ACCOUNTING DATA ON TRAVEL ORDERS

As you are all aware, we have had many problems with the lines of accounting data on our Centrally Billed Accounts (CBAs) .   It is the travel clerk’s responsibility to verify accounting data inserted into itinerary invoices by our contractor SatoTravel at our various CTO offices.   To assist you in performing this function, I felt it might be helpful to have more information on how a “basic” line of accounting data is constructed.  

TDY TRAVEL

Basic Structure consists of nine code elements:

1. Appropriation – 7 digits  

2. Subhead – 4 

3. Object Class – 3

4. Bureau Control Number – 5

5. Sub allotment – 1

6. Authorization Accounting Activity – 6

7. Transaction Type – 2

8. Property Accounting Activity – 6

9. Cost Code – 12

10. Standard Document Number – 15 

Sample:  

AA 1701804.70FA 210 68553 0 068688 2D 000139 685530AE001E     SDN:  N6855300TO00139
  Note:  Some commands show two lines of accounting on their orders.  Some begin their appropriation 

  with the letter AA and some with AB.  If your not sure which line of accounting to use, call the  

  command.  

Appropriation

17 – Department of the Navy

0 -  Fiscal Year

1804 – type of money being used, i.e. OM&N or 1319 would be for RDT&E

Subhead

70FA- command major claimant & purpose of travel

Object Class

210 - identifies the nature of service where  money is being expended.  Most travel orders will

         show “000”.  

Bureau Control Number  (BCN)        

68553- UIC of command or funding activity
Sub allotment

0 – This is always a 0 (constant)

Authorization Accounting Activity (AAA)

000139 – UIC of the DFAS accounting activity designated to perform the accounting for an allotment. 

Transaction Type

2D – This designates “travel” (i.e. 1k would be for per diem), may also be 2F or 6C

Property Accounting Activity

000139 – Tango number as assigned by command

Cost Code

685530AE001E – consists of

    68553 – command UIC

    0 – Fiscal year

    A – indicate type of traveler 

    E001– Job order

    E – expense element 

Standard Document Number 

N6855300TO00139

   N – Navy

   68553- command UIC

   00 – fiscal year

   TO – stands for Travel Order

   00139 – tango number (note that one “0” is dropped from the actual Tango number. 

Note:  commands may construct the cost code and SDN differently based on type of travel, funding or the type of accounting system being used.    

QUALITY CHECK ON CTO RESERVATIONS

1. Ensure each code element contains the correct number of digits as indicated above.

2. The first position of the AAA should always be a zero, not a letter.

3. BCNs – when the BCN is 66715 the Transaction type should be AB, for 77777 the 

Transaction type should be 2F, for 68342 the type should be 6C.

The following are items that will “stop” the CBA account from being paid.  Please ensure the following:

1. DO NOT put PCS travel on your TDY CBA account or visa versa. 

2. Standard Document Numbers –
a. Make sure there is an SDN

b. Make sure the SDN has  “15” digits

c. Make sure the 7th and  8th  positions show the fiscal year .  

Note:  for civilian PCS travel the fiscal year might not be current.  It may show the fiscal year

 that the orders were originally funded.

           d.     Make sure the 9th and 10th positions  show  the letters “TO” and not T zero.  

