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Travel Using the Government’s Contract City-Pair Air Fares and Non-Contract Air Fares
(including non-refundable air fares)


Effective September 1, 2011, the Department will allow the purchase of non-refundable air tickets for official travel within the 48 contiguous states, when deemed most cost-effective to the Government and when such purchase is offered to the general public, within the authority of the Federal Travel Regulation (FTR), section 301-10.107 (c).  All air-travel arrangements must be arranged by calling the Department’s Government-contracted Travel Management Center (TMC).

This notice attaches policy guidance which must be used when determining the cost-effectiveness of travel and when arranging air travel using non-contract air fares in accordance with the exceptions stated within the FTR.  This guidance must be used by travel approving and authorizing officials and travelers in determining a cost savings to the Government.

Everyone’s cooperation is continually encouraged to reduce travel costs and to protect the interest of taxpayers when planning and executing travel.  In some situations, significant cost savings accrues to the Department when travel is booked using non-refundable tickets.  

For more information on the FTR policy for use of the Government’s contracted city-pair fares, you may refer to http://www.gsa.gov/ftr, click on “FTR and Related Files” and refer to sections 301-10.106 through 301-10.110. 

If you have any travel policy-related questions, please e-mail Umeki.thorne@hq.doe.gov, or questions relating to arranging travel, please contact your Government-contracted TMC.





Effective Date:  September 1, 2011


SUBJECT:  Travel Using the Government’s Contract City-Pair Air Fares and Non-Contract Air Fares (including non-refundable air fares)

________________________________________________________________________

This notice provides policy and guidance to all Departmental elements, including the National Nuclear Security Administration (NNSA) on the use of the Government’s contract city-pair air fares and non-contract air fares (which include non-refundable air fares).  This policy document must be used when determining the cost-effectiveness of travel and when arranging air travel using non-contract air fares in accordance with the exceptions stated within the Federal Travel Regulation (FTR).  This guidance must be used by travel approving officials and travelers in determining a cost savings to the Government when purchasing air fares for official travel.  This notice does not apply to DOE Contractors. 

1. Government’s contract city-pair air fares (GCCPF):  As required within the Federal Travel Regulation (FTR), Part 301-50, the Government’s E-Gov Travel Service will be used for all travel arrangements.  This includes the use of the Department’s Travel Management Centers (TMC). 

The GCCPF will be used for all official Government travel when it is deemed most cost-effective for the Department. GCCPFs offered between certain cities are to the Government’s advantage.  The uses of the GCCPFs contain a great deal of flexibility for official DOE travel. Some of the benefits of the GCCPFs include:

· Tickets are fully refundable
· Fares priced on one-way routes, permitting DOE to plan multiple destinations
· No advance purchase required
· No minimum or maximum length or stay required
· No charge for cancellations or changes
· Last seat availability
· No blackout periods
· Non-stop service is available in 95 percent of the locations where non-stop service is offered

2. If a GCCPF is not available along a route, a traveler should consult with the Department’s contracted TMC to find the lowest fare possible that will allow the traveler to accomplish the mission requirements.  

3. Use of non-contract fares:  In accordance with the FTR, §301-10.107, there may be times when the use of non-contract air fares (including non-refundable air fares) are the most cost-effective means of travel.  However, due to the restrictions relating to non-refundable air tickets, the Department shall not approve or authorize non-refundable tickets for international travel.

Use of a non-refundable fare may be approved/authorized for travel when:

a. Seating on the scheduled GCCPF flight is not available in time to accomplish the purpose of travel, or use of a contract service would require the traveler to incur unnecessary overnight lodging costs that would increase the total cost of the trip;
b. The GCCPF flight schedule requires travel outside of normal working hours;
c. Rail service is available and such service is more cost-effective and is consistent with the mission of the trip; or
d. Use of a non-contract fare is offered to the general public and not specifically to Federal employee

NOTE:  Use of non-refundable tickets must be arranged by contacting the Department’s contracted TMC.  When booking a non-refundable air fare 30-days or more prior to your scheduled trip, the ticket must be arranged through the Centrally Billed Account (CBA) and not placed on the Government-issued travel charge card. 

Determining Cost Effectiveness of Using a Non-Contract Air Fare : DOE has established internal controls that must be followed prior to purchasing a non-contract air fare (including non-refundable fares) for official travel.  These controls are:

1. The approving official (supervisor) must determine that use of a non-contract fare is practical and cost effective to the Government. 
2. [bookmark: _GoBack]When purchasing a non-refundable air fare, it is the approving official’s responsibility to ensure that the traveler reasonably anticipates, based on the planned trip, that the non-refundable fare will be used (see note below); and
3. The non-contract fare is not offered by a Government-contracted air carrier at the same price or lower fare along the same route based on guidance provided by the TMC.

Note:  Changes in non-contract fares can result from $100-$150 for every change/cancellation.  Travelers should be very confident prior to approval to purchase a non-contract fare that the travel itinerary will not be changed and that the trip will not be cancelled based on their personal convenience. 

Liability
1. The traveler is financially responsible for the full cost of a non-contract fare when a trip is canceled for the traveler’s own personal convenience;

2. The traveler is financially responsible for any penalty or change fees assessed to a non-contract fare, when such changes are due to the traveler’s personal convenience;

3. The traveler is financially responsible for the full cost of any ticket purchased outside of the DOE TMC; and

4. Department accepts all conditions, penalties, and fees associated with non-refundable airfare as long as the traveler incurs these conditions, penalties and fees in good faith in the performance of official business and not based upon personal convenience.

Note :  The approving official has the authority to determine if such changes were for the traveler’s personal convenience.

Travel Authorization:  The travel approving official (supervisor) retains the authority to authorize a lesser airfare (non-contract fare to include non-refundable fare) when deemed most cost-effective to the Government in compliance with the terms of this notice.

The travel authorization (TA):

1. You must state (in the Remarks section, # 22) that use of a non-contract fare is deemed most cost-effective to the Government. You must also state the cost of the GCCPF in this box; and
2. Item #15 you must show “No” to indicate that the traveler is on a non-contract carrier. 
Contact:

1. You must contact DOE’s TMC to arrange all non-refundable tickets; and
2. You must e-mail a copy of the approved TA to the TMC to request the non-refundable ticket purchase (for headquarters employees: doetravel@adtrav.com).

Note:  HQ travelers must create and update their profiles with AdTrav prior to arranging any travel. For more information refer to:  http://www.management.energy.gov/administrative_services/travel.htm

To obtain more guidance on completing a TA while arranging travel on a non-refundable air ticket, see instructions at https://in-gotravel.doe.gov/GovTrip
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Control Environment 

All Departmental elements, including the National Nuclear Security Administration (NNSA), should periodically review the effectiveness and use of non-refundable fares within its organization.  The control environment should encourage employee awareness of the existence of controls, regulations, policies, and their individual responsibilities.  Departmental offices should also appoint an individual to monitor and oversee all travel vouchers to ensure that its organization is achieving travel cost savings.

The employee and approving official are fully aware of all of the terms and conditions of the ticket.  Approving officials will ensure that non-refundable tickets are reused for official business on a future trip and are not used by an employee for personal travel in the unanticipated event that the ticket is not used for the planned trip. 

Approving officials must maintain a record of unused tickets. 
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