							12/1/11
AIRFARE Q&As
1. As an employee traveling on official business, what are the requirements for booking airfare?
Employees traveling on official business must:
1. book their airfare through ADTRAV (FTR, Chapter 301-50.2);
1. procure their airfare using the centrally-billed account (CBA)                          (FTR, Chapter 301-51.100); and
1. utilize contract city pair fares when available unless an exception applies           (FTR, Chapter 301-10.106).

1. How do I procure airfare through ADTRAV?
Airfare is automatically charged to NOAA’s CBA via the Line Office accounting shown on the approved travel authorization.  In order to be ticketed, you will need to either e-mail or fax your travel authorization to ATRAV as soon as it is approved, but no later than 2 – 3 business days prior to travel in order to be ticketed for airfare. Please visit NOAA Travel Regulation (NTR), Chapter 301-2 for more information.  ADTRAV will not process a ticket for you if the 

a)  travel authorization does not include the “Document History” page which is the last page of the authorization; and 
b)  CBA Obligation number does not appear in block 8 of the travel authorization.	

3)   How can I secure lower airfare in times when I cannot process a travel    
      authorization in the Integrated Travel Manager (ITM) system due to system
      unavailability or in emergency circumstances? 

Employees who need to secure lower airfare in times when a travel authorization cannot be processed in Integrated Travel Manager (ITM) due to system unavailability are authorized to use the hard copy CD-29 form. CD-29s used in this interim process must include one of the italicized justifications in the comments section of the CD-29 and must contain a ink signature approval. The TMC will not accept a CD-29 without proper justification and ink signature approval. Note: employees will need to re-enter the authorization into ITM once the system is available and prior to voucher submission. Authorizations re-entered into ITM will not need to be sent to the TMC. 
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4) What if I’m ordered to perform emergency travel, after hours, and cannot process a travel authorization to submit to ADTRAV for ticketing?
ADTRAV will issue you an airline ticket without an approved travel authorization when you are ordered to perform emergency travel, after hours.  Employees who have a J.P. Morgan Chase (JPMC) Government travel card should use their travel card to procure airfare under these emergency circumstances.  ADTRAV will assist employees who don’t have a JPMC Government travel card by charging NOAA’s CBA without an authorization.  However, you will be required to provide ADTRAV with an approved travel authorization the very next business day.  
5) How soon can I procure airfare through ADTRAV?

Contract city pair fare tickets may be issued three (3) business days prior to travel, provided ADTRAV has an approved travel authorization.  Employees may request that the contract city-pair fare be issued earlier, not to exceed 30 days prior to travel.  Please note, contract city-pair fares will not increase in price and are good for the entire fiscal year that they are published.  
Non-refundable and non-contract fares expire if not ticketed within 24 hours. It is important to ensure that the approved travel authorization is received by ADTRAV within the 24-hour period otherwise the fare will expire and the reservation will cancel. Please note that each time a nonrefundable ticket is rebooked after a cancellation, the Department is assessed an additional charge in the form of a debit memo.

6) As an employee traveling on official business for the government, what type of airfare am I required to book?

As an employee traveling on official business for the government, you are required, per FTR, Chapter 301-10.106 to use contract city pair fares when available, unless you fall under one of the exceptions under #16. 
 
7) Where do I find a listing of the contract city pair fares?

Click on the following link for a listing of the contract city pair fares:
http://apps.fas.gsa.gov/citypairs/search/
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8) [bookmark: wp1203731][bookmark: wp1203841]What are the exceptions to using contract city pair fares?
You may use a fare other than a contract city pair fare when:
1. Space on a scheduled contract flight is not available in time to accomplish the  
      purpose of your travel, or use of contract service would require you to incur  
      unnecessary overnight lodging costs which would increase the total cost of the 
      trip;
1. The contractor’s flight schedule is inconsistent with explicit policies of your Federal department or agency with regard to scheduling travel during normal working hours; 
1. A non-contract carrier offers a lower fare to the general public that, if used, will result in a lower total trip cost to the Government (the combined costs of transportation, lodging, meals, and related expenses considered);
1. Cost effective rail service is available and is consistent with mission requirements; or 
1. Smoking is permitted on the contract air carrier and the nonsmoking section of the contract aircraft is not acceptable to you.

9) What requirements must I meet in order to use a non-contract fare? 

1. Before purchasing a non-contract fare you must meet one of the exception requirements listed in #14 and show the specific exception on your travel authorization to use a non-contract fare; and 
1. If the non-contract fare is non-refundable, restricted, or has specific eligibility requirements, you must know or reasonably anticipate, based on your planned trip, that you will use the ticket; and 
1. Your authorizing official must determine that the proposed non-contract transportation is practical and cost effective for the Government; and 
1. You must provide ADTRAV with a signed itinerary acknowledging acceptance of the non-refundable fare prior to issuance of the ticket.

10) Are there fees associated with non-contract/non-refundable fares?

Yes.  Non contract/non-refundable fares carry certain restrictions and have specific eligibility requirements.  Note that for every change/cancellation made after
the purchase of the non-contract ticket, the airline(s) will charge a change/cancellation fee and ADTRAV will charge a transaction fee . Because change/cancellation
fees associated with non-contract fares may be significant, the employee and
authorizing official must know or reasonably anticipate that the employee will
use the non-contract ticket before authorizing it on the travel authorization. If
an employee's itinerary or schedule is likely to change, the use of a seemingly 
attractive non-contract fare may quickly cease to be a prudent choice when
compared to the flexibility inherent in a contract city-pair fare.  
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11) What are the change/cancellation fees?

Change/cancellation fee for domestic nights may range up to $150 per
change. Change/cancellation fees may range up to $300 per change for
international flights depending on the carrier.

12) Who is responsible for the change/cancellation fees for non-contract/non-  refundable fares?

In the event of an unanticipated change/cancellation in schedule made for official reasons or necessitated by circumstance beyond the employee's control or of an emergency nature, the Government is responsible for all costs associated with the ticket and the
authorizing official must specifically authorize the fees on the travel authorization or on the travel voucher. In the event of a change/cancellation in schedule made for the personal preference or convenience of the employee, the employee is responsible for all costs associated with the ticket. 
13) When can I take advantage of a lower cost capacity-controlled coach class contract       fare (MCA, QCA, VCA, etc)?
Anytime a contract city-pair carrier offers a lower cost capacity-controlled fare (MCA, QCA, VCA, etc.) in addition to the city-pair fare, you should use the lower cost capacity-controlled fare when it is available and meet mission needs. 
[bookmark: wp1203881][bookmark: wp1203865][bookmark: wp1203987][bookmark: wp1203760][bookmark: wp1203923][bookmark: wp1203924][bookmark: wp1203765][bookmark: wp1203767][bookmark: wp1203768][bookmark: wp1088805]
This exception does not apply if the contract carrier offers the same or lower fare and has seats available at that fare, or if the fare offered by the non-contract carrier is restricted to Government and military travelers performing official business and may be purchased only with a contractor-issued charge card, centrally billed account (e.g., YDG, MDG, QDG, VDG, and similar fares) or GTR where the two previous options are not available;  
14) [bookmark: wp1088815][bookmark: wp1088819]May I use contract city pair fares for personal travel? 
[bookmark: wp1088821]    No. 

15)  Do I report unused or partially used tickets to ADTRAV?

Yes. You must report unused or partially used electronic tickets and return any unused
paper tickets to ADTRAV immediately.  Paper tickets have monetary value so guard
them carefully.  If lost, the refund window can be as long as 90 days.  Some airlines
charge a lost paper ticket fee of $70 - $100.  Amtrak does not have a refund policy in
place for lost tickets, and therefore will not refund any monies. 
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16) How do I purchase airfare when personal travel is being taken in conjunction 
       with official travel? 

Both your travel authorization and official airline ticket must only show from your           official duty station, to the official TDY site, and return to your official duty station; it cannot include any personal points of travel. Once the official ticket is issued, it is the employee’s responsibility to turn it into the airlines for a new ticket that will include the personal points of travel. This also applies to situations where an employee chooses to turn a connecting flight into a layover and there is no additional cost to do so. Please note, employees are responsible for any additional costs, including change and cancellation fees, and paper ticket fees, as a result of rebooking the ticket.

17) How do I procure premium class tickets?

Please visit our website for information on procuring premium class tickets:
http://www.corporateservices.noaa.gov/finance/TR.301-10.pdf 


18) What are the rules for the Fly America Act?

See FTR, Chapter 301-10 for the Fly America Act rules: http://www.gsa.gov/portal/ext/public/site/FTR/file/Chapter301p010.html/category/21868/#wp1088896.  
Use the following ‘Justification” when using a foreign carrier: http://www.osec.doc.gov/oas/travel/FOREIGN_FLAG_AUTHORIZATION_FORM.pdf 		

19) What airport must I use if I live near multiple airports?

If the traveler lives within commuting distance of two airports that have city-pair contract airline service, the traveler should use the airport that will be most advantageous to the government in terms of most expediency and cost effectiveness. Although rare, exceptions to using the lowest cost airport in a multiple airport area are: 
a. Time constraints; 
b. Weather; 
c. Cost, including loss of productive time; and, 
d. Safety. 
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