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Travel Reservation (General) Q&As
1) What mode of transportation am I required to use when performing official temporary duty (TDY) travel? 
As an employee traveling on official TDY travel, you are required by Federal Travel Regulation (FTR), Chapter 301-10.5 to travel by common carrier transportation which includes airline, train, ship, or bus. 
2) As an employee traveling on official TDY, how do I book my travel reservations?
FTR, Chapter 301-51 requires employees to utilize a Travel Management Service (TMS) provider when booking travel arrangements (airfare, rental car, and lodging accommodations) for all official government travel.  ADTRAV is the Department of Commerce’s (DOC’s) TMS provider.
3) Why do I have to book my travel reservations through ADTRAV? 

Booking official travel through ADTRAV ensures consistent procedures, increases compliance with travel policies (City Pair Fares, Fly America Act, Premium Class Travel), standardizes reporting, and provides Agencies the ability to respond to inquiries/investigations effectively.  ADTRAV only books travel reservations that comply with the FTR, Department of Commerce (DOC) Travel Handbook, and NOAA Travel Regulation (NTR).  
4) How do I contact ADTRAV to book my reservations?
You may either e-mail your reservation request to ADTRAV or call them directly.  Click on the following link for ADTRAV’s e-mail address, phone numbers, and hours of operation: http://www.corporateservices.noaa.gov/~finance/RESERV.Offices.html 
5) Do I have to call ADTRAV to make changes or to cancel a reservation?
Yes.  You must contact ADTRAV to make changes or to cancel a reservation.  Please note: ADTRAV cannot see changes made directly with the airlines.
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6) Will I be required to fill out a profile form?
Yes, ADTRAV will require you to have a “REZ Desk Profile” on record prior to booking any travel reservations.  The Rez Desk Profile will provide them the information required to book official travel reservations for you.  Information includes ticket delivery, address, phone number, e-mail address, charge card number, preferred airport, frequent flyer numbers, preferred seat request, preferred hotel arrangements, and any special needs you may have.  Please visit our ADTRAV website under “RezDesk” for more information on how to create a “Rez Desk Profiles” on-line. 
7) How do I confirm reservations/tickets?

During the reservation process, employees will receive an itinerary.  It is the employee’s responsibility to verify the accuracy of the reservation by checking over the itinerary. Once the itinerary is verified, an approved travel authorization must be sent to ADTRAV in order to purchase tickets.  Once ticketed, employees will receive an invoice that confirms that the ticket has been successfully purchased/ticketed. The invoice guarantees that the fare has been ticketed, not the itinerary.  It is important to verify the accuracy of the invoice and to notify ADTRAV immediately of any errors.

8) Does ADTRAV charge a fee for their services?
Yes, ADTRAV charges a transaction fee based on the type of travel service they provide.  Transaction fees are subject to increase each fiscal year.  ADTRAV does not receive a commission or any other compensation when providing travel reservation services to Federal employees.   The best practice for reducing transaction fees is to minimize flight changes. Additional transaction fees are not charged unless a ticket is reissued and most airlines require reissuance of the ticket even if the change is minor. The individual airline policy determines whether or not the issuance of a new ticket is required. The employee will be advised, at the time of the change, if a new ticket is required and if an additional transaction fee will apply. 

9) Does ADTRAV provide after hours service?
Yes, calls made after normal hours of operation (8 am to 6:00 pm local time) will be forwarded to the Call Center as an “after hours call” and assessed an additional “after hours fee” in addition to the transaction fee charged for the ticket.”After hour calls” should only be made under emergency circumstances.   
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