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YOUR TDY LOCATION
ARRIVING : Report date on ATRRS
DEPARTING : The day after graduation 
TDY LOCATION : [OTHER], PAN
TDY : Routine
PURPOSE : Training
DESCRIPTION (5 W’s) : (example) 
 WHO: SGT STEVENS, M
 WHAT: JOTC
 WHERE: PANAMA
 WHY: ATTEND JUNGLE OPERATIONS 
TRAINING COURSE
 WHEN: 1 – 15 APR 2026
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FLIGHT INFORMATION

DEPARTING : Depart from closest 
airport to your duty station
ARRIVING : PTY - Panama City, 
Panama Tocumen International 
Airport
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IN-BOUND FLIGHT SELECTION

Select flights that will arrive at PTY 
NLT 2100 on the Report Date
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OUT-BOUND FLIGHT SELECTION

DEPARTING : PTY - Panama City, 
Panama Tocumen International 
Airport 
ARRIVING : closest airport to your 
duty station
*Students will depart the day after 
graduation, NET 1200. JOTC will 
provide transportation to PTY*
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LODGING

Select Skip booking
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PER DIEM

PER DIEM amounts will vary throughout the trip

The trip must be broken down into five (5) segments 
(First Day, Day 2, Day 3, Day 4-Graduation, Last 
Day)

Select the three dots on the First Day row
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PER DIEM AMOUNTS (REPORT 
DAY/DAY 1)

ADJUSTMENT DATE RANGE : 
Select only Report Date
MEALS : Select Receive Full Meal 
Rate
DUTY CONDITIONS : Select 
Quarters Available
LODGING COST : Input 0.00 

Click Save Adjustments
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PER DIEM AMOUNTS (DAY 2) 
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next trip segment
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PER DIEM AMOUNTS (DAY 2)
ADJUSTMENT DATE RANGE : 
Select only the day after the Report 
Date
MEALS : Select Meals Provided At 
TDY Location
   Select Breakfast, Lunch, Dinner
DUTY CONDITIONS : Select 
Quarters Available
LODGING COST : Input 0.00 

Click Save Adjustments
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PER DIEM AMOUNTS (DAY 2) cont.

TRAINING TYPE : Active Duty 
Training
QUARTERS AND MEALS 
AVAILABLE : Quarters And Meals
Click Save Adjustments
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PER DIEM AMOUNTS (DAY 3) 
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PER DIEM AMOUNTS (DAY 3) 

ADJUSTMENT DATE RANGE : select 
only the second day after the Report 
Date
MEALS : Select Receive Full Meal 
Rate
DUTY CONDITIONS : Select Quarters 
Available
LODGING COST : Input 0.00 

Click Save Adjustments
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PER DIEM AMOUNTS (DAY 4- 
GRADUATION) 

Select the three dots on the 
next trip segment
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PER DIEM AMOUNTS (DAY 4- 
GRADUATION) 

ADJUSTMENT DATE RANGE : 
select the range of the fourth day 
through graduation day
MEALS : Select Meals Provided At 
TDY Location
   Select Breakfast, Lunch, Dinner
DUTY CONDITIONS : Select 
Quarters Available
LODGING COST : Input 0.00 

Click Save Adjustments
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PER DIEM AMOUNTS (LAST DAY) 
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PER DIEM AMOUNTS (LAST DAY) 

ADJUSTMENT DATE RANGE : 
Select only Report Date
MEALS : Select Receive Full Meal 
Rate
DUTY CONDITIONS : Leave all 
options unselected
LODGING COST : Input 0.00 

Click Save Adjustments
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EXPENSES TAB REMINDERS

Ensure travel from home to initial departure airport, and final arrival airport to 
home are accounted for (either milage or commercial transportation)

Ensure to add estimated parking cost at airport if authorized

Keep copies of all receipts for voucher submission
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ACCOUNTING
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ACCOUNTING CODES : Select Add 
LOA

Input unit provided and authorized LOA
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PRE- AUDIT
LODGING NOT USED :
Reason Codes : Select Add 
Reason Code  
Input Military Lodging Provided
Justification To Approving 
Official: Input SM will be staying at 
JSCG-P LODGING and JOTC 
lodging. Lodging is provided.
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SIGN AND SUBMIT

Ensure this DTS Authorization is routed and approved through all levels

* In order to comply with State Department country entrance 
requirements, follow detailed Part II instructions on the JOTC-P 

Welcome Letter * 
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