COMMERCIAL AIR TRANSPORTATION

1. Purpose.  Provide policy and guidance to travelers for obtaining commercial air transportation to accomplish TDY.
2. Background.
a. Travel by common carrier air transportation is generally the most cost efficient and expeditious way to travel.  (C2204)

b. Government policy is that:

i. Travelers must use coach-class airline accommodations for all official business travel;

ii. Commands and travelers should determine travel requirements in sufficient time to use coach-class accommodations;  

c. DoD mandatory policy is that employees use available CTOs to arrange official travel, including transportation and rental cars (C2207 Arranging Official Travel).

d. Travel by an employee should be by the most expeditious practicable transportation mode that meets mission requirements. An employee is not required to travel via a particular transportation mode if there is a valid reason for excluding that mode if travel by that mode is precluded for medical or physical reasons. A statement on the order indicating the reason for nonuse of a transportation mode, that may otherwise appear to be the most advantageous to the Government, provides justification for travel reimbursement based on the transportation mode authorized on the order and actually used instead of the constructed cost of the otherwise apparently most advantageous mode to the Government.

e. The use of discount fares, offered by contract air carrier between certain cities (GSA Airline City Pairs Program), is advantageous to the Government and is mandatory for authorized air travel between those city-pairs.  GSA’s City Pair Program is for federal travelers on official business.  Airfares are based on one-way routes permitting agencies great flexibility in planning multiple destinations.  Under the City Pair Program, advance ticket purchases are not required, and there are no charges by airlines for cancellations or changes.  The airfares offered under the City Pair Program average a 74 percent discount off comparable commercial fares.
3. Policy.
a. Travelers must use coach-class airline accommodations for all official travel.  Travel by common carrier air transportation is generally the most cost efficient and expeditious way to travel. 

b. The use of discount fares offered by contract air carrier between certain cities (city-pairs) is advantageous to the Government and is mandatory for authorized air travel between those city-pairs.  If a contract city-pair is not available, the least expensive unrestricted fare should be used.  At ANAD (due to our location) the authorizing/order-issuing official may authorize flights out of several terminal locations such as Birmingham, AL, or Atlanta, GA IAW regulations.  The travel request attached to the approved travel order must document the rationale used by the approving official if different from transportation office guidelines.

c. The travel mode and departure location must be specified on the Travel Request.  

d. If requested deviation from transportation regulations due to special travel needs or requirements, deviation must be stated on travel orders also. Justifications must list cost effectiveness and must be IAW DODD 4500.9 and DODI 4500.42, not just for the convenience of the traveler.  Any additional expense is the traveler’s financial responsibility.


e. When a traveler is departing from a city with multiple airports (Chicago, Dallas/Fort Worth, Detroit, Houston, Los Angeles, New York, San Francisco and Washington, DC) the traveler may depart from the airport which best suit their needs unless prohibited by the travel order approving official.

4. Responsibilities. 

a. The Traveler Requestor will request the departure and arrival times that most nearly coincides with travel dates and times needed to carry out the mission.  Consideration should be given to: 

i. Mission requirements;

ii. Duty hours;

iii. Duty requirements;

iv. Lodging availability at points of origin, destination or intermediate stops;

v. The need for onward transportation;

vi. The traveler's comfort and well being;

vii. The traveler being scheduled for departures and arrivals between 0600 and 2400 unless travel during 2400 - 0600 is required by the mission;

viii. Arranging transportation so that the traveler is scheduled to arrive the day before the TDY actually begins;

ix. Scheduling the travel for a departure to enable an en route rest stop or an overnight rest period at the destination;

x. Requiring travelers to identify travel requirements in sufficient time (if known) to arrange coach-class accommodations; and

xi. Carefully reviewing requests for first- and business-class accommodations to determine if mission needs may allow for a change in travel dates to support a lower-class accommodation.

b. The traveler should determine their transportation requirements in time to reserve coach-class accommodations

c. The travel approving official will
i. Approve the departure and return airport and times after ensuring that consideration was given to the city pairs contract rate.

ii. Ensure that travel requests are submitted in time to ensure that coach-class airline accommodations can be booked or travel times adjusted to obtain coach-class accommodations.

iii. Ensure that travel requirements requested and justifications submitted are adequately explained on the Travel Request.

iv. Ensure travel orders clearly explain unusual travel requirements to avoid the appearance of favoritism or mismanagement of travel funds.

d. The travel-authenticating official will review orders and identify trends and issues for the DRM.

