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TRAV - L B L LE r 1 #04, FYIO 

SUBJECT: e of Non -C ntract Far and Amendm nt to DOt' Trm'el Handbook 

EFFECTIVE DATE: Immediately 

EXPIRATION DATE: Effeclive umil canceled or uperseded 

PURPOSE: This bulletin serves I ) 10 clarify DO travel pol icy related to the us of non
contract fares , and 2) to encourag prudent use of authorized, non-refundable or restricted 
fares, wh ich may pI' vide a busin 55 convenience and pot nti al cost sa ings to the 
Depart men!. 

BACKGROUND: 

Federal Tra\Cl Regulation: - xceptions to the mandatory U ' fcontract city-pair fares are 
listed in ihe 'ederal Trave l Re')ul ation (FTR) 

F R § 301-10.1 07 Ii {the xceptions: 

(a) Space on a scheduled c nt racL night is not a ailabJe in time to accompli h 
the purpose of your travel, or usc of contract servic would require you to incur 
UllJ1eCessary 0 ernight lodging 0 IS which \ ould increase the t tal cost of the 
tl'ip: 

(b) The contractor', fli ght schedule is ineon i ten l with explici t polici\;; of 
your Federal Depart ment or agency with regard to schedulillg travel during 
nomlal working hour. ; 

(c) A nOll-contract arrier o ffers a lower fare to the general public thaL ifused, 
will re ult in a lower total trip cost to the Go emment (tb combined costs of 
[rru) ' portation, lodging, meals. and related expenses con idered); ote to 
paragraph (c): Thi exception does n t appl if the contract carrier ofTers the 



same or lower fare and has seats available at that fa re or if the fare offered by 
the non-contract ca rrier is restricted to Governm ent and mi litaty tra e lers per
form ing o fficial business and may b purcha ed only with a contractor-i -slled 
charge card, central ly billed account (e.g, YDG, MDG, QDG, VD() , and 
similar fares) or GTR where the two previoll ., pt io ns a re not availab le' or 

(d) Cost effec ti ve r il ervice is available and is consisten t with mi SlOn 
req ui rern .Ilts. 

FTR § 30 \ - \ 0 .1 08 lists requirements whic h must he met to use a non-contract fa re : 

(a) Be fo re purchasing a non-con tract fare you must m et o ne of the excepti on 
requirements listed in §30 \-1 0 . 107 and how api roval on your lravel 
authorization to us a non-contract lare: and 

(b) I f the n o-contract Car i non- refundable, restricted, or ha spec i fi e 
eligibility req uireme nts vou must know or rea onably anticipate, based on 
yo ur planned Lrip. that you w ill us the Ii ket: and 

(c) Your agency mu t determine that the proposed non-contract tran ~ portation 

is practical and cost effective for the Go vell1ment. 

Nott: [0 §30 1-10.1 08: Carrier preference is not a val id reason fo r using a non
contract fare. 

PROVISION: DOC Travel Hal1dbook .. § C"O I- 1 0 .1 1 - - 17 are rep laced w ith this wording: 

DOC § C301-10.1IS 

(a) Exceptions to the use of contract city-pair fares. The au thorizin o fficial 
may authorize an employee to us a non - Onll"ac t fare as long as the em ployee 
In ts one of the exceptions to the u of contract c it.y-pai r fares listed in 
Federal ravel Rep,ulation S "'01 - 10.107. T he ex eption justi fyin g the u e of a 
non-contract fa re m ust be stated on (he travel authori zation . Costs or p nalties 
incurred fro m unauthorized use of a non- 'ontract fare ar borne by the 
employee. 

(b) Fees assessed when using non-contract/noo-refuodable fares. Non
contractfnon-re fundab1. fares carry certain re tricti ns and have speci fic 
e ligibility requiremen ts. ote that for every chan ge/cancellation made after 
the purchase of th non-contract ticket, the airl ine(s) will charge a 
change/cance ll at ion fee . and the ravel Management Cen ter (TM ) (i.e ., 
AdTrav or SATO) will charge a transaction fee . Because change/cancellat ion 
fees associated wi th non-contract fares may be ign i til:ant. the employee and 
authorizing official must kn w or reasonab l .. an ti cipate that the employee wjll 
us the non-contract ti cket before authori zing it on the travel authoriz tion. If 
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an emplo ee' s itin raryor chedule i li kely to change, the us of a eerningly 
attracti ve non-c ntract fare may quicklv cea e to be a prudent choice when 
compared to the flex ibil ity inherent in a contract city-pair fare. 
Change/cancellation fee for do mestic nights may range up to $1 50 p r 
change. Change/cancellation ft e may range up to $30 per change fo r 
international flights dep nd ing on the carrier. 

(c) Responsib ility for extra costs. In the vent of an unantici pated 
change/canceIJati n in chedule made for offic ial reasons. or necessitated by 
circumstance beyo nd the employee ' s control. or o f an mergency nat ure. the 
Government is re. ponsible fo r all costs a sociated with the ti ket. and the 
approving fficial mu t specifi cally authori z the e co t n either an amended 
tra el authorization or on the travel voucher. In the event fa 
change/cancellation in chedule made f r the personal preference of the 
employee. the mploy e is respon ible for all costs as ociated with the ticket. 

(d) Wben to process an amendment to the travel authorization. When an 
employee makes a chang to a non-cont ract ticket ba ed on o ffici a l neces it 
which increase the cost of th n .w tick t. an amendment to the travel 
authorization addi ng the difference in fare , as well as the applicable change 
fee(s) is rquired. 

For additional guidance see Al1achment A: Proc dures for Schedul ing Trav I with Non
Contract Carriers and Non-Refundabl<:: Fare '. 

OFFICE OF COMMERCE SERVICES: Maril yn Stoll, Associate Director. Office of 
Commerce Services, Mstoll _,doc.gov, 20_-482A43" . 

PROGRAM MAN GER CONTACT JNf'ORMA T ION: Tri lla Bee, Acting Chief, 
Travel Management Division. Tboy e@doc.gov. 202-482- 1818 . 

... 
.) 



Attachment A 
Trave l Bulletin #04. FY I 0 

Procedure fI r chedLiling T ra el ith on-Contract Carriers 
and n-Refundable Far s 

he fo llowing procedures and guideline are prov ided Lo help the prudent>mploy e chedu le 
travel that includes authorized non-contact fares, minimize chang Icance llation [e S, and 
when possible. gen rate s vings for th D partm nt. 

I . Authorization of non-contract fares. When using a non-contract fa re, and a city
pair fare is available. ensur that the applicable excep tion ju tifyillg a non-contract 
far is tated on the trave l authorizatio n. Additiona l! ,the mployee mu t pro ide the 
TMC all itinerary s igned by the authori zi no official acknowledgi ng the acceptance of 
the non-refundable fare prior to issuance of the ti cket. 

2. Where to make travel arrangements. With an approved travel authori zation, 
employees mllst use the T ra I Management en t r (T f ) (i.e" AdTra or SA TO) 
or. where availabl e. the On-l ine Booking Engine (OB ) ( i.e. , FedTra et r ) fo r making 
all travel arrangement . Employee are not authorized to make o fficial tra vel 
arrangements through ao "on- line comm fci al travel agenc y" r with an ai rline 
directly . (Note: The TM and OBE contracts requiTe that the employee is first 
offered the contrac t city-pair fare . An emplo lee may r que t the agent to provide 
additional options for non-contra t ra re. An employe using the 08 may elect the 
non-contract fare.) 

3. Form of payment. mploye - must u. a Government form of payment 'Nhen paying 
fo r airfare . i. e .. the G vernment-i ued centrally-billed account (CBA) or. in the event 
of unusua l circumstances. the employee 's co ntrac tor-i sued Government travel charge 
card (current ly the JP Morgan Chase trave l card ). 

4. How to confirm reservation/tickets. D uring the reservati on proce s, employees \-vill 
rece ive an itil1 I'M..; ' It i important to verit the accurac of the re ervat ion by 
checking ove r the itinerary . Once the itinerary i verified . an approved travel 
aut.horization along with the signed itin rar , must be sen t to the TM or OB in 
ord r to purchase ti cket , Once tick led , employees w ill r ceive an invoice that 
con fi rms that th ticket has b n ucce sfully purchased/tid, ~ted. The invoice 
guarantees the fare and n t th itinerary . It is important to verify th ac umey of th 
invoice and to noti fy the T M immediately regard ing an error( ). 

5, Expiration date fo r non-refundable fal"es. on-re fundabl fa rt:: expire if not 
ticket d withi n 24 hours. It i imp rtant to ensu.re that the approved travel 
authori zation is received b the Me within the 24-hour period. otherwise the fare 
will expire and the reservation wi ll cancel. PI ase note that each time a non
refundabk ticke t is reba ked after a cancella tion. the Department is a sessed an 
addit ional charge in th fo rm f a debi t min , 
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