organization who will be assisting the medically-profiled student.) 

If your command authorizes expenses not authorized by USAASC, your fund certifying officer must send an email, PRIOR to start of travel and preferably simultaneously with your travel order application, containing your name, class ACRONYM (i.e. CON 100), 
class start/end date, fund cite and the specific authorizations your command is funding (and NTE amounts if applicable). Email address is usaasc.daubudget@conus.army.mil. Your fund cite with authorization(s) will be included on the basic order or an amendment thereto (issued by USAASC). 

   
USAASC does NOT fund: 

· Return trips to Permanent Duty Station (PDS), unless cost advantageous; 

· Dual lodging; 

· Official or personal local and long distance phone calls; 

· Faxing and internet expenses; 

· Mailing costs; 

· Calculators, Notebooks, Paper;

· Taxis to obtain meals or to/from classes;

· Excess baggage; 

· Vicinity mileage (in some areas); 

· Rental cars (allowed in most areas); guidance available on AITAS/ATTRS site;

· Electric blankets, space heaters, fans; 

· Airline terminal parking costs exceeding cost of two one-way taxi fares (IAW JTR); and  

· Cost of insurance for rental vehicle not otherwise included in the basic agreement (IAW JTR). 


For assistance with lodging arrangements not covered in this guidance, contact Lodging Success Program at 1-866-363-5771, web address:  http://www.lodgingsuccess.com 

  
Obtain travel advances (and file travel claims) with your servicing finance office. Requests for a travel advance should be faxed to (317) 275-0135 /DSN 699-3914.   Submit travel advance request form with your DD Form 1610, TDY Orders.

  
An advance can be requested anytime PRIOR to travel but will not be processed until 10 days prior to departure.  Government sponsored charge cardholders are not entitled to advances except in rare instances.  To obtain the Travel Advance Request Form access the web address:   http://www.dfas.mil/travelpay/armytravelpay/AdvanceChecklist.pdf
  
When you return from TDY, file your claim (DD 1351-2) with your servicing finance office.  

a.   If you are not a member of the Army Reserve or National Guard, submit your claim [DD1351-2 (must include Reviewing Officer signature)] and attachments to DFAS ROME via mail, fax, or scan and e-mail.   Mail:  DFAS Rome, ATTN: Travel, 325 Brooks Rd, Rome, NY 13441,   Facsimile numbers are COMM: (317) 510-3914/3913/6213; DSN:  699-3914/3913/6213.  Scan/E-mail to DRO-ArmyTravel@dfas.mil

b.    Army Reserve and National Guard students must mail all TDY claims with DFAS Indianapolis.   DFAS Travel Pay Services ATTN: Dept 3700 8899 E. 56th Street Indianapolis, IN 46249.  For questions and inquiries e-mail

DFAS-IN.Travel@dfas.mil.  For additional information access the web address: http://www.dfas.mil/travelpay/travelpayservicinglocations/reserveandnationalguardtravelcontactinfo.html
  
All students may access the Interactive Voice Response System (IVRS): 

1-888-332-7366 or DSN: 699-0300, available 24-hours a day, 7-days a week. (Requires Social Security number and myPay PIN number.).  

Travel Customer Help Desk: 1-888-332-7366 or DSN: 699-0300, is available Monday through Friday 7:30 AM to 6:00 PM (Eastern Standard Time). OCONUS students shall call DSN 699-0300. 

  If your orders contain more than one fund cite, file only one complete voucher with one finance office. 


 If you have any questions about processing travel orders or filing claims, please contact the USAASC Travel Help Desk at DSN 655-2778 or Commercial:  (703) 805-2778; e-mail:  usaasc.daubudget@conus.army.mil.


Students with class/course reservations will be e-mailed a complete student package from DAU 60 days prior to the class start date. The student package will provide training site information, including building location and start time. If you do not receive the student package, you may contact the individual identified as the POC at web address http://www.dau.mil/schedules/schedule.asp. Click on your course number, and then scroll to your assigned/reserved session. To e-mail the POC, click on the email address. You may also find information about the DAU course and site locations at web address http://www.dau.mil/ or call 703-805-4579.


This guidance rescinds all previous guidance.  
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