ATTACHMENT I


SECTION C: DESCRIPTION/SPECIFICATION/WORK STATEMENT


C.1  GENERAL.





C.1.1 The contractor shall furnish all management, supervision, personnel, supplies, materials, administration, training, documentation, vehicles and equipment necessary to perform the management and operation of a contracted travel office (CTO) as defined herein.  This requirement is in support of the U.S. Army Aviation and missile Command (AMCOM), Space and Missile Defense Command (SMDC), Reengineered Automated Travel System (RATS) users and any tenant activities requesting travel service support from AMCOM's Transportation office.  Performance shall be in support of the workload data provided in Appendix I.





C.1.2 Due to projected base closures and realignments, the Government cannot forecast how the revenue for official Government travel will be affected; therefore, prior to a major addition and/or deletion of supported activities, the Government will provide the contractor with a 60-day written notice of the change.  Upon implementation of a Defense Travel System (DTS) regional contract, the Government will provide the contractor with a 120-calendar day written notice that this contract will be terminated at no additional cost to the Government.





C.1.3 PRINCIPAL PERIOD OF PERFORMANCE.





C.1.3.1 The principal period of performance for this contract is 0730 - 1630, Monday through Friday, excluding federal holidays.  Operating hours may be modified as agreed to by the KO/COR.





C.2 DEFINITIONS AND ACRONYMS.





C.2.1 A listing of definitions and acronyms is provided in Appendix II.





C.3 GOVERNMENT FURNISHED PROPERTY (GFP)/EQUIPMENT (GFE) AND SERVICES AT NO COST UNLESS INDICATED OTHERWISE.





C.3.1 The Government wil1 furnish a computer and printer for each location for the contractor's exclusive use for interfacing with RATS.  The government will issue paper for use in these printers when required to support RATS users.
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C.3.2 GOVERNMENT FURNISHED FACILITIES.





C.3.2.1 The Government will furnish approximately 1,457 square feet of office space located in Building 4488 on Redstone Arsenal and 570 square feet of office space at SMDC on Wynn Drive for use by the contractor at no cost.





C.3.3 GOVERNMENT FURNISHED COMMUNICATION SERVICES.





C.3.3.1 The Government will furnish the existing telephone lines in the government provided space.  The cost of activating and maintaining telephone service to existing lines shall be borne by the contractor.  The contractor, at contractor expense shall install additional lines and connections as necessary to support a 800 emergency customer assistance line.  The contractor shall be listed in the Redstone Arsenal Telephone Directory as "The Commercial Travel Office".





C.3.4 GOVERNMENT FURNISHED UTILITY SERVICES.





C.3.4.1 The Government will furnish utility services currently installed in the facilities provided as GFP.  Utility services to be provided are electricity, gas, water, sewage and steam.  The Government will provide an air conditioning system to meet operability needs of the Contractor's computer reservation system (CRS).  The Government will maintain humidity 10-80 percent and temperature 50-80 degrees.





C.3.5 OTHER GOVERNMENT SERVICES.





C.3.5.1 The Government will provide other services as necessary to support contractor operations in Government provided facilities such as:





C.3.5.1.1 Custodial services at the same level and frequency provided to other Government administrative areas.





C.3.5.1.2 Garbage pickup on a weekly basis.


C.3.5.1.3 Pest control services.





C.4 CONTRACTOR FURNISHED PROPERTY.





C.4.1 The contractor shall furnish and maintain all equipment, materials, tools and vehicles required in the performance of this contract.





C.4.2 The contractor shall use a computer reservation system (CRS) that provides reservations and ticketing (acceptable to air/rail providers) to support the services required by the Government as identified in this PWS.  The contractor shall provide services in event of CRS failure.





C.4.2.1 The contractor's furnished CRS shall be capable of auditing passenger name records (PNRS) as soon as they are booked for the lowest applicable fares and/or lower cost alternative routings.  The contractor shall provide a preticket audit system that periodically checks lowest available fare prior to ticketing.  The system shall be capable of automatic rebooking on the same flight to take advantage of lower fare basis.  The system shall incorporate a form of alert notification to contractor personnel in those instances where a lower fare may exist on any alternate flight.  Related services such as advance seat assignment, direct access and last seat selection shall be provided by the contractor.  The system shall have the capability to clear wait listed seat requests up to time of departure.





C.4.2.2 The contractor shall provide a CRS terminal to the COR for use in monitoring.  Print capabilities shall be provided through shared contractor CRS printers.  The terminal shall be capable of accessing the PNRs booked at Redstone Arsenal and SMDC.





C.4.2.3 The contractor shall provide ITO personnel charged with monitoring contractor performance formal CRS operator training.  Training may be conducted on-site at Redstone Arsenal or at a carrier's learning center.  If training is on-site, the training will be provided by a CRS expert, be scheduled and in addition to the training agenda developed by the contractor, the government may request training on specific issues.  If the training is at a carrier's learning center, the travel and lodging will be provided by the contractor.  Training by either method requires the hand-out of training manuals.  travel and lodging at a carrier learning center; using full time CRS vendor instructors and a full range of learning aids such as system hardware and training manuals.  Training shall commence within 30 days of contract implemtation.





C.4.2.4 The contractor shall provide an automation interface (back office system) capable of generating the management information reports and the Government Travel System billing tape as required in paragraph C.7. This automation shall be capable of interfacing with the CRS system(s) used to provide reservation and ticketing services and produce a consolidated input for the management information report.





C.4.2.5 The contractor shall provide interior signs to identify contractor location within the building and services (i.e. ticketing/reservations).  The contractor shall obtain approval through the COR prior to displaying/hanging signs or before performing any type of renovations.





C.5 PERSONNEL.





C.5.1 The contractor shall provide sufficient and qualified on site management, supervisory, technical, administrative and clerical personnel to accomplish the requirements of the contract.





C.5.1.1 The contractor shall provide on-site computer technician support (level II) with experience in application programming, developing, maintaining and troubleshooting the contractor's interface and hardware used to support the RATS program and for technical support for the report requirements of this PWS.  On-site computer technician support is required immediately within the hour by phone or physically on-site within 24 hours when the problem cannot be corrected by telephone.





C.5.1.1.2 The computer programmer/technician (level II) is subject to the crime control act of 1990, as such shall submit a criminal history background check and possess a favorable National Agency Check (NAC).  The contractor shall advise personnel of proposed disciplinary action, decertification or refusal to hire if such action is based upon disqualifying, derogatory information in a suitability investigation.  The KO shall be notified of any questionable findings.





C.5.1.1.3 The contractor shall provide an on site manager who shall have full authority to act for the contractor.  The manager shall be responsible for the overall management and coordination of the contract and shall act as the central point of contact with the Government.  Another individual may be designated to act as the manager in his/her temporary absence.  The name, home telephone number of the manager and a designated alternate shall be provided to the KO/COR within two days weeks of contract award.  The listing shall be updated within two working days when changes occur.





C.5.1.2 Contractor's technical personnel shall be capable and qualified in their specialty fields (to include 3-5 years air travel experience).  A maximum of 2 agents with less than 3 years experience is acceptable.





C.5.1.3 Contractor personnel shall be able to read, write and speak English fluently.





C.5.2 EMPLOYMENT.  The contractor shall not:





C.5.2.1 employ a foreign national who is not lawfully employable in the United States under the Immigration and Reform Act.





C.5.2.2 assign a foreign national to a position that requires use of a computer with access to a local area network in accordance with (IAW) AR 380-19.





C.5.2.3 employ any person who is an employee, former employee or office of the United States Government, or member of the military service if the employment of that person would create a potential conflict of interest, unless such person seeks and receives approval for such employment IAW the Standards of Ethical Conduct for Employees of the Executive Branch, Title 5, Code of Federal Regulation (CFR) 2635 and DOD 5500.7R.





C.5.3 LABOR RELATIONS.  The contractor shall:





C.5.3.1 provide for the performance of the services required by the contract in the event of a work stoppage by contactor employees.





C.5.3.2 provide a strike contingency approach IAW Section L of the solicitation.  The strike contingency approach will be evaluated/approved and made an attachment to the resultant contract.





C.5.3.3 notify the Contracting Officer (KO) within 2 hours after being officially notified of a planned or unplanned work stoppage by contractor employees.





C.5.3.4 implement the approved Strike Contingency approach as soon as a planned work stoppage occurs or-within 4 hours after an unplanned work stoppage occurs.





C.5.3.5 notify the KO 30 days prior to commencement of any collective bargaining agreement negotiations.





C.5.3.6 not interfere with performance of contract services by Government personnel or another contractor when contract performance has stopped due to a labor strike or other work stoppage.





C.5.4 SMOKING IN DEPARTMENT OF THE ARMY (DA) OCCUPIED BUILDINGS AND FACILITES.





C.5.4.1 The contractor shall comply with the provisions specified in AR 600-63, Chapter 4, and AMCOMR 1-36, AMCOM Policy No. 1-15.





C.5.5 SAFETY AND FIRE PROTECTION.  The contractor shall:





C.5.5.1 develop, manage and implement a comprehensive safety and fire protection program to prevent accidents and preserve the life and health of contractor personnel involved in the performance of the contract and Government personnel receiving services provided under the contract.  This program shall comply with the provisions of the Occupational Safety and Health Act (OSHA), Environmental Protection Act (EPA), federal, state and local regulations, the provisions of AR 385-10 and AMC and AMCOM supplements, AR 385-40 and supplements, AMCOMR 210-2, Appendices B & W, AR 420-90 and National Fire Protection Association (NFPA) Codes and Standards.





C.5.6 SECURITY.





C.5.6.1 See Section H of the contract for security requirements.





C.5.7 MOBILIZATION/EMERGENCY OPERATIONS.  





C.5.7.1 The contractor shall provide quick response travel services as described in this section when supporting AMCOM, SMDC and supported tenant activities efforts during emergency operations and mobilization during real world situations such as national emergencies, accident investigations, rescue operations, civil disturbances, natural disasters, military peace time and war time contingency operations, exercises and personal passenger emergencies.





C.5.8 QUALITY CONTROL.  The contractor shall:





C.5.8.1 provide a quality control approach IAW Section L of the solicitation.  The quality control approach will be evaluated/approved and made an attachment to the resultant contract.





C.5.9 PHASE-IN/PHASE-OUT.





C.5.9.1 See Appendix III for Phase-in/Phase-out of contract operations.
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C.6 SPECIFIC TASKS.





C.6.1 OFFICIAL TRAVEL (TRADITIONAL TRAVEL SERVICE).  The contractor shall:





C.6.1.1 provide services IAW DoD/Army travel policies and procedures and Joint Federal Travel Regulation Vol I (JTFR) and Joint Travel Regulation Vol II (JTR); U.S. Government Car Rental Agreement; DOTD; DOD 4500.9R Part 1 and best industry practices.





C.6.1.1.1 make confirmed reservations as requested by the traveler or their designee to include issuance of tickets or other appropriate record of reservation for scheduled air, and rail travel.  The reservation system used shall be capable of accessing all DoD approved carriers.  For official travel, use of General Services Administration (GSA) city pair contract fares is mandatory unless one of the exceptions provided in the Department of Defense (DoD) Regulation 4500.9R Part I applies and is documented on the order or other acceptable means.  The contractor shall advise the COR if a traveler refuses to document an exception.





C.6.1.1.2 receive travel orders authorizing official travel at Government expense prior to issuing an official ticket.  If a traveler indicates an urgent and unusual situation that prevents prior issuance of the orders the contractor shall obtain verbal approval for issuance of the ticket by the KO/COR or the travelers travel approving official.  If the authority to issue the ticket is obtained from the travel-approving official, the contractor shall obtain his/her office telephone number and advise the official that a confirmatory travel order with an explanation for the delay in issuance of the order must be provided to the CTO by close of business the next business day and advise the COR if the confirmatory order is not received.





C.6.1.1.3 obtain COR approval prior to making travel reservations and issuing travel tickets for OCONUS/international travel via commercial means on the basis of a direct request from a traveler.  The preponderance of OCONUS/international travel is accomplished on commercial aircraft chartered outside the scope of the contract and travelers shall be directed to contact their Installation Travel Officer (ITO) for reservations and ticketing.





C.6.1.1.4 offer complete car rental reservation services to include booking commercial car rental reservations to coincide with airline arrival/departure times utilizing the companies with which Military Traffic Management Command (MTMC) has negotiated DoD car rental rates.





C.6.1.1.5 make confirmed reservations, issue tickets (accepting cash, check or credit card as the form of payment) for leisure travel when requested in conjunction with official travel.





C.6.1.1.6 make confirmed reservations for commercial and Government lodging.  When Government lodging is offered at the travelers TDY destination and is not available, the contactor shall document the passenger name record with the non-availability number provided.  In lieu of Government lodging, DoD has negotiated volume discount-lodging programs that shall be utilized, in the locations where available.  Army travelers shall use the Army Lodging Success Program at those locations where available.  When Lodging Success Hotels are not available the contractor shall document the travelers passenger name record with the non availability/reference number provided.





C.6.1.1.7 utilize the master list of U.S. commercial lodging institutions that is issued by the United States Fire Administration, DoD Emergency Management Agency, unless there is no listed property with available space within a reasonable driving distance from the Temporary Duty (TDY) location.  The current listing of approved institutions is located on the World Wide Web (WWW) at: http://www.usfa.fema.gov/hotel/index.htm.


C.6.1.1.8 provide advance seat assignment.





C.6.1.1.9 accept payment by all forms of the Government travel card, i.e., Individually Billed Accounts (IBA), Centrally Billed Accounts (CBA), and Unit Cards.  Additionally, U.S. Government Transportation Requests (GTR) shall be accepted.





C.6.1.1.10 advise the traveler at the time of reservation if any travel arrangements have cancellation or penalty charges or nonrefundable deposits, including time frames and other conditions.  This information shall be specified on the itinerary/invoice.  Any special requirements or restrictions such as the shipment of weapons or military impedimenta shall be provided to the traveler.





C.6.1.1.11 upon notification by commercial venders, notify travelers of changes to travel arrangements.





C.6.1.1.12 deliver tickets and invoices as requested by the traveler.  Delivery methods specified by the traveler are traveler pick up at the CTO office location, delivery to a designated ticket delivery location, and electronic ticket.  On rare occasions and only when agreed upon by the COR, mail express service or prepaid can be used or other means at no cost to the Government or traveler in order to deliver ticket in advance of travel.  When electronic ticketing is the method used by the traveler, the CTO shall provide an invoice and electronic ticket receipts to the traveler by an acceptable means (e-mail, fax, etc.) prior to travel.





C.6.1.1.13 support emergency and short-notice requirements (reservations booked and ticketed within 24 hours) by providing ticketing, electronic ticketing, or as a last resort, arrange for prepaid tickets at carrier's terminal or ticket offices that are convenient to the traveler.  When the carrier does not waive prepaid ticket fees/charges, the Government will pay for the fees/charges.





C.6.1.1.14 reimburse the Government for additional expenses incurred to obtain alternate travel reservations and accommodations if additional expenses are a direct result of contractor error or contractor negligence.





C.6.1.1.15 reimburse the Government for the cost of the difference between business or first-class and the lowest appropriate fare if travel in business or first-class


accommodations is used without appropriate approval IAW DoD travel policy.





C.6.1.1.16 reimburse the Government for the cost of foreign flag carrier fare if approval has not been obtained from the KO/COR at the time of booking.  Travel orders must authorized use of foreign flag prior to ticket issuance, IAW DOD Policy.





C.6.1.1.17 provide a list of discounted fares for travel by groups (21 or more) when requested by the COR or equivalent Government official.  The list shall include fares from all sources including unpublished fares and any fares negotiated with travel service supplies for volume discounts or special fares.  Arrangements shall be made IAW COR or authorized Government Official direction.





C.6.1.1.18 cancel any contractor-arranged travel arrangements as requested by the traveler, and record the appropriate cancellation numbers or person accepting cancellation notifications on the traveler's passenger name record and provide to the traveler.





C.6.1.1.19 arrange for the movement of human remains when requested by the COR or AMCOM causality assistance officer.





C.6.1.1.20 provide lost ticket applications and assist the traveler in filing the applications.





C.6.1.1.21 assist travelers in enrolling in the frequent flyer program; provide account numbers to the travel service suppliers when reservations are made; and issue upgrade coupons or free tickets earned to the traveler as permitted by the travel service supplier and DoD policy.





C.6.1.1.22 provide information to travelers authorized excess baggage concerning rules and estimated costs.





C.6.1.1.23 where permitted by law, provide and specify the amount of insurance against loss of life or dismemberment while traveling by scheduled common carrier; and baggage insurance to include excess baggage, which covers the cost of lost, stolen or damaged checked baggage. -The insurance offered shall be IAW Federal Acquisition Regulation (FAR) 28.307-2 and other applicable DoD and/or state laws. on the itinerary, the contractor shall inform the traveler of this insurance coverage.  The contactor shall identify to the Government any location where existing law prevents the contractor from providing this insurance coverage.





C.6.1.1.24 make confirmed reservations for travelers requesting permanent duty travel accommodations to include the travel of pets.  The contractor shall advise the traveler that all costs for pet travel are paid by the traveler.  CONUS reservations may be made by direct request of the traveler, OCONUS reservations shall be made as a requested by the ITO.





C.6.1.1.25 provide technically qualified courteous, responsive service to customers, including world-wide, 24-hour, 7-day week, toll free help telephone number for en-route travel arrangement or itinerary changes and emergency travel requirements.  Telephone calls will be answered within 5 rings and shall not be placed on hold for longer than 5 minutes.  If the caller cannot be provided service within 5 minutes, a phone number shall be taken and a return call place within 1 hour to provide the needed assistance.  Walk in customers shall be provided service within 10 minutes.





C.6.1.1.26 provide courteous and prompt resolution of travel problems and forward questions beyond the contactor's control to the KO/COR.





C.6.1.1.27 provide assistance in resolving complaints, disputes or claims between the customer and any commercial vender with whom the contactor has arranged travel or other services.





C.6.1.1.28 provide an opportunity for the traveler to comment on the contractor's and commercial vendor's services and maintain records for COR review.





C.6.1.1.29 provide travel services for Non-appropriated Fund Instrumentalities (NAFI) personnel traveling on official business in the same manner as for appropriated fund travel.  Non-appropriated Fund travel is considered official travel for the purposes of this contract, except NAFI personnel will provide a NAFI CBA number on each travel order for the contractor to charge the airline ticket.
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C.6.2 REQUIREMENTS FOR ALL OFFICIAL TRAVEL (USING REDSTONE ARSENAL'S REENGINEERED AUTOMATED TRAVEL SYSTEM (RATS)) the contractor shall:





C.6.2.1 provide services IAW DoD/Army travel policies and procedures and Joint Federal Travel Regulation Vol I (JFTR), Appendix 0 and Joint Travel Regulation Vol II (JTR), Appendix 0; U.S. Government Car Rental Agreement; DOT; DOD 4500.9R Part 1.





C.6.2.1.1 accept electronic file exchange between RATS (Oracle Database) and a Commercial Travel Office system to support Redstone Arsenal's automated interface systems.  Following is the generic requirements on the type files and data contained in each.  Upon contract award, specific requirements (currently in use) for the electronic file exchange interface system will be provided.





C.6.2.2 Redstone Arsenal will host the computer for the data exchange between the two systems.  The CTO shall enter the computer (IP address will be provided after contract award) through mounted drives, which will provide access to needed directories and subordinate directories.  Access to the directory structure for CTO will be limited to the user logins connecting to the specified directories, including subordinate directories.  The CTO shall deposit files into required directories and RATS will deposit files into required directories.  The host system name, IP address, login names and passwords will be provided after contract award.





C.6.2.2 RATS provides CTO a file in response to an approving official's approval of a trip request within the RATS system.  After receipt of this data, CTO may print and deliver tickets to the traveler or issue an electronic ticket.





C.6.2.2.2.1 The files listed below are examples of what is currently being passed electronically between RATS and the automated CTO system.  Access will be granted to each system to allow the electronic exchange of files.





C.6.2.2.1.1 The file will be deposited by RATS and by the CTO after being successfully processed.  Data elements required are: CTO RECORD LOCATOR, RATS UNIQUE NUMBER, CODE FOR MILITARY/CIVILIAN, COMMAND GROUP, FISCAL STATION, ACCOUNTING CLASS, STANDARD DOCUMENT NUMBER, TRAVEL ORDER NUMBER, SOCIAL SECURITY NUMBER OF TRAVELER, DATE ORDERS ISSUED, TICKET DELIVERY DATE AND TICKET PICKUP METHOD.





C.6.2.2.2 RATS provides CTO a file in response to a traveler's trip request within RATS.  This data contains profile, destination, remarks, and other data pertaining to the trip request as required by CTO for booking the services requested.  A special file extension will be assigned for requests submitted for departure on the date following submission, or weekend/holiday where there is no workday before requested departure data - this is to alert CTO to complete the action before the end of the workday on the date received.  The file will be deposited by RATS and deleted by CTO after having been successfully processed.  Data elements required are: RATS UNIQUE NUMBER, TRAVELER'S NAME, CTO RECORD LOCATOR, SOCIAL SECURITY NUMBER OF TRAVELER, COMMAND GROUP, PERMANENT DUTY STATION, TRAVELER GRADE/RANK, TRAVELER'S COMPANIONS, TRAVELER'S CREDIT CARD NUMBER, DATE TRAVELER'S CREDIT CARD EXPIRES, GOVERNMENT CREDIT CARD REQUIRED, ROOM SIZE, ROOM SMOKING PREFERENCE, FLIGHT SEATING REQUESTED, FLIGHT SPECIAL MEALS, TRAVELER SPECIFIC REQUIREMENTS, TRAVELER'S WORK PHONE, TRAVELER'S HOME PHONE, TRAVELER'S FAX NUMBER, PURPOSE OF TRAVEL, TICKET DELIVERY DATE, TICKET PICKUP METHOD, LEGS OF DESTINATION AND REMARKS.





C.6.2.2.3 The destination record fields are as follows: RECORD TYPE, TRIP LEGS, DEPARTING CITY, DEPARTING STATE, DEPARTING COUNTRY, ARRIVING CITY, ARRIVING STATE, ARRIVING COUNTRY, MODE OF TRAVEL, DAYS AT DESTINATION, NIGHTS AT DESTINATION, DEPARTURE DATE, DEPARTURE TIME, ARRIVAL DATE, ARRIVAL TIME, ARRIVE BY DATE, ARRIVE BY TIME, PER DIEM RATE FOR DESTINATION, HOTEL REQUESTED, DEPARTING AIRPORT CODE, ARRIVING AIRPORT CODE, RENTAL CAR REQUIRED, RENTAL CAR PICKUP DATE, RENTAL CAR PICKUP TIME, RENTAL CAR PICKUP LOCATION, RENTAL CAR RETURN DATE, RENTAL CAR RETURN TIME, RENTAL CAR RETURN LOCATION, TYPE RENTAL CAR, CTO BOOK RENTAL CAR.





C.6.2.2.4 CTO provides RATS a file in response to a traveler's trip request generated by RATS.  This data contains remarks to the traveler when the trip request could NOT be booked, using schedules and/or other services as requested.  The file will be deposited by CTO and deleted by RATS after having been successfully processed.  Data elements required are: RATS UNIQUE NUMBER, CTO RECORD LOCATOR, ITINERARY (MOST CURRENT), AND REMARKS.





C.6.2.2.5 CTO provides RATS with a file to confirm cancellation of a trip request previously booked by CTO.  After receipt of this data, RATS will update the remarks record and e-mail traveler confirmation contained in the remarks.  The file shall be deposited by CTO and deleted by RATS after having been successfully processed.  Data elements required are: RATS UNIQUE NUMBER, TRAVELER'S SOCIAL SECURITY NUMBER AND REMARKS.





C.6.2.2.6 CTO provides RATS a file in response to a traveler's trip request generated by RATS.  This data contains SHOULD COST, ITINERARY, REMARKS, AND OTHER DATA pertaining to the trip request and required by the RATS approving official.  The file shall be deposited by the CTO and deleted by RATS after having been successfully processed.  Data elements required are: RATS UNIQUE NUMBER, CTO RECORD LOCATOR, SHOULD COST FOR RAIL BOOKED BY CTO, SHOULD COST FOR BUS BOOKED BY CTO, SHOULD COST FOR LODGING BOOKED BY CTO, NUMBER OF LODGING NIGHTS BOOKED BY CTO, SHOULD COST FOR RENTAL CAR BOOKED BY CTO, ACTUAL COST OF AIR BOOKED, SHOULD COST FOR AIR, UTILIZING CONTRACT CARRIER, TYPE AIR USED JUSTIFICATION AND ITINERARY (MOST CURRENT).





C.6.2.2.7 CTO provides RATS a file when CTO issues airline tickets for an approved trip request.  The file shall be deposited by the CTO and deleted by RATS after having been successfully processed.  The data elements required are: RATS UNIQUE NUMBER, TICKET NUMBER, DATE TICKET PRINTED, AMOUNT CHARGED TO CREDIT CARD AND CHARGE CARD NUMBER.





C.6.2.2.8 The contactor shall return requests for reservations within 4 hours of receipt of the booking request for departure dates 1 week out and beyond and within 2 hours for request for bookings within the week.





C.6.2.2.9 The contractor shall provide equal services to RATS users IAW PWS paragraphs C.6.1.1.4-C.6.1.1.9, C.6.1.1.10-C.6.1.1.15, C.6.1.1.18, C.6.1.1.19, C.6.1.1.20, C.6.1.1.22, C.6.1.1.23, C.6.1.1.25-C.6.1.1.28.





C.6.2.2.10 The contractor shall support upgrade enhancements as required by the Government.





C.6 3 TRANSACTION FEES.





C.6.3.1 The transaction fee for air travel will be charged for each itinerary that includes the issuance of air/rail ticket.  The transaction fee for non-air will be charged for each itinerary that does not include the issuance of air/rail ticket.  If a Centrally Billed Account (CBA) or Government Transportation Request (GTR) is the form of payment, the transaction fee shall be centrally billed and provided IAW the Data Item A003.  If an Individually Billed Account (IBA) is the form of payment, the transaction fee minus the airline commission fee shall be charged to the IBA at the point of sale.





C.6.3.2  When an IBA user cancels an issued ticket, and the contractor does not receive an airline commission, the balance of the fee shall be charged to the IBA user at the time of cancellation.





C.6.4 RECONCILIATION AND BILL PAYMENT PROCEDURES.





C.6.4.1 One of the Army's methods of paying passenger transportation bills is through Centrally Billed Accounts (CBA).  The CBA is a cardless charge account used to procure official air/rail transportation.  Air/rail transactions are charged against the CBA account and a monthly bill is received from the charge card vendor (CCV).  The bill is generally received by the CTO via electronic or some other electronic media, i.e., tape, diskette.  The Government Travel System (GTS) reconciliation process requires the CTO Contractor to reconcile all charges provided by the GTS Contractor against the CTO's database for a specified reporting period.  The package on disk, provided by the CTO Contractor, to the ITO shall include reports of ticket transactions that the ITO will verify for payment against travel orders, Itinerary/Invoices, and refund notices.  The CTO shall capture the date the readable file is received from the charge card vendor.  This date shall be annotated and provided to the ITO on letter of transmittal IAW Data Item A002.





C.6.4.2 The contractor shall provide all information required for payment, i.e., ticket number, passenger name, accounting data, travel order number, complete itinerary, dollar value of ticket, and amount due at the time of reservation and ticketing and store the information in a computer system.  Upon receipt of the monthly bill from the CCV, the CTO shall reconcile the bill.





C.6.4.3 One of the features of the GSA contract for CBA's is "advance credits." This provision allows the Government to take advance credits for unused tickets that have been turned in to the CTO contractor for a refund.  The CTO shall ensure "advance credits" are taken only after the debit has been paid on a previous bill or is being paid on the current bill, even though the credit does not appear on the CBA vendor's bill.  The contractor shall complete and provide a refund notice for all unused or portions of unused tickets.





C.6.4.4 The contractor shall have a computer system that is capable of tracking the advance credits so that when the credit appears on a subsequent bill, it is not taken a second time.  The contractor shall create the complete payment package, which consists of reconciled payment disk and/or electronic transmission, copies of travel orders, invoices and credit documentation or any other documentation required by the Government Designated Payment Office (DPO).





C.6.4.5 The ITO will verify the reconciliation and forward the complete billing package to the DPO for payment.  The reconciled billing package must arrive at the DPO no later than the 15th day after receipt of the bill.  If the bill is not paid within the 30 days mandated by the Prompt Payment Act, and the delay is attributable to the contractor, any and all late fees assessed shall be paid by the contractor.





�
C.7 REPORT REQUIREMENTS.





C.7.1 The contractor shall prepare an Itinerary/Invoice in accordance with Data Item A001.  The Itinerary/Invoice shall include the following information:





a.	Traveler's Name and Social Security Number;





b.	Applicable routing Information: carrier(s),


flight/train/bus number(s), origin/En-route/destination points, departure/arrival times, seat assignments, reservation number and meals (if any)





c.	Transportation Charges





d.	Fare Basis: Air (Y, YN, YCA); Rail (Metro coach,


RWO5 Regular), Bus, (Coach).





 Contactor's telephone numbers; to include toll free


number(s) and 24-hour service.





 If applicable, hotel/motel data (name, location,


cost, telephone number, confirmation number, and cancellation information).





 If applicable, rental car data (company, actual


daily rate, lowest available rate at time of booking, Government and non-Government rate indicator, toll-free telephone number, pickup location, and confirmation number.





h.	Accounting classification.





i. GTS (last 6 numbers of the Centrally Billed Account/ 


Individual Account Number/GTR Number.





j.	Travel Order number.





k.	Ticket Number.





1.	Lowest available fare at time of reservation.





m.	Remarks (Any information to assist traveler).





	n.  Calculate a date six months from the date of departure and place that date in the PNR in a location that holds the reservation in the CRS for that six month period.


 


o.	Any remarks/information the Transportation Officer


requested to be included.


�
C.7.2 The contractor shall prepare a CBA-GTS Reconciliation Report Package in accordance with Data Item A002.  The CBA/GTS Reconciliation Report Package shall include the following information:





DATA WILL BE CONTAINED IN FOUR FILES:


GTS.TXT,DISC.TXT, AND PAC.TXT ASCII





ININ.TXT ASCII








INFORMATION TO BE INCLUDED ON THE DISKETTE LABEL: 


GTS Contractor's Invoice Number or Summary Number


GTS contractor's Billing Account Number


Billing Cycle Dates


Date Readable File is Received from the Charge Card Vendor





ADDITIONAL RECORD REQUIREMENT: Carriage Return and Line Feed after each Record





File Layout GTS.TXT.DISC.TXT.PAC.TXT ASCII Format





FIELD NAME		TYPE	WIDTH	POSITION


Airline Number		Alpha/Numeric	   3	1-3


Ticket Number		Alpha/Numeric	   10	4-13


Passenger Name		Alpha/Numeric	   29	14-42


Credit Type		Alpha/Numeric	   1	43


		A-Advance Credit


		R-Regular Credit


		P-Previously Applied


		D-Discrepancy


		M-Airport Credit





Sign		Numeric	“-“ OR ““   1	44


Ticket Amount		Numeric	9999999.99	10	45-54


Sign		Numeric	“-“ OR ““   1	55


A. Base Fare Amount		  Numeric	9999999.99    9    		  56-64


Sign		Numeric	“-“ OR ““   1	65


Discount Amount	Numeric	Blank	9	66-74


Sign		Numeric	“-“ OR ““   1	75


Net Amount		Numeric	9999999.99  9	76-84


APPN Amount		Numeric		15	85-99





*TICKET AMOUNT/BASE FARE/NET AMOUNT SHALL BE THE SAME AMOUNT*





Department Code	Name of Agency


17	Department of Navy


21	Department of Army





	Department of Air Force


96		Corps of Civil Engineers


97		Office of the Secretary of 


	Defense





	Fiscal Year		  


	0-2000	


	1-2001		


	2-2002	


	3-2003


	4-2004











�
Appropriation Account		Alpha/Numeric		12   88-89


Free Form Accounting Data	Alpha/Numeric 		43 100-142


Fiscal Station Number 		Alpha/Numeric 		6  143-148





Note:	Standard Document Number (14 character spaces to be placed in the 43 Free Form Space) **In the future the accounting data line will be extended to accept a larger data field.** Next element starts with "S", except for Department of the Air Force.  Drop "S" use a "Zero" (Air Force FSN is 6 digits)





File Layout GTS.TXT.DISC.TXT.PAC.TXT ASCII Format





FIELD NAME	         TYPE          WIDTH             POSITIONS


Social Security Num  Alpha/Numeric   9	   149-157


	Next Element locally devised


Travel Order         Alpha/Numeric   6	   158-163


Invoice Date         Alpha/Numeric   7	   164-170


	Self-explanatory (Provided by Contractor)


�
GTS.TXT.DISC.TXT ASCII Trailer Record Layout





FIELD NAME		TYPE       	WIDTH	   POSITION    VALUE





Airline Number		Alpha/Numeric 	3	1-3       “xxx”


Diskette Number                         Alpha/Numeric	10	4-13      MMDDYY


	(Date of GTS Contractor Bill)				


Sign		Numeric	1	14        “-“ or “”          


Total Regular Credits	Numeric	10	15-24     9999999.99


Sign		Numeric	1	25	"-“ OR "-"


Total Advance Credits	Numeric	10	26-35	9999999.99


Sign		Numeric	1	36	"-" OR " "


Total Debits		Numeric	10	37-46	9999999.99


Sign		Numeric	1	47	"-" OR " "


Total Base Fare		Numeric	10	48-57     9999999.99


Sign		Numeric	1	58	"-" OR " "


Total Discount		Numeric	10	59-68	9999999.99


Sign		Numeric	1	69	"-" OR " "


Total Amount All		Numeric	10	70-79	9999999.99


Filler Space		Alpha/Numeric	2	80-81	“”


No. Reg. CR Records		Numeric	7	82-88	9999999


Filler Space		Alpha/Numeric	1	89	“”


No. Advance CR Records                  Numeric             7	  90-96  	  9999999


Filler		 Alpha/Numeric       1         97          “”


Number Debit Records         		     Numeric             7         98-104     9999999


Filler                       	           Alpha/Numeric       1         105        “”


No. Base Fare Records                   Alpha/Numeric	       7	  106-112	  9999999


Filler                                  Alpha/Numeric	       1         113        “”


Number Discount Received                Numeric             7         114-120    9999999


Filler                                  Alpha/Numeric       1         121        “”


Number Total Records                    Numeric             9         122-130    “”


Filler                                  Alpha/Numeric      25         131-155    “”





*****TOTAL*****                                                        155


TICKET AMOUNT/BASE FARE/NET AMOUNT SHALL BE THE SAME AMOUNT*


�
FILE Layout for ITIN.TXT


FIELD NAME		TYPE	WIDTH	POSITIONS


Airline Number	Alpha/Numeric	3	1-3


Ticket Number	Alpha/Numeric	10	4-13


Name		Alpha/Numeric	29	14-42


Origin City		Alpha	3	43-45


Airline Code	Alpha/Numeric	2	46-47


Stop Over Code	Alpha/Numeric	1	48


Destination City	Alpha	3	49-51


Fare Base Code	Alpha/Numeric	15	52-66


Departure Date	Numeric	   CYYMMDD7	67-73








ITIN.TXT ASCII Trailer Record Layout





FIELD NAME		TYPE	WIDTH	POSITION VALUE


Filler		Alpha/Numeric	13	1-13


Filler                  	Alpha/Numeric  60        14-73    Spaces


*****TOTAL*****


�
C.7.3 The contractor shall prepare a Transaction Fee Report in accordance with Data Item A003.  The Transaction Fee Report shall provide summary data on the transaction fees to be paid by the government for CBAs, or GTRs users or fees paid by IBA users.    The Transaction Fees paid by the IBA users shall be reported separately from the CBA or GTR users data.  The Government will pay the Transaction Fees associated with use of the CBAs or GTRs section of the report.  The IBAs reported data is intended for verification/informational purposes only.  The Transaction Fee Report Package shall include the following information:





Ticketing Location - IATA


Ticket number


$ Amount of ticket


Traveler's Name


Travel Order Number


Ticket Issue Date


Traditional Travel or RATS User


Total RATS or Traditional transaction fee


Airline commission received


Net transaction fee due minus airline commission


Unit identification Code


Customer Code








C.7.4 The contractor shall prepare a Cost Avoidance Report in accordance with Data Item A004.  The Cost Avoidance Report shall include selected data extracted from 100 percent of the airlines/rail ticketed transactions made by the CTO.  The report shall provide data including the total number of passengers ticketed, total cost of tickets issued including tax, the most cost avoidance from the lowest available unrestricted "Y" fare, to include tax . The report shall include the following categories by reporting month and a cumulative total by Fiscal Year (1 Oct thorough 30 Sep):





Air Revenue Report


Total Passengers


	Total Airline Ticket Cost (tax included)


Total Unrestricted "Y" fare (tax included)


Total Savings between ticketed and unrestricted “Y”


Percent Savings


Average Ticket Cost


Percent Contract Carrier Used





Rail Revenue


Total Passengers


	Total Transportation Charges


�
C.7.5 The contractor shall prepare a Statistical Passenger Data Report in accordance with Data Item A005.  The report shall provide management data on all air, rail, bus, rental vehicle, and hotel/motel arrangements provided by the CTO in support of personnel performing official travel.





a.	Air and surface records shall be separate transmissions.





b..	The following convention for naming the file:


STATCO-YY-mon-company name.TXT


Example:	STATCO_01_FEB_EXAMPLE TRAVEL.TXT





C..	The following reporting media is required: FTP (File Transfer Protocol).  Call MTMC/MTPP-S for assistance at Coml.


(703)428-3286, DSN 328-3286 or e-mail to heathc@mtmc.army.mil.





d.	Formatting or transmission questions can be answered by the Passenger System Team at 703-428-3286 or e-mail to cunninghamb@mtmc.army.mil, or glasscockg@mtmc.army.mil.








AIR PASSENGER MOVEMENTS





1.	One record shall be generated for each trip segment for CTO-submitted data.


All air segments contained in a Passenger Name record (PNR) shall be submitted.





2.	When an air trip itinerary contains air segments that are connections only, but the fare basis covers two or more air segments, an “x” will be placed in the Connection Designation field.





3.	Air segments that are connecting flights, but the fare applies to multiple segments will


	have “0” (zero) in the cost field.





4.	The total cost of the associated fare basis (exclusive of taxes) will be placed in the cost


	field of the last segment where the fare breaks.





5.	The associated flight number of each air segment will be included.





6.	The trip destination must be determined before the segment definition can be applied on round-trip travel.





7.	Group movements arranged by Headquarters, MTMC, or Air Mobility Command (AMC) or Installation Transportation Officers (ITO) are also to be reported.








AIR PASSENGER MOVEMENTS





POSITION	DATA ELEMENT/DESCRIPTION





1-8	PREPARING OFFICE.  Commercial Travel Offices (CTO) enter the eight-digit


International Air Transport Association (IATA) code.





9-10	TYPE/CATEGORY OF TRAVELER.  Type of traveler is


	classified	as defined below.  The appropriate code will be determined from data entered on the ticket


            record.


CODES	CATEGORIES


PT	military personnel in TDY/TAD status


CT	Civilian personnel in TDY/TAD status


OA	Military Officer personnel, PCS status accompanied by dependents (Will always be 2 or more.)


EA	Military Enlisted personnel, PCS status accompanied by dependents (Will always be 2 or more.)


	cc      Civilian personnel, PCS status accompanied by


	        dependents(Will always be 2 or more.)


PU	Military personnel, PCS not accompanied


                  by dependents


cu	Civilian personnel, PCS not accompanied


                  by dependents


DU      Dependents PCS not accompanied by


                  Military principal


CD      Dependents PCS not accompanied by


                  Civilian principal


HR      Human remains


�
PR	Prisoners


FM	Foreign Military


DS	Dependent Student(s)


EL	Funded emergency leave, sponsor


DL	Funded emergency leave, dependents)


CK	Cost-charge travel


FS       FMS travel


TT       Team Travel- A movement of 10 or more persons traveling


                   as a group under the same orders, from the


                   same origin to the same destination.





11-14	NUMBER OF PASSENGERS. Enter the total


	number of passengers traveling on each ticket/GTR


	in the first segment record. Right justify entry


	and precede with zero(s) to complete the field:


	e.g., 0001. Fill this field with zero(s) in the


	second and succeeding trip segment records.





15-21	TRANSPORTATION CHARGES (DOLLARS). Enter the


	charge (applicable base fare excluding taxes and


	miscellaneous charges) for each segment of travel


	and enter the amount in dollars and two-deciminal


	places for cents.


	Right justify.





22-28	TAXES AND MISCELLANEOUS CHARGES (DOLLARS).


	Enter the total taxes and other miscellaneous


	charges applicable to the trip in the last


	segment of the trip. The charge shall include the


	following:





	a. Federal U. S. transportation tax, if


	applicable.





        b. U.S international departure tax per passenger if the origin


             is a CONUS point, Alaska or Hawaii and the destination is an


             international point.





             c.Any other miscellaneous charges applicable to


             the trip ticket.





29	MODE OF TRAVEL.  Use constant alpha character "All to indicate air travel.





�
30-32    ORIGIN AIRPORT CODE.  Enter three-letter


airport code indicated on the Passenger Name Record (PNR).  Standard airport codes are contained in the Commercial Reservation Systems (CRS) and the North American and International Editions of the Official Airline Guide.





33-35     DESTINATION AIRPORT CODE.  Follow same


instructions as indicated for origin airport code.





36-39     AIR CARRIER.  Enter appropriate air carrier


code from the ticket record.  Standard air carrier codes are contained in the North American and International Editions of the Official Airline Guide (OAG).  Left justify and leave remaining


positions blank.





40-43     FLIGHT NUMBER. Enter numeric flight number


from Passenger Name Record (PNR).  Left justify and leave remaining positions blank.


�
44-49     CAR RENTAL RATE (DOLLARS).  Enter daily rate


charged in dollars and cents.  Leave blank if no rental arrangement was made.  Right justify.





50-62     TICKET NUMBER.  Enter the ticket number


under which travel occurred.  Also, enter the ticket number in succeeding segment records.





63-69     FARE CLASS.  Enter the complete fare class


code.  If less than seven characters, justify entry and leave remaining positions blank. **EXAMPLE:Y E 4 6





70	ROUND TRIP INDICATOR.  For round-trip tickets, enter "R" in the outward destination record.


	** EXAMPLE:


GO	JAX-ATL			Y


	ATL-DCA (outward dest) Y E 4 6 ----R


	 RTN DCA-ATL              Y E 4 6


 ATL-JAX				Y





71	CAR RENTAL INDICATOR.  Enter "R' to indicate car rental.





�
72-74    CAR RENTAL PICKUP LOCATION.  Enter three-letter alpha airport code


         for car rental pickup location.





75-76    CAR RENTAL COMPANY. Enter two-position code for car rental


         company.





77       TYPE VEHICLE.  Enter one-position alpha code for type vehicle.





		CODES		TYPE VEHICLE


		C	Compact


		E	Economy


		I	Mid-size


		S	Full Size


		O            	Other





NUMBER OF CAR RENTAL DAYS. Precede with zero if number of days is


         1-9.





80       SEGMENT SEQUENCE DESIGNATOR.  Enter alpha character to designate


         the order of each trip segment--e.g., DCA - DFW - LAX - DCA.


	RECORD SEQUENCE NUMBER


	DCA - DFW	A


	DFW - LAX	B


	LAX - DCA	C





81	DOD COMPONENT.  Use the DOD Component of the traveler.  Select appropriate code from the following:





	CODES	DOD COMPONENT


	A	Department of the Army


	F	Department of the Air Force


	N	Department of the Navy


	M	United States Marine Corps


	X	Other DOD Components





82	HOTEL RESERVATIONS.  Enter the number of travelers included in this record if hotel reservation was made.





83-85    DESTINATION CITY CODE.  Enter-three-letter airport code.�
HOTEL/MOTEL CITY.  Enter spelling as shown in


         reservation system.  Left justify.  Use complete city


         and spaces to complete the field if name is short;


	        enter as many letters as possible if city name is long.





106-107	HOTEL/MOTEL STATE.  Enter two-position numeric code for state or alpha code for country.  See Table I at the end of this section for state codes.





108-109	HOTEL/MOTEL CODE.  Enter two-position code from reservation system.





110-112	NUMBER OF HOTEL/MOTEL NIGHTS.  If more than one traveler is included in the record, add number of nights for each and enter the total.  Right justify.





113-119	HOTEL/MOTEL CHARGE (DOLLARS).  Enter daily rate charged in dollars and cents.  Right justify.





120-122	RATE INDICATOR.  Enter code for type of rate.  Left justify.  The Standard Rate Categories and their codes are as follows:


V:	CONVENTION


COR:	CORPORATE


FAM:	FAMILY PLAN


GOV:	GOVERNMENT


MIL:	MILITARY


PRO:	PROMOTIONAL


SCR:	SENIOR CITIZEN


TOR:	TOUR PACKAGE


WKD:	WEEKEND


RAC:	RAC


ALL:	ALL





REASON CODES FOR COMPLIANCE/NONCOMPLIANCE WITH DOD AIRLIFT POLICY


The following codes were developed to standardize reason codes.  Reason codes for compliance/noncompliance shall be based on the trip itinerary.  Enter code from the list below on the first air segment of a trip itinerary to identify appropriate reason for use/nonuse of DoD policy.  More than one code may apply to the trip.





123-125	REASON CODES FOR USE/NONUSE OF CRAF CARRIER.





	Enter appropriate code from list below for use/nonuse of Civil Air Reserve Fleet (CRAF) carrier.  If only two positions apply, left justify..


	R	0	CRAF carrier used


	R	1	Destination not serviced by CRAF carrier


	R	2	Did not meet mission requirements


	R	3	Seat not available


	R	4	Traveler refused CRAF carrier because:





	a.	Airport specified


	b.	Carrier specified


	c.	Routing specified


	d.	Time specified


	e.	Personal reasons





126-128	REASON CODES FOR USE/NONUSE OF CONTRACT AIR.





	Enter appropriate code from the list below for use/nonuse of GSA contract city pair fare where a contract exists.  If only two positions apply, left-justify.





	C	0	CONTRACT FARE USED


	C	1	Scheduled contract fare flights are not available


			in time to meet mission requirements or use of


			contract service would require the traveler to


			incur unnecessary overnight lodging costs which


			would increase the total cost of the trip, or


	C	2	The contractor's flight schedule is inconsistent


			with explicit policies of individual Federal


			departments and agencies where applicable to


			schedule travel during normal working hours; or


	C	3	A noncontract carrier offers a lower fare


			available to the general public, the use of which


			will result in a lower total trip cost to the


			government to include the combined costs of


			transportation, lodging, meals, and related


			expenses. NOTE: THIS EXCEPTION DOES NOT APPLY IF


			THE CONTRACT CARRIER (S) OFFERS A COMPARABLE FARE


			AND HAS SEATS AVAILABLE AT THE FARE, OR IF THE


			LOWER FARE OFFERED BY A NONCONTRACT CARRIER IS


			RESTRICTED TO GOVERNMENT AND MILITARY TRAVELERS


			ON OFFICIAL BUSINESS AND MAY ONLY BE PURCHASED


			WITH A GTR OR GOVERNMENT TRAVEL CARD, E.G., YDG,


			MDG, QDG, VDG, AND SIMILAR FARES.


	C	4	Seat not available on contract air carrier.


	C	5	Used Contract fare for portion of trip, but not


			entire trip


	C	6	Noncontract fare used on contract carrier (lower


			fare than CA.)


	C	7	Traveler refused Contract fare because:


				a.	Airport specified


				b.	Carrier specified


				c.	Routing specified


				d.	Time specified


				e.	Personal reasons


	C	8	No cost ticket (Frequent flyer)


	C	9	Foreign Military Sales


	C	10	Rail service available and cost effective





129-130	REASON CODES FOR NONUSE OF AMC AIRLIFT.  Enter appropriate two-


	position code from the list below for nonuse of AMC airlift.


	A	1	Destination not serviced by AMC


	A	2	Did not meet mission requirements


	A	3	Seat not available





131-132   REASON CODES FOR USE OF FIRST AND BUSINESS CLASS.


Enter the appropriate two-position code where first or business class is used.


	B	1	Business Class authorized by condition in


			JFTR/JTR


	B	2	Foreign Military Sales Agreement/contract


			specifies business class


	B	3	Only business class available on foreign flag


			carriers over intra-theater route





		  B     4   Presidential appointee/3star or higher-


		       international TDY (see DOD 4500.9)


	F	1  First class travel authorized by military service


		   Secretary.


	F	2  First class is only class of service provided


		   between authorized origin and destination


	F	3  Automatic no cost upgrade over domestic segment


		   provided to passenger by carrier as part of


		   authorized business class fare structure


	X	0  Business class fare used in conjunction with a no


		   cost upgrade





133-134	REASON CODE FOR NON-USE OF GOVERNMENT QUARTERS





H	1		No rooms available.  Certificate of NonAvailability


          issued.


H    2    Exempted by order issuing agency.





135-143   DATE OF TRAVEL.  Enter date of air travel as


          ddmmmyyyy	(i.e. 11FEB2001).





144-154	CUSTOMER CODE.  Enter customer code.  Code identifies activity of traveler and/or office with financial responsibility for travel.  Left justify entry and leave remaining positions blank.





155-174	UNIT IDENTIFICATION CODE (UIC).  Enter UIC code identifying the unit to which the traveler belongs.





175-214	TRAVELER'S NAME.  Enter name of traveler as captured in the Commercial Reservation System.





215-219	DEPARTURE TIME.  Enter departure time for segment of travel from Passenger Name Record (PNR).





220-224	ARRIVAL TIME.  Enter arrival time for segment of travel from the Passenger Name Record (PNR).





225-233	TICKETING DATE.  Enter ticketing date as ddmmmyyyy (i.e., 07MAR2001).





234-242	REFUND DATE.  Enter refund date, if applicable, as ddmmmyyyy(i.e., 07MAR2001).





243	CONNECTION INDICATOR.  Enter X to denote travel segment which is a connection.





EXAMPLE:


Org	Dest	Chrgs	Taxes	Carr	Flt#	Basis 	Conn


HNL	SAT	0				UA	#	YCA		X


SAT	OMA	309		taxes	UA	#	YCA		R


OMA	SAT	0				UA	#	YCA		X


SAT	HNL	309		taxes	UA	#	YCA		R








RAIL PASSENGER MOVEMENTS





A separate transmission shall be generated for each segment of the rail trip.  All fields for which data are not specified shall be left blank.





POSITION        DATA ELEMENT/DESCRIPTION


1-8             PREPARING OFFICE.  CTO IATA code.





9-10            TYPE /CATEGORY OF TRAVELER. Type of traveler are


 classified as defined below. The appropriate code will be


 determined from data entered on the ticket record.


	CODES	CATEGORIES


	PT	Military personnel	in TDY/TAD status


	CT	Civilian personnel	in TDY/TAD status


			  OA		   Military Officer personnel, PCS status


					   accompanied by dependents (Will always be


					   2 or more.)


		EA	        Military Enlisted personnel, PCS status


				   accompanied by dependents (Will always be


				   2 or more.)


		CC		   Civilian personnel, PCS status accompanied


				   by dependents (Will always be 2 or more.)


	 PU		   Military personnel, PCS not accompanied


					   by dependents


	CU		   Civilian personnel, PCS not accompanied


			        by dependents


		DU 		   Dependents not accompanied by military


				   principal


		CD 		   Dependents not accompanied by civilian


				   principal








	HR		   Human remains


	PR		   Prisoners


	FM	        Foreign Military


	DS		   Dependent Student(s)


	EL	        Funded emergency leave, sponsor


	DL	        Funded emergency leave, dependents)


	CK	        Cost-charge travel


	FS		   FMS travel


	TT		   Team Travel - A movement of 10 or more


   persons traveling as a group under the


   same orders, from the same origin to the


   same destination.





11-14	NUMBER OF PASSENGERS.  Enter the total


	   number of passengers traveling on each ticket in


	   the first record. Right justify entry and


	   precede with zero(s) to complete the field:e.g.,


	   0001. Fill this field with zero(s) in the second


	   and succeeding records.





15-21	   TRANSPORTATION CHARGES (DOLLARS).  Enter the


	   charge (applicable base fare excluding taxes and


	   miscellaneous charges) for each segment of travel


	   which you report. Enter the amount in dollars


	   and two-deciminal places for cents.


	   Right justify.





22-28	   TAX AND MISCELLANEOUS CHARGES. Enter the


	   total taxes and other miscellaneous charges


	   applicable to the trip in the last segment of the


	   trip which you report. The charge shall include


	   the following:





		a. Federal U. S. transportation tax, if


		applicable.





		b. Any other miscellaneous charges applicable to


		 the trip ticket.





29	MODE OF TRAVEL. Use character "R" to indicate


	rail travel and "B" to indicate bus travel.





30-32	CLASS OF TRAVEL. Enter “COA" for coach,


	"CHA” for charter and "FIR" for first.





33-52	  ORIGIN CITY. Enter spelling as shown in reservation system.  


	Left justify. Use complete city and spaces to complete the


	field if name is short; enter first 20 letters if city name is


	long.  For rail moves, rail station code may be used.





ORIGIN STATE.  If city name is used in preceeding field, enter


            numeric code for state or alpha code for country.  Do not enter


            state code when entering rail station code in preceeding field.





DESTINATION CITY.  Follow the same instructions as indicated


            for origin city.





DESTINATION STATE.  Follow the same instructions as indicated


            for origin state.





BUS CARRIER.  Enter appropriate Standard Carrier Alpha Code


            (SCAC) from the ticket record.  SCAC codes are contained in the	Directory of Standard Multi-Modal Carrier and Tariff Agents


	Codes.





CAR RENTAL RATE (DOLLARS). Enter daily rate charged in dollars


	and cents. Leave blank if no rental arrangement was made.





87	CAR RENTAL INDICATOR. Enter R to indicate car rental.





88-90	CAR RENTAL PICKUP LOCATION. Enter three-letter airport code for car rental pickup location or alpha code of nearest airport to car rental pickup location.


CAR RENTAL COMPANY. Enter two-position code for car rental


          company.





93        TYPE VEHICLE.   Enter one-position alpha code for type vehicle.





CODES	TYPE VEHICLE


c	Compact


E	Economy


I	Mid-size


s	Full Size


O	Other








94-95     NUMBER OF CAR RENTAL DAYS.  Precede with zero


if number of days is 1-9.





96	RECORD SEQUENCE DESIGNATOR.  Enter alpha character to designate the order of each trip segment- e.g., Boston - New York


	RECORD SEQUENCE NUMBER


	Boston - New York A


	New York - Boston B





97	DOD COMPONENT.  Use the DOD Component of the traveler.  Select appropriate code from the following:


	CODES	DOD COMPONENT





	A	Department of the Army


	F	Department of the Air Force


	N	Department of the Navy


	M	United States Marine Corps


	X	Other DOD Components





98	HOTEL RESERVATIONS.  Enter the number of travelers included in this record if hotel reservation was made.





99-101    DESTINATION CITY CODE.  Enter three-letter airport code or, if mode is rail, use rail station code.





102-121    HOTEL/MOTEL CITY.  Enter spelling as shown in reservation system.  Left justify.  Use complete city and spaces to complete the field if name is short; enter as many letters as possible if city name is long.





122-123	HOTEL/MOTEL STATE.  Enter numeric code for state,


	alpha code for country.





124-125	HOTEL/MOTEL CODE.  Enter two-position code from reservation system.





126-128	NUMBER OF HOTEL/MOTEL NIGHTS.  If more than one traveler is included in the record, add number of nights for each and enter the total.- Right justify.





�
129-135	HOTEL/MOTEL CHARGE (DOLLARS).  Enter daily rate charged in dollars and cents.  Right justify.





136-138	RATE INDICATOR.  Enter code for type of government discount rate.  Left justify.  The Standard Rate Categories and their codes are as follows:


V:	CONVENTION


COR:	CORPORATE


FAM:	FAMILY PLAN


GOV:	GOVERNMENT


MIL:	MILITARY


PRO:	PROMOTIONAL


SCR:	SENIOR CITIZEN


TOR:	TOUR PACKAGE


WKD:	WEEKEND


RAC:	RAC


ALL:	ALL





139-147	DATE OF TRAVEL.  Enter date of travel as ddmmmyyyy (i.e., 11FEB2001).





148-158	CUSTOMER CODE.  Enter customer code.  Code identifies activity of traveler and/or office with financial responsibility for travel.  Left justify entry and leave remaining positions blank.





159-178	UNIT IDENTIFICATION CODE (UIC).  Enter UIC identifying the unit to which the traveler belongs.





179-218	TRAVELER'S NAME.  For single reservations on bus or rail, enter name of traveler.  For charter bus records, leave blank.





219-223	DEPARTURE TIME.  Enter departure time for segment of travel from Passenger Name Record (PNR).





224-228	ARRIVAL TIME.  Enter arrival time for segment of travel from the Passenger Name Record (PNR).





229-237	TICKETING DATE.  Enter ticketing date as ddmmmyyyy (i.e., 07MAR2001).





238-246	REFUND DATE.  Enter refund date, if applicable, as ddmmmyyyy(i.e., 07MAR2001).








�



TABLE I





STATE CODES





01	Alabama


02	Alaska


04	Arizona


05	Arkansas


06	California


08	Colorado


09	Connecticut


10	Delaware


11	District of Columbia


12	Florida


13	Georgia


15	Hawaii


16     Idaho


17	Illinois


18	Indiana


19     Iowa


20	Kansas


21	Kentucky


22	Louisiana


23     Maine


24	Maryland


25	Massachusetts


26	Michigan


27	Minnesota


28	Mississippi


29	Missouri


30	Montana


31	Nebraska


32	Nevada


33	New Hampshire


34 	  New Jersey


35	New Mexico


36	New York


37	North Carolina


38     North Dakota


39     Ohio


40	Oklahoma


41	Oregon


42	Pennsylvania


RQ     Puerto Rico


44	Rhode Island


45	South Carolina


46	South Dakota


47	Tennessee


48     Texas


49     Utah


50	 Vermont


51	 Virginia


VQ     Virgin Island


53	 Washington


54	 West Virginia


55	 Wisconsin


56     Wyoming


C.10 The Document Summary List (DSL) is at Appendix IV.
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