INTERNATIONAL TRAVEL AIRFARE ‘ ' ,

Claim Documentation

IMPORTANT - Please Read Before Booking Airfare:

TRADE SHOWS: Eligible days (departure) days are 5 days before the and 5
days after the event.
TRADE MISSION: Eligible travel days (departure) are one day before and
one day after the event.
If you fly outside the eligible dates, take an indirect route, or purchase
upgrades, you must submit a quote as if your flight were within the
eligible dates and directly to/from the trade show or mission location.
Failure to provide this quote will result in the denial of your claim. For
assistance, please contact your Engagement Executive and please see
details below.
Travelers must fly on a U.S. or EU member carrier in and out of the United
States. Travel outside of the U.S., within other countries, may be on a
foreign carrier.

o As of January 2021, all British Airlines are ineligible carriers.

o Please refer to the Fly America Act for more information on eligible

carriers, code sharing, and open skies agreements with the U.S.

Up to full fare economy ticket. If you fly on other than coach economy,
please see details about the quotes below.
Flight itinerary with E-ticket number that matches proof of payment
Flight itinerary listing should include each leg of the flight, flight numbers,
airports, dates and times, seating category, ticket number, and passenger
name. The U.S. or EU member carrier flight numbers are required for
flights departing from and arriving in the U.S.
Scanned version of Boarding Pass is required referencing E-ticket number.
To substitute the boarding passes, an airline mileage account transaction
history with passenger name is acceptable. This document must confirm
that flights were taken/flown as booked. Without boarding passes or milage
account activity, the airfare is not eligible for reimbursement.
Proof of payment that matches the booking

o Airfare paid with miles, awards, certificates, gift cards, e-credit is ineligible.


https://www.gsa.gov/policy-regulations/policy/travel-management-policy-overview/fly-america-act
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A DATED QUOTE IS NEEDED IF YOU HAVE ONE OF THE FOLLOWING
SITUATIONS:

Flying (departing) on eligible days but other than coach economy class
(upgraded, premium, plus, extra leg, business, first, etc.):

e Get a quote from the same airline

e Screenshot dated quote the day you purchase your actual ticket (make sure
to screenshot the date on the computer screen)

e Pull and save a dated comparable quote showing the cost for your trip in
Economy class the same day as actual purchase of ticket, within the
reasonable travel window, and without side trips (e.g. flying in and out of
the show cities). We will reimburse the lesser of the actual ticket flown or
the quote for eligible travel.

e Show the same departure/return dates, cities, and flight numbers as on the
actual ticket

e Be up to full fare economy class

If you fly (depart) non-direct (with side trips), extend your stay or fly on
the ineligible travel days:

e Obtain a quote from the same airline indicating the flight cost as if you
were departing on the eligible days to/from the trade show or mission
location.

e Screenshot dated quote the day you purchase your actual ticket

e Be up to full fare economy class

Fly America Act: Federal travelers are required by 49 U.S.C. 40118, commonly
referred to as the “Fly America Act,” to use U.S. air carrier service for all air travel

and cargo transportation services funded by the U.S. government. Please refer to
the Fly America Act for more information on eligible carriers, code sharing, and
open skies agreements with the U.S.
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NS
WUSATA

START HERE

Are you traveling
between the U.S. and
a European Union*
(EU) Country?

You may flyona U.S.
or an EU airline as
long as the EU flight
originates, stops, or
terminates in the EU.

Are you traveling
between:

List of U.S. Flag

Carriers and Open
Skies Agreement**

Has GSA published a
City Pair*** contract

A) U.S. & Australia?
B) U.S. & Japan
C) U.S. & Switzerland

airfare rate for your
travel route?

©O—

N

You may fly on a U.S. carrier or
speak with your Engagement
Executive for possible flight carrier

You may also fly on an EU airline as

You may fly on a U.S. or
A.) Australian airline
B.) Japanese airline
C.) Swiss airline

long as the EU flight originates,
stops, or terminates in the EU.

You may fly on a U.S.
or an EU airline as
long as the EU flight
originates, stops, or
terminates in the EU.

exemptions

*Iceland and Norway are considered part of the EU for the purposes of the EU Open Skies Agreement. Croatia, however, is

excluded from the Agreement.

**Link is embedded in the flowchart above. For the full URL, please visit https://www.gsa.gov/policy-regulations/policy/travel-

management-policy-overview/fly-america-act#0SA

***ink is embedded in the flowchart above. To determine if your route has an established GSA City Pair contract airfare,

search your route here: https://cpsearch.fas.gov/



https://www.gsa.gov/policy-regulations/policy/travel-management-policy-overview/fly-america-act#OSA
https://www.gsa.gov/policy-regulations/policy/travel-management-policy-overview/fly-america-act#OSA
https://www.gsa.gov/policy-regulations/policy/travel-management-policy-overview/fly-america-act#OSA
https://www.gsa.gov/travel/plan-a-trip/transportation-airfare-rates-pov-rates-etc/airfare-rates-city-pair-program
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A dated quote is needed if you have one of the following situations:
¢ Please note: Travelers must fly on a U.S. or EU member carrier in and out of the United States.
e TRADE SHOWS: Eligible days (departure) days are 5 days before the and 5 days after the event.
e TRADE MISSION: Eligible travel days (departure) are one day before and one day after the event.

Are you flying on
eligible days,
economy full fare,
and direct?

Are you flying on
eligible days and direct
but on upgraded,
premium, plus, extra
leg, business, or first
class?

Are you flying non-

direct, side trips, or

extending your stay
or flying on ineligible
days?

Are you flying non-
direct, side trips, or
extending your stay
or flying on ineligible
days with a ticket
other than full fare
economy?

Have a different
situtation? Flying to
multiple trade shows or
trade missions within a
short period? Contact
your Engagement
Executive for guidance.

No quote needed

An economy full fare
quote is needed for the
same flights

An economy full fare

quote is needed as if

you are departing on
the eligible travel days.

An economy full fare

quote is needed as if

you are departing on
the eligible travel days.




7YY HOW TO PULL A QUOTE FOR AIRFARE
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wyﬂﬁ Trade Show - Arrival Example

All quotes need to have a URL, eligible travel days, economy fare, and dated screenshot
visible. Quotes need to be pulled the same day of purchased ticket.

* Trade Shows: Eligible days (departure) days are 5 days before the and 5 days after the event.

Example Quotes Below:

This is for a trade show, Gulfood. The quote was pulled for the eligible travel days as the trade show
occurred on February 17 and ended on February 21 (eligible travel days are 5 days before (February 12-16)
and 5 days after the trade show (February 22-26).
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All quotes need to have a URL, eligible travel days, economy fare, and dated screenshot visible.
(See Highlights). If you are purchasing one-way, then a quote will need to be pulled for one-way..
The same rule applies if you are purchasing a round trip, then a quote will need to be pulled for

round trip.
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All quotes need to have a URL, eligible travel days, economy fare, and dated screenshot
visible. Quotes need to be pulled the same day of purchased ticket.

* Trade Shows: Eligible days (departure) days are 5 days before the and 5 days after the event.

Example Quotes Below:
This is for a trade show, Gulfood. The quote was pulled for the eligible travel days as the trade show

occurred on February 17 and ended on February 21 (eligible travel days are 5 days before (February 12-16)
and 5 days after the trade show (February 22-26).
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All quotes need to have a URL, eligible travel days, economy fare, and dated screenshot visible.
(See Highlights). If you are purchasing one-way, then a quote will need to be pulled for one-way..

The same rule applies if you are purchasing a round trip, then a quote will need to be pulled for
round trip.
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All quotes need to have a URL, eligible travel days, economy fare, and dated screenshot
visible. Quotes need to be pulled the same day of purchased ticket.

* Trade Shows: Eligible days (departure) days are 5 days before the and 5 days after the event.

Example Quotes Below:
This is for a trade show, Gulfood. The quote was pulled for the eligible travel days as the trade show

occurred on February 17 and ended on February 21 (eligible travel days are 5 days before (February 12-16)
and 5 days after the trade show (February 22-26).
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?{/s‘ﬁ Outbound Trade Mission - Arrival Example

All quotes need to have a URL, eligible travel days, economy fare, and dated screenshot
visible. Quotes need to be pulled the same day of purchased ticket.

* Trade Missions: Eligible travel days (departure) are one day before and one day after the event.

Example Quotes Below:

This is for an outbound trade mission. The quote was pulled for the eligible travel days as the trade
mission occurred on March 3 and ended on March 6 (eligible travel days are 1 day before (March 2) and 1
day after the trade mission (March 7).
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All quotes need to have a URL, eligible travel days, economy fare, and dated screenshot visible.
(See Highlights). If you are purchasing one-way, then a quote will need to be pulled for one-way..
The same rule applies if you are purchasing a round trip, then a quote will need to be pulled for

round trip.
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All quotes need to have a URL, eligible travel days, economy fare, and dated screenshot
visible. Quotes need to be pulled the same day of purchased ticket.

* Trade Missions: Eligible travel days (departure) are one day before and one day after the event.

Example Quotes Below:
This is for an outbound trade mission. The quote was pulled for the eligible travel days as the trade

mission occurred on March 3 and ended on March 6 (eligible travel days are 1 day before (March 2) and 1

day after the trade mission (March 7).
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All quotes need to have a URL, eligible travel days, economy fare, and dated screenshot visible.
(See Highlights). If you are purchasing one-way, then a quote will need to be pulled for one-way..
The same rule applies if you are purchasing a round trip, then a quote will need to be pulled for

round trip.
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asasaas
?{/s‘ﬁ Outbound Trade Mission - Arrival/Return Checkout Example

All quotes need to have a URL, eligible travel days, economy fare, and dated screenshot
visible. Quotes need to be pulled the same day of purchased ticket.

* Trade Missions: Eligible travel days (departure) are one day before and one day after the event.

Example Quotes Below:

This is for an outbound trade mission. The quote was pulled for the eligible travel days as the trade
mission occurred on March 3 and ended on March 6 (eligible travel days are 1 day before (March 2) and 1
day after the trade mission (March 7).
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