



          DRAFT

IMPLEMENTATION PROCESS

 Air Force Action Plan

Start Date.  Tasks identified below are arranged chronologically in reference to D-DAY, the travel contract phase-in date for each Air force Wing location/site.  The earliest set of actions occurs at D-180, approximately six months prior to contract phase-in.

TASK
STARTDATE
ACTION
COMPLETE

1.  *Comptroller/ POC for the Defense Travel System (DTS)

 --select DTS Action Officer and report the name, rank/grade, organization, telephone, e-mail address, and mailing address to SAF/FMBOT
D-180


Air Force


2.  *DTS Action Officer select/report the

Defense Travel Administrator,  name, rank/grade, organization, telephone, e-mail, and mailing address to SAF/FMBOT (provide list of functional area POC’s)

-- request “Help Desk” dedicated telephone line
D-180
Air Force


3.  *Establish a Wing Steering Committee for the implementation of DTS

-- Chairperson– Comptroller (see charter)
D-180
Air Force


4.  *DTS Action Officer select/report DTS Training POC to SAF/FMBOT/Air Staff
D-120
Air Force


5.  *SAF/FMBOT/Air Staff team visit/brief Wing/Senior Leadership on the Defense Travel System 
D-100
Air Force


6.  *DTS Action Officer organizes/brief  DTS Implementation Team roles and responsibilities 

 (FM- SC- LT/LV-DP- PA)
D-95
Air Force


7.  *DTS Action Officer initiate weekly implementation meeting with DTS Team
D-90
Air Force


8.  *DTS Action Officer brief Wing personnel on DTS concept and tasking

 -- brief Squadron Commanders/First Sergeants on the roles and responsibilities
D-90
Air Force


9.   *DTA  identify manpower requirement to support the DTA function
D-90
Air Force


10.  *DTS Action Officer/DTA  select site for DTA function
D-90
Air Force


11.  *DTA identifies facility and equipment requirements for recurring training

-- ensure computers, printers and communication lines are in place and operational
D-90
Air Force


12.  *DTA  initiate “Help Desk” Operation
D-90
Air Force


13.  *DTA  select personnel for the “Help Desk”
D-90
Air Force


14.  *DTA  establish “Help Desk” function
D-90
Air Force


15.  *Commanders appoint in writing Organization DTA POCs  and  --

 -- Authorizing Officials must receive training and be appointed in writing (see letter examples)
D-90
Air Force


16.  *DTA/ODTA identify Authorizing Officials (AO) and Travelers for population in the Common User Interface (CUI)

-- prepare traveler’s profile survey sheets
D-90
Air Force


17.  *DTA identify individuals to be trained (“Train-the-Trainer”) concept

-- ODTAs from high traveling organizations should attend the initial “TTT” sessions
D-75
Air Force


18.  *DTS/Action Officer report DTS status update 
D-75
Air Force


19.  *PMO/Vendor provide DTS training for DTA/ODTAs identified for trainers
D-60
Air Force


20.  *Public Affairs Office initiate publicity campaign on the Defense Travel System

 -- begin media promotional – using material provided by the Program Management Office (PMO)  
D-60
Air Force


21.  *Vendor provide personnel data download for population of the CUI

-- PMO coordinate CTO/TMO transition 

    under new contract award at D-Day
 D-60
Air Force


22.  *DTA and ODTA needs to develop Phase–In  Implementation Plan for installation by organization

 -- select the top travelers(use Government credit card user list) – and recommend (5) high traveling organizations for the initial implementation upload
  D- D-60
Air Force


23.  *DTA/ODTAs identify and forward lists to the LRA action for issuing of Private Keys to the DTA/ODTA’s/trainers, and TMO POCs
D-60
Air Force


24.  *DTA update and maintain data profiles for users in the CUI

 -- travelers or ODTAs needs to update personal preference data as required
D-50
Air Force 




25.  *DTS Action Officer notify and brief RA’s and the Financial Working Group on DTS

 -- define Budget Office role/responsibility

-- define RAs role/responsibility

 -- define AO’s checkbook role and responsibility 
D-45
Air Force


26.  *DTA/ODTA DTS begin briefing and training for the travelers and AOs

 -- coordinate briefing on LRA/PKI  for digital signature procedures - see DISA Web site
D-45
Air Force


27.  *DTA  coordinate with LRA in issuing one-time password to allow users to generate Private Keys for DTS Access
D-30
Air Force


28.  *DTA  identify facility and equipment for recurring training classes
D-30
Air Force


29.  *DTS Action Officer/DTA review Pre-Implementation Procedures:

  --ensure equipment for DTS installation i.e. telephone lines, PC’s, printers, servers are operational and training is provided

 -- validate installation data base for accuracy

 -- validate users profile date, i.e. EFT, lines of accounting, checkbook loads, and routing/review 
D-25
Air Force


30.  *Installation PAO initiate full media blitz, i.e. base newspaper, handouts and briefings on DTS
D-14
Air Force


31.  *DTA/ODTAs begin execution of Phase-In Plan by Organizations and high volume travelers

 -- review changes, add/delete personnel, routing scheme to organizations, load targets – establish checkbook by org
D-14
Air Force


32.  *DTS Action Officer/DTA execute Implementation Plan by Organizations
D-10
Air Force


33.  *DTA perform Quality Assurance on data files
D-5
Air Force


34.  *Vendor verify operational DTS  connectivity between the software and CUI

 -- perform preliminary system testing and evaluation

 -- coordinate with DFAS/OPLOC for initial processing through the CUI
D-5
Air Force


35.  *Steering Committee via Comptroller report system  readiness capability through MAJCOM/POC and SAF/FMBOT  by e-mail notification
D-DAY
Air Force


36.  *DTA conduct over-shoulder training at the ODTA units as required
D+3
Air Force


37.  *DTA repeat Implementation Plan for other users/organizations
D+10
Air Force


38.  *DTS Action Officer conduct “Customer Service Surveys”

 -- perform surveys analysis on DTS operability and users satisfaction

 -- crossfeed information through Command/Air Staff and SAF/FMBOT
D+25
Air Force


39.  *DTA evaluate system performance, problems, crossfeed, and lessons learned

 -- DTS Action Officer conducts QAE meetings with functional POCs

-- report information/findings through Command/Air Staff, and SAF/FMBOT
D+30
Air Force


40.  *DTS Action Officer should complete implementation phase of all potential users- declare DTS as preferred method for official TDY travel
D+90
Air Force








