Hotel Inquiry for TDY Travel
Guidelines for Completing DTS Voucher

Based on the information provided by the hotel, use the flowchart below to determine the appropriate action for reporting
breakfast in DTS. Be sure to attach the completed Hotel Inquiry form along with your lodging receipt. Contact Resource
Management at 354-6286 with any questions.

Which box was marked on
the Hotel Inquiry?

Claim total of room and breakfast Claim only room charge as lodging

charges as lodging in DTS. DO NOT in DTS. DO NOT mark breakfast as
mark breakfast as provided. rovided.
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