
Renée Dishon 

Travel Officer



NPS Travel Office

Good Morning!!



WHY?



Because you asked….

Information Sharing

• Policy Changes

• Process Improvements



Please hold your questions 
until after the presentations.

Thank you.



Jim Egerton

DTS Instructor



New Travel Features

• Integrated Lodging Pilot Program
– Preferred lodging will be required (like contract flights)

– Pilot sites at beginning

– Late May-Early June

– Applies to non-DoD conferences

• Updating GTCC info with new chip and PIN GTCC
– Profile needs to be updated

– Travel Office will promulgate procedure



New Training Requirement  

• Requirement by DoD Financial Management 
Regulations

• DTMO TraX “Programs & Policies – Travel Policies”

• Required to be completed by all travelers before 
traveling, starting 1 July
– Must retake every three years

• Travel Office will track completion

• Also required by AO’s and ODTA’s



Vinny Carr

Travel Assistant



Non-DoD Conference Update 

• NPS Guidance 

• Changes to Procedure

• Updated Documentation Requirements



NPS Conference Process
NPS Non-DoD Conference Process
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Phase

1. Traveler(s) 
determine need 

to attend/
present at a non-

DoD hosted 
conference

2. Non-DoD 
Conference 
Request and 
conference 

agenda 
submitted to 

Non-DoD 
Conference 
Tracker wiki

3. Child page 
created for the 

conference being 
requested.

4. Travelers 
wishing to attend 

will add 
themselves to 

the existing 
conference 

request 
worksheet.

Informed via wiki comment

6. Conference 
POC coordinate 

travel 
information and 

prepare 
necessary 

documentation.

7. Documents 
submitted to 

Dean/Director/
Provost for 

review.  Draft 
conference 

memo

9. Assess 
accuracy and 
compliance 

with 
guidance.

10. Conference 
reviewed and 
prepared for 

President.

11. 
Determine if 
conference is 

mission 
essential

12a. Signed and sent 
to external approval 

authority. END 
PROCESS

YES

12b. Conference 
Denied. END 

PROCESS

NO

5. Determines 
when 

processing 
must be 

initiated/
appropriate.

8. Submit 
documents to 

conference child 
page on/via wiki

Documents:
1. Non-DoD Conference Workbook
2. Cost Comparison (if applicable)

Wiki will be restricted 
to comments and 
document uploads



Documents

• Non-DoD Conference Request

• Conference Agenda

• Conference Worksheet

• Cost Comparison Worksheet

• Conference Request Memo

• Conference Approval Memo



Conference Request

• Initiates Process

• No signature required

• Editable on wiki

• Slight changes 

• Submit with conference agenda



Conference Workbook

• Compiles Traveler Costs

• Generates the Following:

– Majority of Brief Sheet

– Conference Breakdown



Conference Worksheet



Conference Brief Sheet

• Majority Filled by Worksheet

• Copy/Paste Info from Request

• Required Entry:

4-Conference Dates 12-Lodging Location/Cost

9-Trip Duration 15-Meals Provided

10-Host Agency 16-Conference Fees

11-Number of NPS Attendees 18-Cost Reduction Efforts

Conference POC Information



Cost Breakdown



Cost Comparison Worksheet

• When Requesting 
Rental Car or ALE

• Compares:

– Rental Car Cost

– Actual Lodging Cost

– Daily Taxi Fare

• Costs Generated in 
Workbook



Conference Guidance

• Explanation of Process

• Defines Roles

• Explains Documents

• Explains Process

• Clarifies Approval 
Authority



Oversight

• Packages Reviewed by:

– Conference POC

– Dean/Director

– Travel Office

– Chief of Staff

– Provost

– President NPS



Role of Wiki

• Remains Central to Conference Activity

– Communication/Notification

– Document Maintenance

– Coordination

– Status Updates

– Document Retention



Key Elements

• All cost reduction measures must be employed

• Timely Submission = Timely Approval

• Cross-Departmental Cooperation

• Oversight



Benefits

• Traveler Flexibility

• Better Advocacy for Travelers

• More Control Over Conference Processing

• Standardized Guidance and Expectations

• Simplified Document Processing



DEMONSTRATION

WIKI

https://wiki.nps.edu/dashboard.action


• Traveler Training 

Goal Effective Date 07/01/15

• Student ‘s Authorizations and Vouchers 

Goal Effective Date 07/01/15

• Non-DoD Conferences 

Goal Effective Date 05/04/15



Questions?


