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OFFICIAL TRAVEL

DESCRIPTION OF SERVICES

SECTION  1

1.0  DESCRIPTION OF SERVICES

1.1.  Scope of Work.  The Contractor shall provide all personnel, equipment, tools, materials, supervision, and other items and services necessary to perform the management and operation of a commercial travel office for official travel as defined in this Statement of Work (SOW).  The Contractor shall perform to the standards in this contract, and pursuant to commercial industry standards.  The Government neither warrants nor guarantees any specific volume of travel services; actual workload volume may fluctuate substantially.

1.1.1.  Commercial Reservation System (CRS).  The Contractor will provide direct access to at least one CRS operated for at least three years for or by a major U.S. air carrier or co-chair.  The CRS must provide the full range of travel services as specified in Appendix D.  The Contractor will provide a sufficient number of reservation /ticketing sets and personnel so a customer will not have to wait.  The Contractor shall notify the Contracting Officer, in writing, at least 30 days prior to the implementation of any change in equipment or software during the life of the contract and advise of impact to travel service and Government training requirements.

1.1.2. CRS. The CRS shall be capable of providing the lowest cost fare evaluations, reservations, ticketing and related travel and accessorial services and meet the standards of this SOW.  The CRS shall also be capable of providing a "shoppers quote" of fares by category (General Services Agency (GSA), city-pair, Category Z, etc.).  The Contractor shall employ a software program or computer system with the capability to audit reservations, as soon as they are booked, for the lowest cost routing and will be reconfirmed periodically up to the time of ticketing.

1.1.3. Software and Hardware.  The Contractor shall provide the necessary computer software and hardware required to implement the reservation, ticketing, and management report requirements contained in this SOW.  The Contractor shall use an automation software package that interfaces with the CRS, to generate accounting and reporting programs.  No later than 60 days before the termination of this contract the Contractor shall provide to the successor Contractor all information necessary to allow system changeover, including the type of hardware and software currently being used.  The successor Contractor will use this information to transfer reservation data from the incumbent Contractor system to the system to be used.

1.1.4.  CRS Terminals. The Contractor shall provide the Traffic Management Office (TMO) at each location, the following CRS terminals.  Davis-Monthan AFB –3 terminals, Holloman AFB –3 terminals, Cannon AFB –1 terminal, Luke AFB –1 terminal and 162nd (Guard) –1 terminal.  Terminals used will have real time monitoring capability plus a printer.   These terminals will be used for verification of contract requirements.  If an assigned contract Quality Assurance Personnel (QAP) is not co-located with TMO, the Contractor shall provide each assigned contract QAP a CRS terminal and a printer for surveillance of the contract.  The Contractor shall provide necessary supplies for the printer, such as ribbon, toner, etc.  

1.1.5. Training.

1.1.5.1. CRS Training.  The Contractor shall provide training to TMO personnel on the CRS system used by the Contractor under this SOW prior to contract start date.  The training may be conducted by Contractor employees, but must be equivalent to that provided Contractor employees.  A minimum of two TMO personnel per terminal shall be trained. Update/additional training shall be provided as equipment or personnel changes occur.  All training shall be provided at no cost to the Government.

1.1.5.2. Centrally Billed Accounts Training.  The Contractor shall provide the TMO at each location listed in Section  3, Government Furnished Property and Services an overview of their functions and responsibilities in the centrally billed account reconciliation process prior to contract start date.  This overview should include examples of required reconciliation reports.  Also, the contractor shall provide additional reconciliation training when the TMO receives the first centrally billed invoice.  All training shall be provided at no cost to the Government.

1.2. Exclusivity   The contractor shall be the exclusive provider of Commercial Travel Service for official travel at the serviced locations except for those instances in which the official traveler is authorized to procure his/her own transportation directed by official authority or when TMO directs the use of AMC or other sources.  No other contractor will be permitted access to government travel.

1.2.1 Leisure Travel in Conjunction with Official Travel (LICWO) (Reserved)

1.3 Official Travel Services.  The contractor shall interface with the TMO on official travel issues as required to perform the contract. 

1.4 Travel Information.  Provide information regarding commercial transportation fares, car rentals and lodging rates to travelers or to order-issuing officials for their use in travel planning or order preparation.  Provide lowest available fares and rates, making maximum use of Government contract fares that will meet mission requirements.

1.5 Traveler Declination.  Make reservations at the appropriate fare available to satisfy mission requirements. If the traveler declines that fare as a result of a stated mission requirement, the Contractor will advise the traveler that, although the requested fare will be reserved, notification of non-use of the least costly or appropriate fare will be made to the travel authorizing official, and the Contractor shall provide such notification.  If the Contractor receives a written impact statement approved by the travel-authorizing official, then notification of non-use is not required.

1.5.1 Non-Compliance Script.  Prior to completing the reservation, the Contractor will ensure the correct non-compliance script for non-use of the appropriate fare is entered in the affected Passenger Name Record (PNR).

1.6 Special Discounts.  Prior to making the reservation, immediately advise the traveler and TMO if any special discount is available which requires the purchase of tickets that contain cancellation or penalty charges.

1.7. International Travel.  The contractor shall not make reservations for international travel via commercial means on the basis of a direct request from a traveler except under those specific conditions outlined by TMO.  The preponderance of official international travel is accomplished on commercial aircraft chartered outside this contract and/or through Air Mobility Command (AMC).  Travelers shall be directed to contact their local TMO and or CTO for reservations and ticketing, where AMC service is not available.  If commercial international travel is required, reservations will be accomplished through the CRS operated by the Contractor.  The Contractor shall not make reservations for official international travel on a foreign flag carrier unless written authorization is provided by TMO.  Use of Foreign Flag Carriers is authorized only when U.S. flag carriers are not available.  The Contractor will be responsible to pay any costs the government or traveler may be charged that is not reimbursable because proper TMO authorization was not obtained.

1.8. AMC Reservations.  In addition to arranging commercial international travel, if industry capability becomes available to book AMC services, the TMO and or contractor will be required to make arrangements for official international travel via AMC flights and issue unique control numbers.  Any travel dealing with classified destinations will be handled by TMO.  All AMC reservations will be accomplished through the Global Air Transportation and Execution System (GATES) software provided by the government. The contractor shall not make reservations for official international travel on foreign flag carrier unless approval is provided by the TMO. Failure to receive authorization will result in non-reimbursement of cost incurred for international travel using foreign flag carrier.  

1.9.  Primary Locations.  Operate a full service travel office, including walk-in reservation and ticketing capability on a “while-waiting” basis at each Primary Location specified in Section 3, Government Furnished Property and Services.  Customers shall not have to wait for service. 

1.10.  Satellite Locations.  Provide on-site staffing and billing procedures at satellite locations indicated in Section 3, Government Furnished Property and Services, where estimated official travel sales are $350,000 or more annually.  The Contractor may provide electronic or tele-ticketing in lieu of staffing at satellite locations where estimated official travel sales are less than $350,000 annually.    

1.11.  Ticketing.   The Contractor shall provide tickets (when electronic ticketing is not used) for all commercial modes of travel (i.e., air, bus, rail, water) upon receipt of valid written travel authority.  

1.12.  Passenger Name Record (PNR).  At the time of ticketing, prepare a PNR (itinerary invoice) in five copies containing the information shown in Appendix E.  For military contracted flights and AMC missions booked by the Contractor, provide the traveler with a passenger checklist with his/her flight information such as dates of travel, show time, departure, and arrival time, flight/mission number, number of seats, and checked baggage allowance.  Although tickets are not issued when electronic ticketing is used the Contractor shall provide the traveler with the PNR (itinerary invoice).  CTO will also provide (at no extra cost) email or facsimile copy of PNR to customer at customers request.  A copy of all PNRs (itinerary invoices) and orders shall be provided to TMO/QAP not later than (NLT) noon the day after each ticket transaction including official travel charged to an individually billed account (IBA).  Upon issuance of all tickets, the Contractor shall separate copies of orders and PNRs (itinerary invoices) in accordance with TMO instruction.

1.13.  Human Remains/Air Freight/Pets.  Arrange for the shipment of human remains, weapons, commercial airfreight shipments in connection with passenger travel and air shipment of military working dogs at Government expense.  For the shipment of military working dogs the Contractor shall provide an airway bill.  If industry capability becomes available contractor will book AMC pets and military working dogs.  Arrange for movement of pets at traveler's expense.

1.14.  Comment Form.  CTO will provide Customer Comment Card addressed to the TMO upon approval of TMO.

1.15. Higher Fares/Transportation Rates.  The Government will not pay a higher fare or rate for transportation services than would have been charged if the requested service had been obtained directly from the carrier or rental agency used.  

1.16.  Fare Audit.  The Contractor is responsible to pay/reimburse the government for the difference in cost between tickets provided at a higher fare and the least costly available fare identified during audits no later than the next billing unless the use of higher cost fare is justified and accompanied by a mission impact statement as indicated in paragraph 1.5.  (Audits are normally conducted daily by TMO personnel.)

1.17.  Government Travel Card. The Government Travel Card (GTC) is the primary payment method.  Travel will be paid for by use of the Centrally Billed Account (CBA) or Individually Billed Account (IBA).  TMO will provide the contractor the CBA account number(s) to be used for APPROPRIATED FUND official and the billing cycles.  In the case of the IBAs, the traveler will provide the credit card number. 

1.18. Credit Card Reconciliation Report.  The Contractor must be capable of receiving and processing an electronic interface file from the Government Travel Card Contractor (GTCC).  The Contractor will be responsible for preparing a credit card reconciliation report package from the information in their accounting database and the electronic feed  received from the GTCC.  The Contractor will match payments to charges; identify and report any disputes; ensure proper refund credits/debits are reported and adjusted to the billing.  Within five workdays following the receipt of the electronic feed from the GTCC, the Contractor will prepare and submit to TMO an SF 1113 (Public Voucher for Transportation Charges) or mutually acceptable automated product, the credit card reconciliation report package, PNRs (itinerary invoices) and travel orders (arranged in the order required by TMO/DFAS), ticket and ticket refund listing, CTO Billing Input File, and CTO Obligation File.  The contractor will be responsible to reimburse the government for any lost revenues (rebates) and penalty fees/interest caused by contractor delay in providing accurate reconciliation report.

1.19.  Local Payment of Airline (LOPA). LOPA is an alternate method of payment.  If LOPA payment method is required, the TMO will provide the Contractor with the serial number of SF 1169 (Government Transportation Request (GTR)) issued for the designated LOPA billing period.

1.20  Refunds. Under no circumstances will the Contractor provide travelers with cash refunds for totally or partially unused tickets originally issued for official government travel.  Refunds will be made to the account to which charges were made, either the GTR, CBA or IBA.

1.20.1.  The contractor shall sign, date, and provide a receipt for unused or partially used tickets from the TMO, verifying official, or traveler.  Process the tickets for refund/credit to the carrier/vendor NLT the workday following receipt.  The Contractor shall establish a method of identifying unused or partially used electronic tickets and provide this refund information to the TMO on a weekly basis.

1.21.  For refunds against the CBA, a credit will be posted to the appropriate account in which charges accrued.  The Contractor will process the refund to the respective carrier/vendor NLT the workday following receipt from the TMO.  The Contractor will ensure credit is received and identified on the GTCC’s invoice.  The Contractor will also ensure this information is provided to the TMO on the ticket and ticket refund listing.
1.21.2  For refunds against the IBA, the Contractor will process the refund to the respective carrier/vendor NLT the following workday received from the TMO or traveler.  The Contractor will provide assistance to the traveler and/or TMO until ticket refund issues are resolved.

1.22.  Financial Arrangements.  When the GTR, IBA and/or CBA is/are used, the Contractor will ensure the government is only charged the ticketed fare plus any applicable service fee.  Any other compensation for the services hereunder will be in the form of commissions, and other considerations received by the Contractor from carrier and providers of accommodations in accordance with general practices of the trade.  Responsibility for arrangements and collection of any such commissions or other consideration rests with the Contractor.  The government accepts no responsibility or liability for, and offers no guarantees with respect to, the payment of such commissions, or the amount of such requirements to be presented to the Contractor.

1.22.1.  The contractor will charge both the airline ticket charges and the awarded service fee on the applicable credit card (IBA or CBA).  Transaction fee will be posted at time of sale.  Applicable service fee will apply. The ticket cost and the service fee will be reported/listed as separate amounts in the same entry line on all billing reports.

1.23.  Management Information System (MIS) Reporting.  Provide the travel management reports indicated in Appendix C.  

1.24.  Emergency Services.  Provide short notice emergency travel services, as required by the TMO, in response to national emergencies, accident investigations, aircraft recovery teams, human remains recovery teams, evacuations, rescue operations, civil disturbances, natural disasters, military peacetime and wartime contingency operations and exercises, and passenger emergency.  The emergency services may be required after normal duty hours.  During extended operational hours dictated by an emergency, the Contractor's representative may decrease the total number of employees on duty to a level agreed upon mutually by the Contractor and the Contracting Officer and TMO.  On occasion, official travel services may be required to support an activation or exercise of contingency plans outside the normal duty hours.  

1.25. Contingencies.  In the event of major contingencies or exercises requiring activation of large numbers of Air Force, Air Force Reserves or Air National Guard members, the Contractor may be required to provide service on a basis of 24 hours per day, seven days per week, or as otherwise directed by the Contracting Officer or designated representative.  Within 24 hours of notification from the contracting officer or designated representative, the Contractor shall establish the ability as directed to arrange transportation between various points.

1.26. Toll-Free Number.  Provide a toll-free number to your company’s operations, which can be reached worldwide.  This toll free number must provide TMOs and official traveler’s immediate capability to arrange for and change reservations and tickets 24 hours a day, 7 days per week.  A toll free number to an answering service or answering machine is not acceptable.

1.27.  Emergency Plan.  Maintain a current emergency plan to support each serviced location at the start of the basic contract period and as changes occur.  The plan must include a realistic method/source to quickly provide qualified personnel and necessary supplies and equipment to support SOW contingency and exercise workload surge requirements without relying on leisure travel office contract resources or other DOD official travel contracts.  Provide a copy of the current emergency plan to the contracting officer and TMO, upon request.

1.28. Surge Requirements.  The Government at its option may augment surge requirements beyond the capability of the Contractor when the Government perceives that mission accomplishment is endangered.

1.29  Hotel/Motel Reservations.  With competent written authority make available GSA discounted DOD/government rates plus any corporate or other discount rates negotiated.

1.30 Car Rental Reservations.  Offer complete car rental service at the lowest cost available to the Government. Contractor shall make reasonable efforts to equitably distribute rentals among all companies providing equal service at the same rate. Make reservations and provide the traveler with pick-up location address and telephone number as well as the rate and confirmation number. Use companies with which Military Traffic Management Command (MTMC) has negotiated special DOD/Government car rental rates. Apply any corporate or other discount rates negotiated with these same companies which result in charges lower than the rates negotiated by MTMC as long as they meet the same requirements as MTMC negotiated rates, i.e., drop-off charges, fuel charges, insurance, and collision damage waiver. 

1.31  Travel Insurance.   The Contractor shall provide each traveler with a minimum commercial standard life/injury flight insurance at no additional cost to the government or the traveler if such coverage is not provided by the servicing carrier as part of the ticket price. Each PNR shall include a statement that such coverage is provided.
1.32. Transition and Startup.  The successor contractor shall be provided a minimum 60-day transition/startup period, from date of contract award.  Current contractor and new contractor will work together during transition; to ensure that customer service will not be interrupted.

1.33. Defense Travel System (DTS)  Paperless travel system that allows travelers, to coordinate and arrange temporary duty (TDY) travel. The reengineering system will be developed and implemented in phases. All transactions will be made from member's desktop or even laptop computer. No orders, no travel advances.  This program is a DoD project to be determined at a later date. 

1.33.1  Award of DTS    If award of CTO is made before the award of DTS contract, the Government would be required to terminate CTO for convenience in order to allow  CTO locations to be phased into DTS follow-on contract. CTO shall be provided a 60 days transition period from date of contract award, at no cost to the government.

SERVICE DELIVERY SUMMARY

SECTION  2
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GOVERNMENT FURNISHED PROPERTY AND SERVICES

SECTION 3

3.1 Government Furnished Facilities.   The Government will furnish the contractor the following facilities.  Maps and work area layouts are attached.  All locations are "Primary" sites unless indicated as "Satellite" sites. The Government reserves the right to change facilities provided to the contractor anytime during the contract period without additional cost to the government. A 30-day written notice of the impending move will be provided to the contractor.

Davis-Monthan AZ 
Building 2300

Office Area

approx. 670 sq. ft.

Tucson Guard

Building 9 

Office Area

approx. 526 sq. ft. 

Luke AFB AZ

Building 1150

Office Area

approx. 305 sq. ft.

Holloman AFB NM
Building 222

Office Area

approx. 773 sq. ft.

Cannon AFB  NM
Building 300

Office Area

approx. 405 sq. ft.

3.2 Maintenance of GFP.  The Government will provide, repair and maintain the premises for the contractor use. No capital investment for building and/or major improvements shall be required of the contractor. The contractor shall be responsible for any damages to the premises resulting from negligent acts or omissions of the contractor, its employees or agents. Offerors are urged and expected to inspect the site where services are to be performed and to satisfy themselves as to all general and local conditions that may effect the cost of performance of the contract. In no event will a failure to inspect the site constitute grounds for a claim after award of the contract. Maintenance will include Utilities, Installation Distribution Service (BITS), custodial service, refuse collection, insect/rodent control. 

3.2.1 Security Forces and Fire Protection.  The government shall provide  Security Forces and Fire protection service for on-base facilities. The base Security Forces and Fire Department telephone number will be provided to the contractor at the pre-performance conference.

3.3  E-Mail Connectivity.  Where possible and deemed necessary by the government, an e-mail account will be provided. Use of the service is strictly limited to contract related business. The Communication Squadron shall determine the number of accounts. The contractor will comply with all applicable rules and regulations for the use of Air Force e-mail accounts.  When e-mail capability becomes available, contractor shall make this service available to their customers within 30 calendar days.

3.4 Software. The Government at its option, will provide all software required to upgrade contractor furnished terminals assigned to government personnel (paragraph 1.1.4) so that Government employees may meet increased  capacity requirements. The Government will provide any Government desired software, i.e. Windows 98, Office 2000, etc. This option, if used will be at Government expense.

3.5 Contractor Employee Training.  The Government shall provide training on the Global Air Transportation Execution System (GATES) to contractor personnel at least 10 days prior to contract start date. Training will cover procedures to book pets, port call reservations and preparation and issuance of AMC Travel Authorization (AMC Unique Control Numbers) for all official travelers. 

DAVIS-MONTHAN AZ – BUILDING 2300
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LUKE AFB –BUILDING 1150
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GENERAL INFORMATION

SECTION 4
4.1 Personnel

4.1.1.  Contract Manager.  The contractor shall designate a contract manager, in writing, who shall act for the contractor and be responsible for the performance of the work.   The contractor shall also designate, in writing, an alternate(s) who shall act for the contractor when the contract manager is absent.  The contract manager or alternate shall have full authority to act for the contractor on all contract matters relating to daily operation of this contract.

4.1.2. Site Manager.  The contractor shall also designate in writing a site manager or alternate for each primary service location, to be available on site during normal duty hours to discuss and resolve problem areas with the customers. Site manager must have 5 years of travel experience, and 3 years experience of government rules and procedures. Resume to be submitted with proposals. After normal duty hours the site manager or designated alternate shall be available within one hour. 

4.1.3.  Contractor Employees.  The contractor manager, site manager, alternate(s) and all employees must be capable and qualified in the field of Commercial Travel and be able to read, write, speak and understand English. Employees must have 2 years of travel experience.

4.1.4.  Appearance.  Contractor personnel shall present a clean neat appearance and be easily recognized.  This may be accomplished by wearing distinctive clothing bearing the name of the company or by wearing appropriate badges, which contain the company name, employee's name, and the words "Commercial Travel Office."  This identification badge must be worn above the waist where the customer can easily see it.

4.2.  Employment.  The contractor shall not employ any person who is an employee of the US Government if the employment of that person would create a conflict of interest nor shall the contractor employ any person who is an employee of the Department of the Air Force, either military or civilian, unless such person seeks and receives approval in accordance with DoDD 5500-7 (military) or the Joint Ethics Regulation (civilian).  The contractor shall present to the Contracting Officer the employee’s commander/supervisor approval for employment prior to hiring.  

4.2.1. Employment of Military Personnel.  The contractor is cautioned that off-duty active military personnel hired under this contract may be subject to permanent change of station (PCS), change in duty hours or deployment.  Military Reservists and National Guard members may be subject to recall to active duty.  The abrupt absence of these personnel could adversely affect the contractor's ability to perform.  Their absence at any time shall not constitute an excuse for nonperformance under this contract.

4.2.2.  Mission Requirements.  The contractor shall not employ persons for work on this contract if such employee is identified by the contracting officer as a potential threat to the health, safety, security, general well being or operational mission of the installation or its population.

4.3.  Security Requirements. 

4.3.1.  Contractor Notification Responsibilities.  The contractor shall notify the Servicing Security Forces

Organization (SSFO)  through the contracting officer at each operating location within 5 days after notice of award of  the contract.  The notification shall include:


a.  Name, address, and telephone number of company representatives.


b.  The contract number and contracting agency.


c.  The reason for the contract (i.e., work to be performed). 


d.  The location(s) of contract performance and future performance, if known.


e.  The date contract performance begins.


f.  Any change to information previously provided under this paragraph.

4.3.2.  Pass and Identification Items.  The  contractor shall ensure, through the contracting officer, the following pass  and  identification items  required  for contract performance are obtained for employees  and  non-government owned vehicles:


a.  DD Form 1172, Application for Uniformed Services Identification Card (AFI 36-3026, 

                   Identification Cards For Members of The Uniformed Services, Their Family Members, and

                   Other Eligible Personnel, and AETC Instruction 36-3001, Issue and Control of AETC Civilian

                   Identification (ID) Cards).


b.  AETC Form 58, Civilian Identification Card (AETCI 36-3001).


c.  AF Form 2219 (series), Registered Vehicle Expiration Tab (AFI 31-204, Air Force

                   Motor Vehicle Traffic Supervision). 


d.  DD Form 2220, DOD Registered Vehicle and Installation Tab (AFI 31-204).


e.  AF Form 1199, USAF Restricted Area Badge, or locally developed badge.


f.  AF Form 75, Visitor/Vehicle Pass (AFI 31-204).

4.3.3. Suitability Investigations.  Contractor personnel shall successfully complete, as a minimum, a National Agency Check (NAC), before operating government furnished workstations that have access to Air Force e-mail systems.  These investigations shall be submitted by the government at no additional cost to the contractor.  The contractor shall comply with the  DoD 5200.2-R, Personnel Security Program, and AFI 33-119, Electronic Mail (E-Mail) Management and Use, requirements.  This also applies for GATES clearance once available.   

4.3.4.  Retrieving Identification Media.  The contractor shall retrieve all identification media, including vehicle decals from employees who depart for any reason before the contract expires; e. g., terminated for cause, retirement.

4.3.5.  Listing of Employees.  The contractor shall maintain a current listing of employees.  The list shall include employee's name, social security number, and date of investigation if contract work involves unescorted entry to Air Force restricted or other sensitive areas designated by the installation commander.  The list shall be validated and signed by the company Facility Security Officer (FSO) and provided to the contracting officer and SSFO prior to the contract start date.  Updated listings shall be provided when an employee's status or information changes. 

4.3.6.  Physical Security.   Areas controlled by contractor employees shall comply with Base Operations Plans/Instructions for exercises/actual force protection procedures, Random Antiterrorism Measures (RAMS) and local search/identification requirements.  The contractor shall safeguard all government property, including controlled forms, provided for contractor use.  At the close of each work period, government training equipment, facilities, and other valuable materials shall be secured.

4.3.7.  Key Control.  The contractor shall establish and implement key control procedures in the Quality Control Plan to ensure keys issued to the contractor by the government are properly safeguarded and not used by unauthorized personnel.  The contractor shall not duplicate keys issued by the government.

4.3.7.1  Lost Keys.  Lost keys shall be reported immediately to the TMO.  The government replaces lost keys or performs re-keying.  The total cost of lost keys, re-keying or lock replacement shall be deducted from the monthly payment due the contractor.

4.3.7.2  Government Authorization.  The contractor shall ensure its employees do not allow government issued keys to be used by personnel other than current authorized contractor employees.  Contractor employees shall not use keys to open work areas for personnel other than contractor employees engaged in performance of their duties, unless authorized by the government functional area chief.

4.4. Employee Training. The contractor shall ensure all persons providing official travel support are properly trained in Government travel procedures/regulations, and are aware of all special rates, discounts and/or other benefits available to Government employees and their dependents.

4.4.1.  The Contractor shall maintain documented training records of its personnel who have received training in the operation of automated reservation and ticketing equipment used in performance of this agreement.

4.5. Quality Control Plan.  In accordance with FAR 52.212-4, the contractor shall establish and maintain a complete Quality Control Plan to ensure the requirement of the contract are provided as specified.  The plan shall be submitted to the Contracting Officer within 30 days of mobilization.  The contracting officer shall notify the contractor of acceptance or required modifications to the plan before the contract start date.  The contractor shall make appropriate modifications and obtain contracting officer acceptance prior to the contract start date.

4.5.1.  The plan shall include, as a minimum, an inspection system covering all the services contained in this SOW to include those listed on the Service Delivery Summary.  It must specify the areas to be inspected on either a scheduled or unscheduled basis, how often inspections will be accomplished, and the title of the individual(s) who will perform the inspection.  The methods for identifying and preventing defects in the quality of service performed before the level of performance becomes unacceptable.  The procedures for maintaining on site records of all inspections conducted by the contractor and necessary corrective action taken.  Upon request this documentation shall be made available to the Contracting Officer and the Functional Director (FD) or designated representative during the term of the contract.

4.6.  Quality Assurance.  The Government will evaluate the contractor's performance under this contract using the methods of surveillance specified in this SOW.  All surveillance observations will be recorded by the Government on the appropriate document.  When an observation indicates defective performance, the QAP will request the contractor’s representative to initial the observation.

4.7. Performance Evaluation Meetings.  The contract manager is required to meet with the Contracting Administrator and the QAP during the first month of the contract.  Meetings will be as often as necessary thereafter as determined by the Contracting Officer.  However, if the contractor requests, a meeting will be held whenever a contract discrepancy report (CDR) is issued.  Minutes of the meeting will be recorded and distributed by the Contract Administrator and shall be signed by the contract manager, Contracting Officer, FD, and QAP.  Should the contractor not concur with the minutes, the contractor shall so state any areas of nonconcurrence in writing to the Contracting Officer within 10 calendar days of receipt of the signed minutes.      

4.8. Normal Duty Hours.  The contractor shall provide a full range of travel services during the hours cited at Appendix B-1, or otherwise specified by the FD at the location concerned. 

4.8.1.  Except for work categorized as emergency, the contractor is not required to provide service on the following federal holidays:  New Year’s Day, Martin Luther King Day, Presidents Day, Memorial Day, Independence Day, Labor Day, Columbus Day, Veterans Day, Thanksgiving Day, and Christmas Day.

4.8.2. Emergency Services.  On occasion, official travel services may be required to support an activation or exercise of contingency plans outside the normal duty hours.  The contractor’s responsibilities for emergency support are described in section 1,  paragraph 1.24 and 1.26.

4.9.  Signs.  The contractor shall provide a sufficient number of signs clearly identifying each service provided (i.e., reservation, ticketing, etc.).  These signs shall be located in the contractor's service office (s) where they can be clearly seen by the traveler.  Signs will be consistent with local installation policies on size, placement, etc.

4.10.  Records.  The contractor shall be responsible for creating, maintaining and disposing of only those Government required records that are specifically cited in the SOW or required by the provisions of a mandatory directive listed in Appendix A.  If requested in writing by the contracting officer or TMO, the contractor shall provide the original record, or a reproducible copy of such record within five working days of receipt of the request.

4.11.  Tobacco Policy.  All contractor employees must comply with the installation tobacco policy where work is to be performed.

4.12.  Gate Control.  Some travel service locations will have limited access to installations/bases, with controlled gate openings and closures.  Unscheduled gate closures by the Security Police may occur at any time and personnel entering or exiting the installation may experience a delay.  Privately owned vehicles of Contractor's personnel are subject to being searched pursuant to applicable regulations.  The award of this contract does not create a right to have access to any military installation.  Any violation of an installation regulation or of state of federal statute may result in the termination of the privilege to enter one or more military installations.

4.13. Contractor Changeover upon Expiration of the Contract.  The Government reserves the right to conduct site visits in all contractor-operated facilities in conjunction with the solicitation of offers for follow-on contract(s).  In the event a follow-on contract is awarded to other than the incumbent, the successor contractor is responsible for obtaining from the incumbent contractor, and the incumbent contractor shall provide, all information necessary to permit a smooth transition without an interruption in service during the transition period.  Within 60 days from contract start date, the incumbent contractor shall transfer travel management service records, including travel profiles, confirmed reservations, tickets being held for pick-up, debit and credit files, etc.  Records of travel not yet performed shall be transferred concurrent with the changeover of contractors upon expiration of this contract and commencement of the follow-on contract.  The incumbent contractor will cooperate to the extent required to permit an orderly changeover to the contractor.  With regard to the successor contractor's access to incumbent employees, a recruitment notice may be placed in each facility.

4.14.  Expiration of Contract.  The contractor shall book all requests received prior to expiration of the contract regardless of the date of commencement of travel.  Tickets for travel commencing after the expiration of the contract shall be delivered to the customer before close of business on the last workday of the contract.  If tickets have not been paid for, or if, for any reason, tickets cannot be delivered to the customer, the contractor shall provide an option to the customer for full refund prior to the expiration of the contract.  Applicable payments shall be based on the total price paid by the customer (less taxes), to include any commissions subsequently paid to the contractor as a result of such arrangements.

4.15. Definitions.

4.15.1.  Contracting Officer.  A duly appointed Government agent authorized to award or administer contracts.  The Contracting Officer is the only person authorized to contractually obligate the Government.

4.15.2. Defective Service.  A service output that does not meet the standard of performance specified in the contract for that service.

4.15.3. Lot.  The total number of potential service outputs in a surveillance period.

4.15.4. Performance Requirement.  The point that divides acceptable and unacceptable performance of a task according to the performance requirement summary and the Inspection of Services clause.  It is the number of defectives or maximum percent defective in the lot that is deemed acceptable.  Any further defectives will require the Government to affect the price computation system.

4.15.5.  Service Delivery Schedule.   A listing of the service outputs under the contract that are to be evaluated by the QAP on a regular basis, the surveillance methods to be used for these outputs, and the performance requirement of the listed outputs.

4.15.6. Quality Assurance.  Those actions taken by the Government to assure that services meet the requirements of the Statement of Work (SOW) and that the contractor achieves satisfactory performance.

4.15.7. Quality Assurance Personnel (QAP).  A functionally qualified person who performs quality assurance functions for a contracted service.

4.15.8.  Quality Assurance Surveillance Plan (QASP).  An organized written document specifying the surveillance methodology to be used by the Government for surveillance of contractor performance.  

4.15.9. Quality Control.  Those actions taken by a contractor to control the performance of services so that they meet the requirements of the SOW.

4.15.10. Sample.  One or more service outputs drawn from a lot.  The output or outputs are used in quality assurance surveillance.

4.15.11. Standard.  An exact value, a physical entity, or an abstract concept, established and defined by authority, custom, or common consent to serve as a reference, model, or rule in measuring quantities or qualities, establishing practices or procedures, or evaluating results.  A fixed quantity or quality.  (Joint Pub 1-02)  For purposes of this instruction, a defined measure of comparison.

4.16. Technical Definitions/Abbreviations Peculiar to this SOW.  

4.16.1. AMC.  Air Mobility Command.  A major Air Force component with single manager responsibilities for DOD airlift.

4.16.2 AMC Unique Control Number.  First initial of members name, last initial of name, members last four of social security number and fiscal year of travel.

4.16.3.  CDW.  Collision Damage Waiver.

4.16.4.  COMMISSION.  A fee paid to the Contractor by a supplier for services arranged by the contractor.

4.16.5.  CONUS.  Continental United States.  Includes only the 48 contiguous states and the District of Columbia.

4.16.6. CRS.  Commercial Reservation System.  This term is synonymous with Electronic Reservation and Ticketing System.

4.16.7. CTO.  Commercial Travel Office.  The commercial activity providing the range of commercial travel reservation and ticketing services for a DOD activity under a contract or other document reflecting the agreement of the parties.

4.16.8.  DFAS.  Defense Finance Accounting Service.

4.16.9. DISCOUNT.  Stated as a percentage of the commission that will be or could be paid by the suppliers of air transportation based on standard airline commission rate procedures. The CTO contractor will make up front reductions (discounts) on the base fare of each official commissionable airline ticket. The discount will be computed on tickets and ticket refunds so that any fractional part of one cent of a given dollar field is rounded up to the next highest cent in recording the individual CTO discount (e.g. $13.515 rounds up to $13.52). Discounts do not apply to either cancellations, voids, completely unused tickets, or the unused portions of partially unused tickets. The discount fee represents what the Government gives the contractor: (1) Opportunity to be the exclusive travel agent on base for the pool of APF official travelers, and (2) The value of Government furnished facilities, utilizes, equipment and other services.
4.17..  DOD.  Department of Defense.  Includes the Army, Navy, Air Force, Marine Corps, National Guard Bureau, and all other offices and agencies of the DOD.

4.17.1.  Electronic Reservation and Ticketing System (ERTS).  On-line, real time reservation and ticketing equipment with access to computer-based carrier reservation systems capable of providing lowest cost fare evaluations, reservations, ticketing, and related travel and accessorial services.

4.17.2.  FD.  Functional Director.  The Traffic Management Officer will be the FD for official travel services.   

4.17.3.  FSO.  Financial Services Office.

4.17.4.  GATES.  Global Air Transportation and Execution System.  GATES application is a Windows 95 based client that communicates via Internet to a main database for worldwide passenger booking for all DoD users.

4.17.5.  Government Contract Fare:  The code (YCA) is used to designate unrestricted coach contract fares for Government Contract Carriers.  For the purpose of the Monthly Travel Report (Appendix C) restricted Government fares, i.e., BCA, MCA, QCA, VCA, etc, do not apply.

4.17.6.  Government Travel Card (GTC).  GSA procured commercial charge card account, issued for the purpose of procuring transportation and other authorized services that are payable by the Government in the performance of official travel.  A GTC account can be established as a centrally billed account (CBA) for an entire base or unit, or as a card issued to an individual, referred  to as an individually billed account (IBA).

4.17.7. GSA.  General Services Administration.

4.17.8. GTR.  Government Transportation Request.  A written request of the United States Government (Standard Form 1169) for the purpose of procuring transportation, or other authorized services chargeable to the Government.

4.17.9.  Leisure Travel.  Leave, furlough, vacation, and other unofficial travel paid for from personal funds by the traveler.  

4.18.  LOPA.  Local Payment of Airlines.

4.18.1 Mode.  Air, surface or ocean method of travel.

4.18.2. MTMC.  Military Traffic Management Command.  An Army command (USTRANSCOM component).

4.18.3. Official Travel.  Travel authorized in connection with Government business and paid for from appropriated funds.

4.18.4. Official Travel Contractor.  The contractor awarded the contract to provide travel services for customers traveling on official duty orders issued by an appropriated fund activity and nonappropriated fund instrumentality.

4.18.5. OCONUS.  All areas except the 48 contiguous states and the District of Columbia.

4.18.6.  PNR.  Passenger Name Record.    

4.18.7.  Primary Location.  A contractor facility or office located on a base or other installation identified in section 3, Government Furnished Property and Services, staffed by contractor personnel with one or more outlets.   Travel services at a primary location include walk-in reservation and ticketing capability on a "while-waiting" basis.

4.18.8.  PCS.  Permanent Change of Station.  The assignment, detail, or transfer of a member or unit to a different permanent duty station under competent orders which neither specify the duty as temporary, nor provide for further assignment to a new permanent duty station, or directed return to the old permanent duty station.
4.18.9. Satellite Location.  A contractor facility or office located on a base or other installation identified in section 3, Government Furnished Property and Services.  A Satellite location is geographically separate from a primary location, and is supported by a primary location for the contracted travel services. The level of service to be provided by the contractor's satellite travel outlet will be in accordance with section 1, paragraph 1.10.  Any full-service satellite outlet shall provide the traveler with the same level of service required of outlets at Primary Locations.  Billing and management information system reporting will be as directed by the FD and/or Contracting Officer of the Primary Location which supports the Satellite Location.

4.19.  Service Fee.  One time charge added to each individual airline ticket issued by the contractor.   When a traveler makes a reservation but cancels before picking up the ticket, a service fee is not charged for the reservation or the cancellation.  Once the ticket is issued, the service fee will be charged, however, an additional service fee will not be charged to process refunds or voids. 

4.19.1.  Standard Coach Fare.  The “Y” class fare, including tax and other Government fees or charges.
4.19.2. TDY/TAD.  Temporary Duty/Temporary Additional Duty.  Official travel to one or more locations away from a permanent duty station to perform duties for a temporary period of time.

4.19.3.  Travel Authorization.  IBA, CBA or substitute approved by the TMO.

SECTION 5 APPENDICES

APPENDIX A

APPLICABLE PUBLICATIONS AND FORMS

OFFICIAL TRAVEL

Publications and forms that apply to this Statement of Work are listed below.  The contractor is obligated to follow those publications and use those forms coded as mandatory to the extent (that is, a specific procedure in a paragraph, section, chapter or volume) specified in the SOW.  The contractor shall be guided by those publications coded advisory to the extent necessary to accomplish requirements in the SOW.   All regulations and forms, except those marked with an asterisk (*), can be download from the worldwide web at:  For DOD regulations: http://web7.whs.osd/corres.htm. For AFI’s: http://afpubs.hq.af.mil, for JFTR: www.dtic.mil/perdiem/jftr.html.   Supplements or amendments to listed publications from any organizational level may be issued during the life of the contract.  The QAP shall provide verbal notice to contractor when publication revision will affect contractor performance.  The contractor shall immediately implement those changes in publications.  Changes in the contract price due to supplements and amendments shall be considered under the “changes” clause.  Failure of the contractor to submit a price proposal within 30 calendar days from the date of receipt of any change shall entitle the Government to performance in accordance with such change at no increase in contract price.

PUBLICATION/








ADVISORY (A)/

FORM 

TITLE





DATE

MANDATORY (M)

* N/A

Official Airline Guide, North American/

Current

             M



Worldwide Edition

* N/A

Tariff/Rate Book




Current

             M

* PNR

Passenger Name Record



N/A


M

DOD 4500.9
Defense Transportation Regulation Part I

Sep 01


A

DOD 5200.1
Information Security Program Regulation

Dec 96


M

DODD 5200.2      Personnel Security Program


Apr 99


M

DODD 5500-7
Standards of Conduct & subsequent changes

Aug 93


A

AFI 10-1101
Operations Security (OPSEC) Instructions

May 97

              M

AFI 24-101
Passenger Travel




Oct 95


M

AFI 31-401
Information Security Program Management

Jan 99


M

AFI 31-501
Personnel Security Program Management

Aug 00


M

AFI 33-119
Electronic Mail (E-Mail) Management

Mar 99


M






AFI 33-203
Emission Security (EMSEC) Program 

May 98

              M

AFI 33-204
Information Protection Security Awareness, 



Training, and Education (SATE) Program

Apr 99


M

AFI 36-703
Civilian Conduct & Responsibility


Aug 99


A



& subsequent changes

AFI 71-101
Volume 1, Criminal Investigations


Dec 99



Volume 2, Protective Service Matters

Aug 97


M

AFI 91-301
Air Force Occupational and
      
              Jun 96


A

Environmental Safety, Fire Protection,

and Health (AFOSH) Program

JFTR Vol I
Joint Federal Travel Regulation


Jul 86


M



& subsequent Changes

JTR Vol II
Joint Travel Regulation & subsequent changes
Sep 87


M

APPENDIX B-1

WORKLOAD ESTIMATES AND OPERATING HOURS

OFFICIAL TRAVEL

WORKLOAD ESTIMATES and OPERATING HOURS

Location




Annual Ticket Sales / # Tickets

Operating Hours

Davis-Monthan AFB, Building 2300

 $3,470,420/9600

            0700-1600 M-F

Tucson Guard  Building 9-
   


 $418,734/1220

            0730-1630 M-F

(162nd)

Luke AFB, Building 1150   


 $1,988,225/5100

            0730-1630 M-F

Holloman AFB, Building 222


 $1,350,811/8127

            0730-1630 M-F

Cannon AFB, Building 300


 $1,444,344/2400

            0730-1630 M-F

Workload Estimates for AMC International Flight Reservations

Location


Annual # Passengers Booked                                                   
Davis-Monthan  
                       1,757

162nd Tucson Guard
        N/A

Luke


        1,326

Holloman

        1,400          

Cannon                                      1,157       

APPENDIX B-2

MAJOR CONTINGENCY AND EXERCISE WORKLOAD ESTIMATE

(serviced location- All  locations)
OFFICIAL TRAVEL

The primary purpose of this requirement is to provide transportation for activated personnel from various locations throughout the United States, including Alaska and Hawaii, to a temporary processing point, and then from that point to various duty stations within CONUS.  The planned temporary processing points are primarily Davis-Monthan AFB  however, other locations could be selected on a small or large-scale basis.  Additionally, some activated personnel may be sent to locations outside CONUS.

It is anticipated that required actions will be on a small scale for the first 3 to 10 days of the exercise or contingency followed by a surge of servicing 50 to 500 passengers daily.  Telephone calls to the toll free number is anticipated to range from 50 to 300 daily.

These estimations are based upon scenarios such as Desert Shield/Desert Storm; however, actual requirements will depend on the type of contingency or exercise and current world situations.

APPENDIX C

REQUIRED REPORTS AND FORMS

OFFICIAL TRAVEL

Attached are the Contract Data Requirements List (DD Form 1423) for required data and the supporting Data Item Description (DD Form 1664) for required format.  The abbreviation used and their meaning are:

DS - Destination

DAC - Day after contract start

ONE/R - One time with revisions

MTHLY - Monthly

QRTY - Quarterly

N/A - Not applicable

EOM - End of Month
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STATCO PREPARATION INSTRUCTIONS

Management Information Reporting

1. The Commercial Travel Offices (CTOs) providing travel services under contract with 

the military services shall provide management data on all air, rail, bus, rental vehicle, and hotel/motel arrangements provided by the contractor in support of personnel performing official travel.

a.  Consolidated files of all ticketing sites containing official travel data shall be received by 

MTMC within 15 calendar days after the end of the reporting month. 

b.  There are to be separate transmissions of air and surface records.  

c. Air records shall be based on air segments as defined in Air Passenger Movements below.

d. See Rail and Bus Movements for instructions on surface moves.

 f. The following convention for naming the file:  STATCO_YY_mon_company name.TXT

        Example:        STATCO_01_FEB_EXAMPLE TRAVEL.TXT

 g.  The following reporting media are acceptable:

    (1) FTP (File Transfer Protocol) is the preferred method.  Call MTMC/MTPP-S for instructions at Coml. (703) 428-3286, DSN 328-3286 or e-mail  to heathc@mtmc.army.mil.  Use 

    (2) Attachment to e-mail for heathc@mtmc.army.mil.  

 h.  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.

2.  Installation Transportation Officers/Traffic Management Officers (ITO/TMO) are responsible for reporting where the CTO under contract fails to provide the data input.

AIR PASSENGER MOVEMENTS

The following data on official government air travel are to be provided to HQ MTMC monthly by electronic transmission:

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

All air segments contained in a Passenger Name record (PNR) will be submitted.  NOTE:  This is a revision from previous instructions, which defined a segment as “segment occurs when carrier or fare class changes”. 

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, dependent(s)



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/TR 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 that you report. Enter the amount in dollars and two-decimal 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 that you report. 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 "A" 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, 

   

left 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

78-79

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.

86-105

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 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 Non-Availability 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:











           Rnd       Canc

Org         Dest         Chrgs        Taxes        Carr         Flt #         Basis        Trip        Date               

HNL         SAT              0             
              UA             (#)         YCA       

  X

SAT         OMA         309         (TAX)          UA             (#)         YCA            R

OMA        SAT              0             
              UA             (#)         YCA                        X

SAT          HNL         309         (TAX)          UA             (#)         YCA              



RAIL AND BUS PASSENGER MOVEMENTS
The following data on official government travel are to be provided to HQ MTMC monthly by electronic transmission.  A separate record should be generated for each segment of the rail or bus trip.  All fields for which data are not specified should be left blank.  Call MTPP-S for transmission instructions.  (See page 1)

POSITION
DATA ELEMENT/DESCRIPTION
1-8

PREPARING  OFFICE.  Data element that will identify installation.
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 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, dependent(s)




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 that you report.  Enter the amount in dollars and two-decimal 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.

53-54

ORIGIN STATE.  If city name is used in preceding field, enter numeric code for state or alpha code for country.  Do not enter state code when entering rail station code in preceding field.

55-74

DESTINATION CITY.  Follow the same instructions as indicated for origin city.

75-76

DESTINATION STATE.  Follow the same instructions as indicated for origin state.

77-80

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.

81-86

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.

91-92

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.  Proceed 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 1
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
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TITLE D NUMBER

Travel Report

DESCRIPTION / PURPOSE

This report shows the total number of passengers moved, the difference between standard coach
fares, and the number of government fares used. The data is required to ensure government
contract fares are used to the maximum extent and the cost savings resulting from their use can be
accountable.

APPROVAL DATE OFFICE OF PRIMARY RESPONSIBILITY

23 Aug 2001 HQ USAF-ILTT

APPLICATION/ INTERRELATIONSHIP

This DID contains the format and content preparation instructions for the data product generated
by the specific and discrete task requirement as delineated in the contract.

This DID is applicable to any contract for travel service

This DID should be used be used in conjunction with *****, Ticket and Ticket Refund Listing
(Billing)

PREPARATION INSTRUCTIONS
Format. Contractor format is acceptable. Figure 1 provides a sample format.

Content. The report shall contain the following. "Travelers Name, Routing, Standard Coach Fare,
Government Contract Fare Used, Fare Code Used, Ticketed Fare, and difference.





UNITED STATES AIR FORCE

MONTHLY TRAVEL REPORT

(include all official travel, GTR, CBA and IBA)

REPORT MONTH:  (JUNE 2000)

CTO ID NUMBER:



TMO ID NUMBER:  (DODAAC)



CONTRACT NUMBER:


FSO ID NUMBER:  (STN ACCT NUMBER)

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

TRAVELER'S
STANDARD

 COACH
 GOV'T CONTRACT
FARE 
    TICKETED


NAME

ROUTING
   
 FARE
      FARE USED
         CODE USED
        FARE
DIFFERENCE 

Jones, Tom S 
stl dfw mia dfw stl

  930.00

Y

YCA
       618.00
     312.00

Smith, John A
dca stl lax slc stl dca
1240.00

N

Yn
       824.00
     416.00

(TOTAL PASSENGERS)


(TOTAL)
(TOTAL NUMBER (Y))

(TOTAL)

(TOTAL)
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TITLE ID NUMBER

Ticket and Ticket Refund Listing (Billing)

DESCRIPTION / PURPOSE

This report provides a listing of all transactions within the billing period. Government personnel
to reconcile and certify for payment in the financial services office will use the listing.

APPROVAL DATE OFFICE OF PRIMARY RESPONSIBILITY

23 Aug 2001 HQ USAF-ILTT

APPLICATION/ INTERRELATIONSHIP

This DID contains the format and content preparation instruction for the data product generated
by the specific and discrete task requirement as delineated in the contract.

This DID is applicable to any contract for travel services.

This DID should be used in conjunction with DT--, Travel Report.

PREPARATION INSTRUCTIONS
FORMAT. Contractor format is acceptable. Figure 1 provides a sample format.

CONTENT. The report will be in two parts. The first part will be sorted by ticket number and
part two will be sorted by passengers last name. Part one will contain Refund deductions and have

a Recap of totals shown in figure 1.

Figure 1. Contains examples of each entry.





UNITED STATES AIR FORCE 

TICKET AND TICKET REFUND LISTING (BILLING)
BEGINNING:  

CTO ID NUMBER:



TMO ID NUMBER:  (DODAAC)
ENDING:  

CONTRACT NUMBER:

FSO ID NUMBER:  (STN ACCT NUMBER)
----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

PART 1

(Sort by Ticket Number)
(THREE COPIES)

Ticket
      Traveler's

       Special Order 
GTR or CBA

  
 Ticketed
          Service
Total 

Number
        Name
 SSAN
        Number
Number

Routing

     Fare
            Fee
Cost











(Including Taxes)

1234567890    Smith, John A
123456789        AC-1647
C12345678
dca stl lax slc stl dca     824.00
 4.00
828.00

1234567891    Jones, Tom S
123456789        AC-1499
C12345678
stl dfw mia dfw stl
     618.00

 4.00
622.00

(TOTAL COLUMNS)





(TOTAL COLUMNS)   1142.00
 8.00      1450.00
2
2














  







   

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

REFUND DEDUCTIONS

(Format is the same as above, except only list the ticketed fare that is being refunded.)

Total Ticketed Fare being Refunded____________

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

RECAP TOTALS

TOTAL TICKET COSTS ___________(Minus)-REFUND TOTAL___________ =  AMOUNT OWED CONTRACTOR_________.

(either CTO or GTCC)

PART 2

(Sort Same Data in Part 1 Alphabetically by Member's Last Name)

(ONE COPY)

BEGINNING:  
CTO ID NUMBER:



TMO ID NUMBER: (DODAAC)
ENDING:  
CONTRACT NUMBER:

FSO ID NUMBER:  (STN ACCT NUMBER)
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Traveler's
Ticket


Special Order
GTR or CBA

Ticketed         Service           Total



Name

Number
        SSAN
Number

Number
            Routing
Fare
        Fee
               Cost











(Including Taxes) 

Jones, Tom S
1234567890    123456789
""

""

""
 ""

""              “”

Smith, John A
      ""


""

""

""
""

""
""

(TOTAL COLUMNS)





(TOTAL COLUMN) ________      +_______ =___________

 ________  ___________




















[image: image8.png]DATA ITEM DESCRIPTION

TITLE D NUMBER

CTO Obligation Input File 0004

DESCRIPTION / PURPOSE
The CTO Obligation Input File is used by accounting and finance personnel to track and account
for obligation data for ticket purchases and refunds.

APPROVAL DATE OFFICE OF PRIMARY RESPONSIBILITY

23 Aug 2001 DFAS-LI/AIOT

APPLICATION/ INTERRELATIONSHIP

This DID contains the format and content preparation instruction for the data product generated
by the specific and discrete task requirement as delineated in the contract.

This file is required for (1) reconciliation of the ticket and ticket refund report and (2) computer
automated update of accounting data.

This DID should be used in conjunction with DT--, Ticket and Ticket Refund Report (obligation)

PREPARATION INSTRUCTIONS

Reference documents. The applicable issue of the document cited herein, including their approval
dates and dates of any applicable amendments, notices, and revisions, shall be specified in the
contract

Format. The file should be on an IBM compatible 360K diskette in ASCII format. An example of
the file's format is provided in figure 1. CTO Obligation input file records sorting shall be in
ascending order by (1) document type code and (2) ticket number (10 positions).

Content. Exact data element fields, input formats and validation criteria, and the standard file
layout for each record shall be as described in Table 1.

Input File Name. The Obligatien input file name on diskette will be OBLDOWN.TXT




              

Block 10, Preparation Instructions (Continued)

                                              Table I.  CTO obligation input file

-----------------------------------------------------------------------------------------------------------------------------------------------------------

 CTO OBLIGATION INPUT FILE                                                                                     









 LINE     DATA USE        


POSITION  

PICTURE (PIC)                                                              



 NBR 
ITEM IDENTIFIER     FROM THRU   AND FORMAT       FIELD EDIT/VALIDATION CRITERIA                

 ----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   1   DATA SEPARATOR   
1    2       C(2)     CHARACTER  -  USE "//" (SLANT CHARACTERS)                    

 ----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   2   HEADING NAME     
3   16      C(14)   CHARACTER  -  USE "FILE ID RECORD"                           

 ----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   3   DATA SEPARATOR 
17   17    C(1)     CHARACTER  -  USE "/" (SLANT CHARACTER)                      

 ----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   4   FILE NUMBER   

18  29     C(12)   CHARACTER-USE "C-OBL(*)-IF "(ASTERISK DENOTES FREQUENCY)

 

 ASTERISK DENOTES FREQUENCY OF SUBMISSION 

  

E.G. D(AILY), W(EEKLY), M(ONTHLY), O(OTHER) - "C-OBL(W)-IF " 


 -----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   5   DATA SEPARATOR  
30   30    C(1)    CHARACTER  -  USE "/" (SLANT CHARACTER)                      

 -----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   6   CYCLE NUMBER   
 31   35   C(5)    CHARACTER (UPPER CASE ALPHA CHARACTERS)  

  







    FORMAT       AAA - 3 DIGIT MONTH ABBREVIATION (ALPHA) 

    AAA99           99  - NUMBER OF SUBMISSIONS FOR MONTH 

       (NUMBER CONSECUTIVE BEGINNING EACH MONTH WITH 01)

E.G.  JUNE'S 3RD SUBMISSION EQUALS JUN03                     


 -----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   7   DATA SEPARATOR 
 36   36   C(1)   CHARACTER  -  USE "/" (SLANT CHARACTER)              

 -----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   8   DATE FILE  
 

 37  42    9(6)   NUMERIC- YY-TWO DIGIT CALENDAR YEAR (00 THROUGH 99)     

            ISSUED      
             FORMAT          MM - NUMERIC CALENDAR MONTH (01-12, JAN THRU DEC)

YYMMDD   
      DD - DAY OF MONTH (LIMITED TO NBR DAYS IN MONTH) 

  

 E.G.   15 JUNE 1990 EQUATES TO 900615

-----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   9   DATA SEPARATOR  
43   43    C(1)     CHARACTER  -  USE "/" (SLANT CHARACTER)                      

 ----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   10  TIME FILE                    44   47    9(4)     NUMERIC- HH- HOUR OF DAY (00-23 WHERE 00 = 12:00 AM)     

             ISSUED 



FORMAT            MM - MINUTES IN HOUR (00-59)  

HHMM    

   E.G.   5:59 PM EQUATES TO 1759                               


 ----------------------------------------------------------------------------------------------------------------------------------------------------------

 1   11  DATA SEPARATOR  
48   49    C(2)     CHARACTER  -  USE "//" (SLANT CHARACTERS)                    

 1   12  HEADING NAME    
50   55    C(6)     CHARACTER  -  USE "PERIOD"                                   


 ----------------------------------------------------------------------------------------------------------------------------------------------------------

 1   13  DATA SEPARATOR 
56   56    C(1)     CHARACTER  -  USE "/" (SLANT CHARACTER)                      

 ----------------------------------------------------------------------------------------------------------------------------------------------------------

 1  14  BEGINNING DATE 

57  62     9(6)      NUMERIC-YY-TWO DIGIT CALENDAR YEAR (00 THROUGH 99) 

OF REPORTING 


FORMAT      MM - NUMERIC CALENDAR MONTH (01-12, JAN THRU DEC) 

 PERIOD 




YYMMDD   
 DD - DAY OF MONTH (LIMITED TO NBR DAYS IN MONTH) 

 E.G.   15 JUNE 1990 EQUATES TO 900615

-----------------------------------------------------------------------------------------------------------------------------------------------------------

       1   15  DATA SEPARATOR  
63   63     C(1)     CHARACTER  -  USE "/" (SLANT CHARACTER)                      

       -----------------------------------------------------------------------------------------------------------------------------------------------------------

1   16  HEADING NAME    

64   67     C(4)     CHARACTER  -  USE "THRU"           

- --- ---- -------------- ----------------------------------------------------------------------------------------------------------------------------------

1   17  DATA SEPARATOR 
68   68     C(1)     CHARACTER  -  USE "/" (SLANT CHARACTER)                      

- -------------- ------------------------------------------------------------------------------------------------------------------------------------------

1   18  ENDING DATE OF 

69   74     9(6)     NUMERIC- YY-TWO DIGIT CALENDAR YEAR (00 THROUGH 99)     

           REPORTING           
FORMAT      
  MM - NUMERIC CALENDAR MONTH (01-12, JAN THRU DEC)

           PERIOD                  

YYMMDD             DD - DAY OF MONTH (LIMITED TO NBR DAYS IN MONTH) 

           E.G.   15 JUNE 1990 EQUATES TO 900615                       

-----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   19  DATA SEPARATOR   75   76      C(2)     CHARACTER  -  USE "//" (SLANT CHARACTERS)                   

 -----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   20  HEADING NAME        77   89      C(13)    CHARACTER  -  USE "TOTAL RECORDS"                           

 -----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   21  DATA SEPARATOR   90   90      C(1)      CHARACTER  -  USE "/" (SLANT CHARACTER)                     

-----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   22  TOTAL RECORDS     91   94       9(4) 
    NUMERIC  -  RIGHT JUSTIFY - ZERO FILL BEFORE NATURAL      

  











    NUMBERS IN FILE                                 

             E.G.  2 RECORDS = 0002 (FIRST AND LAST RECORDS NOT INCLUDED) 

 --- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

  1   23  DATA SEPARATOR   95   96      C(2)      CHARACTER  -  USE "//" (SLANT CHARACTERS)                    

 --- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

  1   24  HEADING NAME        97  109     C(13)    CHARACTER  -  USE "TOTAL DOLLARS"                            

 --- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

  1   25  DATA SEPARATOR  110 110     C(1)      CHARACTER  -  USE "/" (SLANT CHARACTER)                      

 --- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

  1   26  TOTAL DOLLAR        111 120   9(10)     NUMERIC - RIGHT JUSTIFY-ZERO FILL BEFORE DOLLAR VALUE 

             AMOUNT IN FILE      FORMAT   

  TOTAL TICKET COSTS AND TICKET REFUNDS   

    S9(8)V9(2)  

 

  E.G.  $ 531.00 = 0000053100  OR $ -531.00 = 0000053100      

 --- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

  1   27  DATA SEPARATOR  121 122    C(2)     CHARACTER  -  USE "//" (SLANT CHARACTERS)                    

 --- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

  1   28  HEADING NAME       123 125    C(3)     CHARACTER  -  USE "CTO"                                      

 --- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

  1   29  DATA SEPARATOR  126 126    C(1)     CHARACTER  -  USE "//" (SLANT CHARACTER)                     

 --- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

1   30  CTO ID NUMBER     127 132 
  &(6) 
 ALPHANUMERIC(UPPER CASE ALPHA CHARACTERS)-RIGHT JUSTIFY                                                        

           E.G.  ABC TRAVEL INC MIGHT TO ATI001                         

--- ---- --------------- --- ---- -------------- ---------------------------------------------------- -------------------------------------------------------

  1   31  DATA SEPARATOR  133 134    C(2)     CHARACTER  -  USE "//" (SLANT CHARACTERS)                    

 --- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

  1   32  HEADING NAME      135 137     C(3)     CHARACTER  -  USE "TMO"                                      

 --- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

  1   33  DATA SEPARATOR  138 138    C(1)     CHARACTER  -  USE "/" (SLANT CHARACTER)                      

------------------------------------------------------------------------------------------------------------------------------------------------------------

  1   34  TMO ID NUMBER     139 144     &(6)     ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)

                   
  


 FORMAT   
  USE DEPARTMENT OF DEFENSE ADDRESS ACTIVITY CODE (DODAAC) FOR

   


A(2)9(4)    
  TRANSPORTATION MANAGEMENT OFFICE/OFFICER (TMO) OR THE ONE

 

  ASSIGNED TO THE INSTALLATION/BASE WILL BE USED:       

  A - 1ST POSITION OF DODAAC                                





                                 

  A - BLANK OR ALPHA CHARACTER ASSIGNED                     




                                  

  9999 - LAST 4 POSITIONS OF DODAAC E.G. TMO AT KELLY AFB EQUATES TO FA2054  OR                  

  TMO AT LOWRY AFB NOT ASSIGNED USE BASE DODAAC: F 3059   



 -----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   35  DATA SEPARATOR   145 146    C(2)      CHARACTER  -  USE "//" (SLANT CHARACTERS)                    

 -----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   36  HEADING NAME        147 149    C(3)      CHARACTER  -  USE "AFO"                                      



 -----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   37  DATA SEPARATOR   150 150    C(1)      CHARACTER  -  USE "/" (SLANT CHARACTER)                      

 -----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   38  AFO ID NUMBER       151 156    &(6)      ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)                   

  







   
 USE ACCOUNTABLE STATION NUMBER (ADSN) - REQUIRED 6 CHARACTERS

                                           

 

 E.G.  LOWRY AFB AFO EQUATES TO 504000                        




 -----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   39  DATA SEPARATOR   157 158    C(2)       CHARACTER  -  USE "//" (SLANT CHARACTERS)                    

 -----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   40  HEADING NAME        159 166    C(8)       CHARACTER  -  USE "CONTRACT"                       

-----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   41  DATA SEPARATOR   167 167    C(1)       CHARACTER  -  USE "/" (SLANT CHARACTER)                      

 ----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   42  CONTRACT NUMBER 168 187  C(20)     CHARACTER (UPPER CASE ALPHA CHARACTERS)-RIGHT JUSTIFY    

-----------------------------------------------------------------------------------------------------------------------------------------------------------

  1   43  DATA SEPARATOR   188 189    C(2)       CHARACTER  -  USE "//" (SLANT CHARACTERS)                    

=========================================================================================

 2/3  1   FILE            
 

1   27
  C(27)      CHARACTER (UPPER CASE ALPHA CHARACTERS)-LEFT JUSTIFY  

             TRANSACTION RCD              


    INPUT NAME: LAST, FIRST, MIDDLE INITIAL  -  USE SLANT (/) TO

             TRAVELER NAME                         

    SEPARATE NAMES/INITIALS-NAME CONTAINS NO IMBEDDED BLANKS  

               E.G.  KOVALCHICK/JOSEPH/P                                    





 ----------------------------------------------------------------------------------------------------------------------------------------------------------

 2/3  2   SOCIAL SECURITY   28   36       9(9)      NUMERIC  -  REQUIRES 9 NATURAL NUMBERS 

 

  NUMBER (SSN)

  E.G.  178365647                                              


 

-----------------------------------------------------------------------------------------------------------------------------------------------------------

 2/3  3  TRAVEL ORDER  
     37  44       &(8)      ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)-RIGHT JUSTIFY

            NUMBER (TO)                   

      REMOVE SEPARATORS (HYPHENS, BLANKS, ETC) - NO IMBEDDED BLANKS

            E.G.  TA 1, TA-1 OR TA1 = TA1 AND RO-TA-1 OR RO-TA1 = ROTA1  



 -----------------------------------------------------------------------------------------------------------------------------------------------------------

 2/3  4  PNR/TII NUMBER  
45   54 
&10  
ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)  -  LEFT JUSTIFY

PASSENGER NAME RECORD OR TRAVEL ITINERARY INVOICE NUMBER 

 E.G.  PNR0000001                                             








------------------------------------------------------------------------------------------------------------------------------------------------------------

2/3  5   PASSENGER       

55  94  &(40) 
ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)  -  LEFT JUSTIFY  

            ROUTING CODES                    

USE STANDARD THREE DIGIT TRANSPORTATION CODES FOR AIR, BUS,













TRAIN, OR VESSEL; OR CITY NAME OR ABBREVIATION USE BLANKS TO 

SEPARATE CODES

          

 E.G. FLIGHT: DENVER WASHINGTON DENVER = DEN DCA DEN          





 --- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------

 2/3  6  TICKET NUMBER   95  107  &(13)

ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)-RIGHT JUSTIFY













USE AIRLINE CODE & COUPON SERIAL NUMBER                      






 

  i.e.  0055621052722                                          








 --- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------

 2/3  7  DOCUMENT ISSUE  108 113  9(6) 

 NUMERIC - Y - TWO DIGIT CALENDAR YEAR (00 THROUGH 99)     ¦

            DATE                         FORMAT        
 MM - NUMERIC CALENDAR MONTH (01-12, JAN THRU DEC)




                                              YYMMDD       
 DD - DAY OF MONTH (LIMITED TO NBR DAYS IN MONTH) 




 E.G. 15 JUNE 1990 = 900615  OR  31 APRIL 1990 = REJECTION    

--------------- --- ---- -------------- --------------------------------------------------------------------------------------------------------------------

 2/3  8  GTR/GTS/CBA (GOV'T  114 127 &(14) ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS) - LEFT JUSTIFY ¦

                    TRANSPORTATION 



REMOVE SEPARATORS (HYPHEN, BLANKS, ETC) NO IMBEDDED BLANKS¦

                    REQUEST OR GOV'T 





            TRAVEL ACCT) NBR      

 E.G.  B-1,774,094 EQUATES TO B1774094 

--------------- --- ---- -------------- --------------------------------------------------------------------------------------------------------------------

2/3  9   BASE FARE OF    128 137  9(8)V9(2)  NUMERIC - RIGHT JUSTIFY - ZERO FILL BEFORE DOLLAR VALUE  

    

TICKET OR                               

     USE NATURAL WHOLE NUMBERS AND ZEROS                       





           TICKET REFUND              

E.G. $ 257.41 = 0000025741   OR   $ -57.41 = 0000005741   

- --------------- --- ---- -------------- ------------------------------------------------------------------------------------------------------------------

2/3  10  TAX AMOUNT 
138 147  9(8)V9(2)  NUMERIC - RIGHT JUSTIFY - ZERO FILL BEFORE DOLLAR VALUE OF

             TICKET OR                                 

USE NATURAL WHOLE NUMBERS AND ZEROS                          


              TICKET REFUND                  

  E.G. $ 257.41 = 0000025741   OR   $ -57.41 = 0000005741      






--------------- --- ---- -------------- --------------------------------------------------------------------------------------------------------------------

 2/3  11  DOLLAR AMOUNT  148 157  9(8)V9(2) NUMERIC- RIGHT JUSTIFY-ZERO FILL BEFORE DOLLAR VALUE  

              OF TICKET OR                                       USE NATURAL WHOLE NUMBERS AND ZEROS                          





  TICKET REFUND

  E.G. $ 257.41 = 0000025741   OR   $ -57.41 = 0000005741      






--------------- --- ---- -------------- --------------------------------------------------------------------------------------------------------------------

2/3  12  COMPUTED CTO  158 167    9(8)V9(2)  NUMERIC-RIGHT JUSTIFY-ZERO FILL BEFORE DOLLAR VALUE¦

             SERVICE FEE                                         USE NATURAL WHOLE NUMBERS AND ZEROS        





             FOR TICKET OR                                    

TICKET REFUND







E.G. $ 13.4910 = 0000001350   OR   $ 13.4909 = 0000001349    





 --- ---- ---- --- ---- -------------- ---------------------------------------------------------------------------------------------------------------------

2/3  13  NET COST/REFUND 168 177  9(8)V9(2) NUMERIC-RIGHT JUSTIFY-ZERO FILL BEFORE DOLLAR VALUE  

             TO GOVERNMENT                                   USE NATURAL WHOLE NUMBERS AND ZEROS

 E.G. $ 257.41 = 0000025741   OR   $ -57.41 = 0000005741      






 --- ---- ------- --- ---- -------------- -------------------------------------------------------------------------------------------------------------------

 2/3  14  DOCUMENT TYPE   178 178    &(1)   ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)                   

          

  CODE                                  

  
AUTHORIZED CODES: "T" FOR TICKET "R" FOR TICKET REFUNDS                     

 --- ---- --------------- -------------- -------------------------------------------------------------------------------------------------------------------

 2/3  15  TRANSACTION     
179 179       &(1)   ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)                   



      
   ACTION CODE                                 
    AUTHORIZED CODES: "A" (ADD),"D" (DELETE) AND "U" (CHANGE)  

--------------- --- ---- -------------- --------------------------------------------------------------------------------------------------------------------

2/3  16  REMARKS         
  
180 219      C(40) CHARACTER (UPPER CASE ALPHA CHARACTERS)-LEFT JUSTIFY                        

   E.G. TRAVELER CHANGED TICKET AT AIRPORT                      





 --- ---- ----- --- ---- -------------- --------------------------------------------------------------------------------------------------------------------

 2/3  17  ACCOUNTING      
220 325   C(106)  CHARACTER (UPPER CASE ALPHA CHARACTERS)-LEFT JUSTIFY     INFORMATION  USE COMPLETE ACCOUNTING DATA (ACCTING CLASSIFICATION & OTHER ASSOCIATED ACCTING & BUDGET DATA) APPEAR

   ON TRAVEL ORDERS 



      


    E.G. 5793400 309 4299 110500 09 408 409 504000 (89T-312)     





                       21X4992.0351 35 FAC7700 CC1240 CAC EAC501 EAC502  

                       (ADV) KOV-5647A1111/S28113 DD1588 DSSN 5077             





 --- ---- --------------- --- ----------- ------------------------------------------------------------------------------------------------------------------

 2/3  18  ACCOUNTABLE     326 331  &(6) ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)-LEFT JUSTIFY  
          

   STATION NUMBER                         

 

   E.G. LOWRY AFB ASN EQUATES TO 504000                         





 --- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

 2/3  19  FUND SUMMARY 
332 338   A(1)9(6)    ALPHANUMERIC-FIRST POSITION UPPER CASE "F"-NO BLANKS 
          

   RECORD ACCOUNT                         

   E.G.  F000082                                                







 --- ---- ---------------- -------------- ------------------------------------------------------------------------------------------------------------------

 2/3  20  PROGRAM SUMMARY 339 345 A(1)9(6) ALPHANUMERIC-FIRST POSITION UPPER CASE "P"-NO BLANKS

   RECORD ACCOUNT 









   E.G.  P002318                                                







 --- ---- ---------------  -------------- ------------------------------------------------------------------------------------------------------------------

 2/3  21  RECORD NUMBER   346 349    9(4)  NUMERIC  -  RIGHT JUSTIFY - ZERO FILL BEFORE NATURAL NUMBERS

   E.G.  RECORD NUMBER 1 EQUATES TO 0001                        






 --- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------

 2/3  22  RECON CODE           350 351     &(2) ALPHANUMERIC  -  LEAVE BLANK ON THE FILE (NOT USED)          

 --- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------

 2/3  23  CTO DISCOUNT        352 352    &(1)  ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS) 


  

  INDICATOR


USE "N" FOR NO DISCOUNT ELSE LEAVE BLANK IF DISCOUNT APPLIES

 -------- ----------- ---- -------------- ------------------------------------------------------------------------------------------------------------------

  4   1   DATA SEPARATOR   
1    2       C(2)   CHARACTER  -  USE "//" (SLANT CHARACTERS)                    



----------------- --- ---- -------------- ------------------------------------------------------------------------------------------------------------------

  4   2   HEADING NAME    
 3   20    C(18)  CHARACTER  -  USE "END OF FILE RECORD"                       


 --- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

  4   3   DATA SEPARATOR    21   22    C(2)    CHARACTER  -  USE "//" (SLANT CHARACTERS)                    



------------------------------------------------------------------------------------------------------------------------------------------------------------

+--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

¦  L  NUMBERED COLUMNS:

¦  I                                                                                                     11111111111111111111111111111111111111111111111111111111111111111111111111111








¦

¦  N           11111111112222222222333333333344444444445555555555666666666677777777778888888888999999999900000000001111111111222222222233333333334444444444555555555566666666667777777




¦

¦  E  12345678901234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234567890123456




¦

¦ --  ------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------¦

¦ 01  //FILE ID RECORD/C-OBL(*)-IF /JUN03/900615/1759//PERIOD/900611/THRU/900615//TOTAL RECORDS/0002//TOTAL DOLLARS/000005

FA3059//CONTRACT/     F196  
01 




¦

¦ 02  KOVALCHICK/JOSEPH/P        178365647     TA1PNR0000001DEN DCA DEN                             0055621052722900611B17



00270000000001350000002565  
02 




¦

¦ 03  KOVALCHICK/JOSEPH/P        178365647ROTA1111      PRN2DEN SFO LAX TUS SBA DCA BOS DFW MCO DEN 0055621052922900615B17

00270000000001350000002565  
03 




¦

¦ 04  //END OF FILE RECORD//














04 
¦ 

¦

















|

¦                                +--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------+
¦                                ¦ LINE 1                                                    





¦ LINE 2/3



¦ LINE 4


¦

|

¦                                ¦ CHARACTER/DIVIDER POSITIONS 
¦ CHARACTER/DIVIDER POSITIONS
¦ CHARACTER POSITIONS

¦ CHARACTER POSITIONS
¦

|

¦                                ¦  1---2 // 



¦  95--96 // 



¦   1--27 TRAVELER'S NAME

¦  1--2 //


¦

|

¦                                ¦  3--16 FIELD NAME HEADING

¦  97-109 FIELD NAME HEADING  
¦  28--36 SSN


¦  3-20 END OF FILE RECORD
¦

|

¦                                ¦ 17--17 /



¦ 110-110 /



¦  37--44 TRAVEL ORDER NUMBER
¦ 21-22 //


¦

|

¦                                ¦ 18--29 FILE ID NUMBER


¦ 111-120 DOLLAR AMOUNT

¦  45--54 PNR/TII


+----------------------------------------------¦

|

¦                                ¦ 30--30 /



¦ 121-122 //



¦  55--94 PASSENGER ROUTING
¦ NOTES:


¦

|

¦                                ¦ 31--35 CYCLE NUMBER         

¦ 123-125 FIELD NAME HEADING  
¦  95-107 TICKET NUMBER

¦


¦

|

¦                                ¦ 36--36 /



¦ 126-126 /



¦ 108-113 DOCUMENT ISUE DATE
¦ 1. The symbol "/" is used  
¦

|

¦                                ¦ 37--42 DATE PREPARED


¦ 127-132 CTO ID NUMBER

¦ 114-127 GTR/GTR


¦       to divide data fields

¦

|

¦                                ¦ 43--43 /



¦ 133-134 //



¦ 128-137 BASE FARE

¦


¦

|

¦                                ¦ 44--47 TIME PREPARED        

¦ 135-137 FIELD NAME HEADING
¦ 138-147 TAXES


¦ 2. The symbol "//" is used 
¦

|

¦                                ¦ 48--49 //



¦ 138-138 / 



¦ 148-157 TICKET/REFUND AMOUNT   
¦       to divide groups of

¦

|

¦                                ¦ 50--55 FIELD NAME HEADING   

¦ 139-144 TMO ID NUMBER

¦ 158-167 SERVICE FEE AMOUNT¦       related data fields

¦

|

¦                                ¦ 56--56 /



¦ 145-146 //



¦ 168-177 NET AMOUNT

¦


¦

|

¦                                ¦ 57--62 BEGINNING DATE   

¦ 147-149 FIELD NAME HEADING  
¦ 178-178 DOCUMENT TYPE

¦ 3.  This is a quick

¦

|

¦                                ¦ 63--63 /



¦ 150-150 /



¦ 179-179 ACTION CODE

¦        reference to the data  
¦

|

¦                                ¦ 64--67 FIELD NAME HEADING   

¦ 151-156 AFO ID NUMBER

¦ 180-219 REMARKS  

¦        fields and what

¦

|

¦                                ¦ 68--68 /



¦ 157-158 //



¦ 220-325 ACCT CLASSIFICATION    
¦        information is

¦

|

¦                                ¦ 69--74 ENDING DATE


¦ 159-166 FIELD NAME HEADING  
¦ 326-331 ASN


¦        associated with each
¦

|

¦                                ¦ 75--76 //



¦ 167-167 /



¦ 332-338 FSRA


¦       data field

¦

|

¦                                ¦ 77--89 FIELD NAME HEADING   

¦ 168-187 CONTRACT NUMBER     
¦ 339-345 PSRA


¦


¦

|

¦                                ¦ 90--90 /



¦ 188-189 //



¦ 346-349 RECORD


¦ 4. Positions 350-351 are
¦

|

¦                                ¦ 91--94 NUMBER OF RECORDS

¦



¦ 350-351 RECONCILIATION CODE    
¦      used with billings only 
¦

|

¦                                ¦




¦



¦ 352-352 CTO DISCOUNT INDICAT
|


¦

|

¦                                +---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------+

¦

+------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------+

¦ L


















L 
¦

¦ I   11111111111111111111112222222222222222222222222222222222222222222222222222222222222222222222222222222222222222222222222222233333333333333333333333333333333333333333333333333333   





I 
¦

¦ N   77788888888889999999999000000000011111111112222222222333333333344444444445555555555666666666677777777778888888888999999999900000000001111111111222222222233333333334444444444555   





N 
¦

¦ E   78901234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234567890123456789012345678901234567890123456789012   





E 
¦

¦ --  -------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

¦



















|

¦ 01  50-89-C0010//

















01 
¦

¦ 02  0TAPASSENGER CHANGED HIS TICKET AT AIRPORT 5793400 309 4299 110500 09 408 409 504000 (89T-312)                                                       504000F000082P0023180001



02 
¦

¦ 03  0RA                                        21X4992.0351 35 FAC7700 CC1240 CAC EAC501 EAC502 EAC525 (ADV) KOV564700000/S28113 DD1588 DSSN 5077        S28113              
0002     



03 
¦

¦ 04


















04 
¦

¦

+-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

                                                                   FIGURE 1. CTO obligation input file
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TITLE D NUMBER

CTO BACKUP BILLING INPUT FILE 0005

DESCRIPTION / PURPOSE
The CTO Backup Billing Input File is used by accounting and finance personnel to track and
account for ticket purchases and refunds.

APPROVAL DATE OFFICE OF PRIMARY RESPONSIBILITY

23 Aug 2001 DFAS-LI/AIOT

APPLICATION/ INTERRELATIONSHIP
This DID contains the format and content preparation instruction for the data product generated
by the specific and discrete task requirement as delineated in the contract.

This file is required for (1) reconciliation of backup billing reports and (2) computer update of
accounting data.

This DID should be used in conjunction with DT--, Backup Billing Report.

PREPARATION INSTRUCTIONS
Reference Documents. The applicable issue of the document cited herein, including their approval

datfes and dates of any applicable amendments, notices, and revisions, shall be as specified in the
contract.

Format. The file should be on an IBM compatible 360K diskette in ASCII format. An example of
the file's format is provided in Figure 1 ~ CTO Backup Billing Input File. Records sorting shall be

in ascending order by (1) document type code and (2) ticket number (10 positions).

Content. Exact data element fields, input formats and validation criteria, and the standard file
layout for each record are described in Table IV.

Input File Name. The Backup Billing Input File name on diskette will be BILDOWN.TXT





               Block 10, Preparation Instructions (Continued)

                                               Table I.  CTO backup billing input file

------------------------------------------------------------------------------------------------------------------------------------------------------------

LINE     DATA USE        

   POSITION  
 PICTURE (PIC)                                                              

NBR 
ITEM IDENTIFIER           FROM THRU   AND FORMAT                FIELD EDIT/VALIDATION CRITERIA                 

--- ---- --- -------------- -------------------------------------------------------------------------------------------------------------------------------- 

1   1  DATA SEPARATOR    1    2      C(2)      CHARACTER  -  USE "//" (SLANT CHARACTER)                     

--- ---- ------ -------------- ----------------------------------------------------------------------------------------------------------------------------- 

1   2  HEADING NAME         3   16     C(14)    CHARACTER  -  USE "FILE ID RECORD"                           

--- ---- ----- --- ---- -------------- --------------------------------------------------------------------------------------------------------------- 

1   3  DATA SEPARATOR   17   17    C(1)      CHARACTER  -  USE "/" (SLANT CHARACTER)                      

- ---- ----- --- ---- -------------- ------------------------------------------------------------------------------------------------------------------------ 

1   4  FILE NUMBER      
18   29    C(12)    CHARACTER  -  LEFT JUSTIFY   USE "C-BIL(*)-IF "  -  

   ASTERISK IN FILE NUMBER DENOTES THE POSITION    

   OF FREQUENCY CODE:                                  

                                                             
   "D" - DAILY   "W" - WEEKLY   "M" - MONTHLY                

                                                            
   "O" - OTHER THAN DAILY, WEEKLY OR MONTHLY 

   e.g. WEEKLY FILE EQUATES TO C-BIL(W)-IF                      

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1   5  DATA SEPARATOR   30   30    C(1)     CHARACTER  -  USE "/" (SLANT CHARACTER)                      

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1   6  CYCLE NUMBER       31   35    C(5)     CHARACTER (UPPER CASE ALPHA CHARACTERS)                      

       





FORMAT     
 FORMAT "AAA99" POSITIONS:                                    

                                    AAA99    

 1-3  -  ALPHA ABBREVIATION FOR THE MONTH                  

                                                


 4-5  -  NUMERIC BEGIN EACH MONTH WITH 01 AND NUMBER       

                                                         
 CONSECUTIVELY THROUGH LAST SUBMISSION OF MONTH    

 e.g. 3RD INPUT FILE SUBMITTED FOR JUNE EQUATES TO "JUN03"    

-- ---- --------------- --- ---- -------------- ------------------------------------------------------------------------------------------------------------ 

1   7  DATA SEPARATOR   36   36    C(1)   CHARACTER  -  USE "/" (SLANT CHARACTER)                      

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

1   8  DATE FILE       

37   42    9(6)    NUMERIC  -  FORMAT "YYMMDD":                                 

         ISSUED                      FORMAT        
YY - TWO DIGIT CALENDER YEAR (00 THROUGH 99)              

                                    YYMMDD       
MM - NUMERIC CALENDER MONTH (01-12) STARTING 

  WITH JANUARY 

                                                             DD - DAY OF MONTH (01 THROUGH 31)                         

                                                                     EDIT NUMBER OF DAYS IN EACH MONTH NOT TO EXCEED

 THE MAXIMUM ALLOWED DAYS FOR THAT MONTH                  

  
   e.g. 15 JUNE 1990 EQUATES TO 900615                          

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

1   9  DATA SEPARATOR   43   43   C(1)    CHARACTER  -  USE "/" (SLANT CHARACTER)

---- --------------- --- ---- -------------- ---------------------------------------------------------------------------------------------------------------

1  10  TIME FILE       
      44   47   9(4)      NUMERIC  -  FORMAT "HHMM":                                   

   ISSUED 



FORMAT 

 HH - HOUR OF DAY BASED ON 24 HOUR CLOCK (00 THROUGH 23)

HHMM 



   (00 = 12:OO AM AND 23 = 11:00 PM)                    

                                                               MM - MINUTES IN HOUR (00 THROUGH 59)                      

 e.g. 5:59 PM EQUATES TO 1759                                 

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

1  11  DATA SEPARATOR   48   49  C(2)     CHARACTER  -  USE "//" (SLANT CHARACTERS)

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

1  12  HEADING NAME        50   55  C(6) 
CHARACTER  -  USE "PERIOD"                                  

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

1  13  DATA SEPARATOR   56   56  C(1)     CHARACTER  -  USE "/" (SLANT CHARACTER)                    

--- ---- --------------- --- ---- --------------------------------------------------------------------------------------------------------------------------- 

1  14  BEGINNING DATE     57         9(6)      NUMERIC  -  YY - TWO DIGIT CALENDAR YEAR (00 THROUGH 99)

          OF REPORTING 
FORMAT           MM - NUMERIC CALENDAR MONTH (01-12, JAN THRU DEC)

  PERIOD                     YYMMDD          DD - DAY OF MONTH (LIMITED TO NBR DAYS IN MONTH) 

  e.g. 11 JUNE 1990 EQUATES TO 900611                          

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

1  15  DATA SEPARATOR  63   63  C(1)      CHARACTER  -  USE "/" (SLANT CHARACTER) 

------------------------ ---- --------------- --- ---- -------------- --------------------------------------------------------------------------------------

1  16  HEADING NAME       64   67  C(4)      CHARACTER  -  USE "THRU"                                    

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  17  DATA SEPARATOR  68   68  C(1)      CHARACTER  -  USE "/" (SLANT CHARACTER)                    

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

 1  18  ENDING DATE    
69   74  9(6)      NUMERIC  -  YY - TWO DIGIT CALENDAR YEAR (00 THROUGH 99)     

   OF REPORTING      FORMAT           MM - NUMERIC CALENDAR MONTH (01-12, JAN THRU DEC)

   PERIOD                   YYMMDD     
DD - DAY OF MONTH (LIMITED TO NBR DAYS IN MONTH

   e.g. 15 JUNE 1990 EQUATES TO 900615

--- ---- --------------- --- ---- -------------- ------------------------------------------------------------------------------------------------------------

1  19  DATA SEPARATOR  75   76  C(2)     CHARACTER  -  USE "//" (SLANT CHARACTERS)                    

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

1  20  HEADING NAME      77   89   C(13)   CHARACTER  -  USE "TOTAL RECORDS"                            

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

1  21  DATA SEPARATOR  90   90  C(1)      CHARACTER  -  USE "/" (SLANT CHARACTER)                     

---- ---- --------------- --- ---- -------------- ---------------------------------------------------------------------------------------------------------- 

1  22  TOTAL BILLING    
91   94  9(4)      NUMERIC - ZERO FILL BEFORE NATURAL NUMBER  - RIGHT JUSTIFY 

  TRANSACTION 





DO NOT INCLUDE THE FIRST AND LAST RECORDS IN TOTAL           

                       






RECORDS IN FILE  

 e.g. 2 RECORDS EQUATES TO 0002                               

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  23  DATA SEPARATOR  95   96 
 C(2)    CHARACTER  -  USE "//" (SLANT CHARACTERS)                    

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  24  HEADING NAME     
97  109  C(13)  CHARACTER  -  USE "TOTAL DOLLARS"                           

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

1  25  DATA SEPARATOR  110  110  C(1)  CHARACTER  -  USE "/" (SLANT CHARACTER)                     

---- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------

1  26  TOTAL DOLLAR  111  120  9(8)V99  NUMERIC  -  ZERO FILL BEFORE DOLLAR VALUE  -  RIGHT JUSTIFY  

  AMOUNT IN FILE                          
USE WHOLE NUMBERS AND ZERO CHARACTER                         

  FOR GOVERNMENT                                                                               

  TICKET COSTS AND                                                                                     

  TICKET REFUNDS 

  e.g. $ +531.00 = 0000053100  OR  $ -531.00 = 0000053100 

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

1  27  DATA SEPARATOR  121  122  C(2)   CHARACTER  -  USE "//" (SLANT CHARACTERS)                

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  28  HEADING NAME   
123  125  C(3)   CHARACTER  -  USE "CTO" 

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  29  DATA SEPARATOR  126  126  C(1)   CHARACTER  -  USE "/" (SLANT CHARACTER)

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  30  CTO ID NUMBER  
127  132  &(6)   ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)  - RIGHT JUSTIFY  

  e.g. ABC TRAVEL INC EQUATES TO ATI                           

--- ---- --------------- --- ---- -------------- ---------------------------------------------------------------------------------------------------------- 

1  31  DATA SEPARATOR  133  134 C(2)    CHARACTER  -  USE "//" (SLANT CHARACTERS)                    

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------

1  32  HEADING NAME   
135  137  C(3)   CHARACTER  -  USE "TMO"                                     

---- ---- --------------- --- ---- -------------- ---------------------------------------------------------------------------------------------------------- 

1  33  DATA SEPARATOR  138  138  C(1)   CHARACTER  -  USE "/" (SLANT CHARACTER)                      

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  34  TMO ID NUMBER  
139  144 &(6)    ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)                   

                                     FORMAT   

USE DEPARTMENT OF DEFENSE ADDRESS ACTIVITY CODE (DODAAC)     

                                     AA9999    

FOR THE TRANSPORTATION OFFICER/TRANSPORTATION MANAGEMENT     

                                                              OFFICE (TMO) OR INSTALLATION/BASE  -  IF DODAAC NOT LISTED   

                                                              FOR TMO, MODIFY DODAAC FOR BASE AS FOLLOWS:                  

                                                              POSITIONS:  1 - 1ST POSITION OF DODAAC                    

                                                                                    2 - BLANK CHARACTER                           

                                                                                    3-6 - LAST 4 POSITIONS OF INSTALLATION DODAAC   

                                                                                    (REFERENCE DOD4000.25-D FOR DODAACS)      

  e.g. TMO AT KELLY AFB = FA2054                   

  LOWRY AFB TMO = F 3059 (DODAAC NOT ASSIGNED TO TMO)     

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  35  DATA SEPARATOR  145  146  C(2)   CHARACTER  -  USE "//" (SLANT CHARACTERS)                    

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

1  36  HEADING NAME    
147  149  C(3)    CHARACTER  -  USE "AFO"                                      

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  37  DATA SEPARATOR  150  150  C(1)    CHARACTER  -  USE "/" (SLANT CHARACTER)                      

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  38  AFO ID NUMBER  
151  156  &(6)    ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)                   

                                                               ACCOUNTING AND DISBURSING STATION NUMBER (ADSN - PAYING AFO) 

                                                               (REFERENCE AFR 700-20 VOLUME I FOR ADSNS)                    

 e.g. LOWRY AFB AFO EQUATES TO 504000                         

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  39  DATA SEPARATOR  157  158 C(2)    CHARACTER  -  USE "//" (SLANT CHARACTERS)                    

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  40  HEADING NAME    
159  166 C(8)    CHARACTER  -  USE "CONTRACT"                                 

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  41  DATA SEPARATOR  167  167  C(1)   CHARACTER  -  USE "/" (SLANT CHARACTER)                      

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  42  CONTRACT NUMBER 168  187 C(20) CHARACTER (UPPER CASE ALPHA CHARACTERS)  -  RIGHT JUSTIFY    

  e.g. CONTRACT # F19650-89-C0010 EQUATES TO F19650-89-C0010 

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

1  43  DATA SEPARATOR  188  189   C(2)    CHARACTER  -  USE "//" (SLANT CHARACTERS)                    

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  44  HEADING NAME    
190  211  C(22)   CHARACTER  -  USE "INVOICE/CONTROL NBR"                      

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  45  DATA SEPARATOR  212  212  C(1)      CHARACTER  -  USE "/" (SLANT CHARACTER)                      

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  46  INVOICE/CONTROL 213  224  C(12)    CHARACTER (UPPER CASE ALPHA CHARACTERS)  -  RIGHT JUSTIFY    

  NUMBER                                 

  e.g. INVOICE/CONTROL NUMBER 459650 EQUATES TO ^^^^^^459650   ¦

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

1  47  DATA SEPARATOR  225  226  C(2)      CHARACTER  -  USE "/" (SLANT CHARACTER)                   ======================================================================================== 

2   1  TRAVELER NAME     1   27      C(27)     CHARACTER  -  USE UPPER CASE ALPHA AND SLANT (/) CHARACTERS  

                                                                 LEFT JUSTIFY                                                 

                                                                 INPUT NAME AS FOLLOWS:                                       

                                                                 LAST NAME FIRST WITH "/" (SLANT) AT END OF LAST NAME      

                                                                 FIRST NAME WITH A "/" AT END OF FIRST NAME                

                                                                 MIDDLE INITIAL  -  NAMES WILL CONTAIN NO IMBEDDED BLANKS  

 e.g. JOSEPH P KOVALCHICK EQUATES TO KOVALCHICK/JOSEPH/P      

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

2   2  SOCIAL SECURITY  28   36     9(9)       NUMERIC  -  MUST HAVE 9 DIGITS                               

 NUMBER (SSN)                            

 e.g. 178365647                                               

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------

2   3  TRAVEL ORDER     37   44      &(8)      ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)  - RIGHT JUSTIFY  

 NUMBER (TVL ORD)                        
  REMOVE SEPARATORS, HYPHENS, BLANKS, ETC - NO IMBEDDED BLANKS 

 e.g. TA-1 EQUATES TO ^^^^^TA1 

        TA 1 EQUATES TO ^^^^^TA1                                

        RO-TA-1 EQUATES TO ^^^ROTA1                             

        RO-TA-1001 EQUATES TO ROTA1001                          

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

2   4  PNR OR TII       
 45   54     &(10)     ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)  - RIGHT JUSTIFY  

                                                             PASSENGER NAME RECORD OR TRAVEL ITINERARY/INVOICE NUMBER

 e.g. PNR NUMBER 1 EQUATES TO ^^^^^^PNR1                      

                                                                    TII NUMBER 1 EQUATES TO ATI0000001                      

--- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------- 

2   5  PASSENGER        55   94     &(40)      ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)  -  LEFT JUSTIFY  

 ROUTING CODES                           
SEPARATE TRANSPORTATION CODES AND/OR CITY NAMES WITH BLANK   

                                                              CHARACTER  -  USE DESTINATION CODES FOR MODE OF TRAVEL:      

                                                              AIRPORT - ID CODES LISTED IN THE OFFICIAL AIRLINE GUIDE   

                                                              OTHER   - STANDARD THREE POSITION TRANSPORTATION CODES    

                                                              FOR THAT INDUSTRY (BUS, TRAIN, AND VESSAL)      

                                                              NO CODE - USE CITY NAMES OR ABBREVIATED CITY NAMES        

e.g. AIR: DENVER TO WASHINGTON TO DENVER = DEN DCA DEN       

       BUS: SAGAMORE, PA TO INDIANA, PA = SAGAMORE INDIANA     

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

2   6  TICKET NUMBER   95  107  &(13)      ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)  - RIGHT JUSTIFY  

                                                             BY MODE OF TRAVEL AND POSITIONS INDICATED, USE:              

                                                             AIRLINE:  1- 3 - AIRLINE IDENTIFICATION CODE              

                                                                              4-13 - TICKET COUPON SERIAL NUMBER              

                                                             OTHER  :  REMOVE SEPARATORS (HYPHEN, BLANK, ETC)     

 e.g. 0055621052722 = 0055621052722 OR B12-234 = ^^^^^^^B12234                              

--- ---- --------------- --- ---- -------------- ---------------------------------------------------------------------------------------------------------- -

2   7  DOCUMENT ISSUE  108  113  9(6)    NUMERIC  -  YY - TWO DIGIT CALENDAR YEAR (00 THROUGH 99)     

 DATE                         FORMAT           MM - NUMERIC CALENDAR MONTH (01-12, JAN THRU DEC)

                                   YYMMDD           DD - DAY OF MONTH (LIMITED TO NBR DAYS IN MONTH) 

 e.g. 15 JUNE 1990 EQUATES TO 900615                          

--- ---- --------------- --- ---- -------------- ------------------------------------------------------------------------------------------------------------

2   8  GTR/CBA (GOV'T  114  127   &(14)   ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)  -  LEFT JUSTIFY  

 TRANSPORTATION                           REMOVE SEPARATORS (HYPHEN, COMMAS, BLANKS-NO IMBEDDED BLANKS)

 REQUEST OR CENTRALLY                         e.g. B-1,774,094 = B1774094 AND                              

 BILLED ACCOUNT) NBR                             3889-123456-1234 = 38891234561234                     

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

2   9  BASE FARE AMT  128  137  9(8)V99  NUMERIC  -  ZERO FILL BEFORE DOLLAR VALUE  -  RIGHT JUSTIFY  

 OF TICKET OR                            

USE WHOLE NUMBERS AND ZERO CHARACTER                         

 TICKET REFUND                          
e.g. $ +257.41 = 0000025741  OR  $ -257.41 = 0000025741      

---- ---- --------------- --- ---- -------------- ----------------------------------------------------------------------------------------------------------

2  10  TAX AMOUNT OF  138  147  9(8)V99 NUMERIC  -  ZERO FILL BEFORE DOLLAR VALUE  -  RIGHT JUSTIFY  

  TICKET OR                              

  USE WHOLE NUMBERS AND ZERO CHARACTER                         

  TICKET REFUND          
                     e.g. $ +20.59 = 0000002059  OR  $ -20.59 = 0000002059        

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

2  11  TICKETED FARE   148  157 9(8)V99  NUMERIC  -  ZERO FILL BEFORE DOLLAR VALUE  -  RIGHT JUSTIFY  

  AMOUNT                                  

 USE WHOLE NUMBERS AND ZERO CHARACTER                         

                                                               TICKETED FARE/REFUND AMOUNT EQUALS BASE FARE PLUS TAXES      

  e.g. $ +270.00 = 0000027000  OR  $ -270.00 = 0000027000      

--- ---- --------------- --- ---- -------------- ------------------------------------------------------------------------------------------------------------

2  12  CTO SERVICE   158  167  9(8)V99  NUMERIC  -  ZERO FILL BEFORE DOLLAR VALUE  -  RIGHT JUSTIFY  

  FEE AMOUNT FOR                          
USE WHOLE NUMBERS AND ZERO CHARACTER                         

  TICKETS OR                          

   

  TICKET REFUNDS                         
        

  e.g. $ +13.4910 = 0000001350  OR  $ -13.4909 = 0000001349    

--- ---- --------------- --- ---- -------------- ------------------------------------------------------------ -----------------------------------------------

2  13  COST/REFUND 168  177    9(8)V99  NUMERIC-ZERO FILL BEFORE DOLLAR VALUE  -  RIGHT JUSTIFY  

  TO GOVERNMENT                           

 USE WHOLE NUMBERS AND ZERO CHARACTER                         

                                                              
 TICKETED FARE/REFUND AMOUNT PLUS CTO SERVICE FEES          

   e.g. $ +256.50 = 0000025650  OR  $ -256.50 = 00000025650    

--- ---- --------------- --- ---- -------------- ------------------------------------------------------------------------------------------------------------

2  14  DOCUMENT TYPE   178  178      &(1)      ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)                   

  CODE                                    



USE DOCUMENT TYPE CODES:  "T" - TICKETS                      

                                                                                        




    "R" - TICKET REFUNDS               

  e.g. TICKET DOCUMENT = "T" AND REFUND DOCUMENT = "R"         

--- ---- --------------- --- ---- -------------- ------------------------------------------------------------------------------------------------------------

2  15  TRANSACTION    
179  179     &(1)      ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)                   

  ACTION CODE                             

ACTION CODE MUST BE "A" (ADD) FOR BILLING INPUT FILE         

    e.g. ADD TRANSACTION EQUATES TO "A"                          

------------------------------------------------------------------------------------------------------------------------------------------------------------

2  16  REMARKS         

180  219     C(40)   CHARACTER (UPPER CASE ALPHA CHARACTERS)-LEFT JUSTIFY     

                                                              
REQUIRED ENTRY WHEN USING PROCEDURES FOR:                    

                                                                 
GTR - TO CLARIFY/EXPLAIN DIFFERENCES BETWEEN BILLING AND  

                                                                    OBLIGATING AMOUNTS                                  

                                                                    GTS - WHEN RECONCILIATION CODE IS OTHER THAN "M"          

 e.g. PASSENGER CHANGED HIS TICKET AT AIRPORT                 

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

2  17  ACCOUNTING      
220  325     C(106)  CHARACTER (UPPER CASE ALPHA CHARACTERS)  -  LEFT JUSTIFY     

  INFORMATION                             

CONTAINS THE ACCOUNTING CLASSIFICATION AND OTHER ASSOCIATED  

                                                               
BUDGET AND ACCOUNTING DATA  -  INPUT ALL DATA AS IT APPEARS  

                                                              
 ON THE TRAVEL ORDERS OR SOURCE DOCUMENT                    

 e.g. 5793400 309 4299 110500 09 408 409 504000 (89T-312) OR  

        21X4992.0351 35 FAC7700 CC1240 CAC EAC501 EAC502        

        EAC525 (ADV) KOV564700000/S28113 DD1588 DSSN 5077       

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

2  18  ACCOUNTABLE     326  331      &(6)     
ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)                   

  STATION NUMBER                          

MUST BE 6 DIGITS, IF LESS THAN 6 LEFT JUSTIFY AND ZERO FILL  

                       (ASN)                                   NO IMBEDDED BLANKS ALLOWED                                   

                                                               
AFO PERSONNEL WILL TRAIN CTO PERSONNEL ON INPUTTING THE      

                                                               
ACCOUNTABLE STATION NUMBER (ADSN, ASN, AAA, ETC) FROM THE    

                                                              
ACCOUNTING INFORMATION                                      

 e.g. LOWRY AFB ADSN = 504000  AND  FT BELVOIR = S44119      

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

2  19  FUND SUMMARY   332  338    &(7)        ALPHANUMERIC  -  UPPER CASE "F" IN FIRST POSITION            

  RECORD ACCOUNT           FORMAT     NO IMBEDDED BLANKS ALLOWED                                   

            (FSRA)                       A999999      AFO PERSONNEL WILL TRAIN CTO PERSONNEL ON INPUTTING FSRA IF  

                                                                  INCLUDED IN THE TRAVEL ORDERS                                

  e.g. F000082                                                 

--- ---- --------------- --- ---- -------------- ------------------------------------------------------------------------------------------------------------

2  20  PROGRAM SUMMARY 339  345   &(7)   ALPHANUMERIC  -  UPPER CASE "P" IN FIRST POSITION            

  RECORD ACCOUNT           FORMAT     NO IMBEDDED BLANKS ALLOWED                                   

             (PSRA)            
    A999999     AFO PERSONNEL WILL TRAIN CTO PERSONNEL ON INPUTTING PSRA IF  

                                                                  INCLUDED IN THE TRAVEL ORDERS                                

  e.g. P002318                                                 

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

2  21  RECORD NUMBER   346  349      9(4)    NUMERIC  - ZERO FILL BEFORE NATURAL NUMBERS - RIGHT JUSTIFY 

  e.g. RECORD NUMBER 1 EQUATES TO 0001                         

--- ---- --------------- --- ---- -------------- -----------------------------------------------------------------------------------------------------------

2  22  RECONCILIATION  350  351      &(2)      ALPHANUMERIC (UPPER CASE ALPHA CHARACTERS)  -  LEFT JUSTIFY  

  CODE                                    


     USE ONLY IF CBA PROCEDURES ARE USED  -  FOR GTR LEAVE BLANK  

                                                                   USE ONLY THESE CTO RECONCILIATION CODES:                    

                                                                  "M"  - MATCHED CBA BILLING TRANSACTIONS                   

                                                                  "MA" - MISCELLANEOUS ADJUSTMENT TRANSACTIONS              

                                                                  "AR" - REFUND TRANSACTION TAKEN IN ADVANCE OF BILLING     

                                                                  "PR" - REFUND TRANSACTION PREVIOUSLY TAKEN IN ADVANCE     

                                                                   "S"  - SUSPENDED CBA BILLING TRANSACTIONS

APPENDIX D

COMMERCIAL RESERVATIONS STANDARDS

OFFICIAL TRAVEL

A.  GENERAL
    1.  The CRS performance standards and operating features prescribed below serve to ensure the CRS leased for TMO use and those CRS in use at CTOs provide the capability for maximum support and flexibility to the user as well as optimum service to DOD travelers.

    2.  CRS hardware will include a video terminal CRT, ticketing devices, and other necessary supporting equipment.  The CRS hardware must access a central reservation data bank and provide the user with real-time, state of the art computer technology.

B.  ROUTING ASSISTANCE
    1.  Impartial Display.  Using as input the desired departure time and origin and destination city airports, the CRS will display (within plus or minus two hours of the scheduled departure time) all direct flights contained in the North American edition of the OAG (Official Airline Guide).  Displays of connecting flights stored in the CRS will not be limited to those in which the system vendor appears.

    2.  Reservation Confirmation.  The CRS must be able to immediately confirm reservations on any airline in availability records.  If there is no availability stored, it must automatically generate a request to the appropriate airline or notify user to telephone direct.

    3.  Seat Availability.  The CRS will include flight schedule display to include:  carrier code, flight number, origin and destination city airport codes, class of service indicators, number of seats open for sale (subject to free sale and interline agreements), aircraft type code, food service code (if applicable), and number of stopovers.  The number of seats open for sale must reflect real-time data available from intercarrier interface through ARINC.

   4.  Fares Rule Index.  The CRS shall display the capsulated rules governing application of fares.

   5.  Within PNR Pricing.  The CRS shall be able to automatically price 100 percent of completed passenger name records (PNRs) for travel within CONUS.

    6.  Fare Displays.  The CRS shall be able to display both local and joint fares by city-pair without regard to system vendor participation.  The fares data base shall be reviewed once every 2 weeks.  CRS will have the capability to update selected data on short notices.  If a mistake in a fare is noted,  the vendor must take responsive corrective action.

    7.  Building Connection.  The CRS must be able to modify normal availability displays to build a connection from origin to destination via an input connecting point.  To accomplish this, CRS will screen all prestored available direct flights, displaying those connections which meet minimum connecting times.  Connections shown will not be limited to those in which the system vendor participates.

     8.  Flight Itinerary.  The CRS will display a complete itinerary of each flight including the segment or segments on which a reservation has been made.

C.  OPERATING FEATURES
    1.  The CRS shall be capable of providing a full range of fares and rates reservations ticketing related travel and accessorial services, and meet the standards of the travel industry.

    2.  Record Integrity.  The CRS will employ a distinctive entry code for each CRT location.  This code restricts access by a particular location to only those records which contain its own entry code.  CRS vendor can also access records for modification.

    3.  Passenger Name Access.  The CRS shall be able to access a previously entered Passenger Name Record (PNR) for modification, review or ticketing by entering only the passenger's name.

    4.  Data Storage.  The CRS shall provide the user with the capability to store data in other than an active PNR.

    5.  Ticketing.  The CRS shall print a ticket, up demand, via a companion ticket printer; transmit a ticket to tele-ticket receiver; transfer reservations to airport will-call; generate a message to the carrier offices directing ticket delivery by mail.

    6.  Information Broadcast.  The CRS shall generate reference data to include:  bulletins, general information, fare updates, projected schedule changes, flight information, airport conditions and closings, and strike information.

    7.  Maintenance.  Equipment and software maintenance shall be arranged by the contractor at no cost to the Government.

    8.  Reservation Transfer.  The CRS shall have the capability of transferring reservations made with other than the system vendor to their CRT for ticketing.

    9.  Special Service.  The CRS must make advance arrangements for passengers requiring special handling, special meals or seat preferences.

    10.  Rent-A-Car and Hotel Reservations.  The CRS will confirm reservations for major hotel and rent-a-car companies.

    11.  Internal Clock.  The CRS shall have an internal clock which will record the date and time reservations are made.

D.  COMPTROLLER SUPPORT
    Single Billing.  The system vendor must offer single billing capability to the user.  The system vendor receives initial payment for all tickets issued through it during a standard billing period and disburses this money among the airlines providing the transportation.

E.  TRAINING
    1.  Formal Training.  The vendor will offer a formal operator training program conducted at a carrier learning center using full-time instructors and a complete range of learning aids, such as, system hardware and training manuals.  Vendors must train a minimum of two operators per CRT.

    2.  Follow-up Training.  After installation of equipment, the vendor shall make on-site visits to ensure user's proficiency in CRS operation.  A phone number will be provided to users to obtain assistance.  A complete set of operating manuals and supplements thereto shall be furnished to the user by the vendor.

    3.  Computer Assisted Instruction.  The CRS must feature computer-assisted instruction, such as, basic operator instruction through advanced operator instruction.  Material shall be presented in textbook manner.

F.  AUDIT FUNCTION.  The audit function will check reservations, as soon as they are booked, to ensure that the lowest cost routing which is applicable has been obtained.  The function automatically check these reservations periodically (at least once every 24 hours) until the time of ticket issue.

    (1) Should there be a conflict between the SOW and reference set forth therein the SOW shall control.

    (2) Should there be a conflict between or among two or more such references those coded mandatory by the SOW shall control over those coded advisory; between or among those similarly coded, those issued by a higher authority shall control over those issued by a lower authority; and between those issued at the same level of authority, those with a later date of issuance shall control those with a earlier date.

    (3) Any task set forth in any such reference which shall call for the exercise of discretionary Government authority shall be subject to the final approval of the Government official having such authority.

APPENDIX E
PASSENGER NAME RECORD

(Itinerary Invoice)

OFFICIAL TRAVEL



a.  Itinerary Invoice Number

b.  Traveler's name and social security number   

c.  Applicable routing information such as:  carrier(s), flight/ train/bus number(s), origin/enroute/destination points, departure/ arrival times, seat assignment, reservation number and meals, if any

d.  Transportation charges (indicate the base fare for each flight separate from any applicable taxes)

d.  Transaction Fee if applicable

d.  Fare basis Code:  Air (YCA, BDG, Y), Rail (Metro coach, Regular), Bus (Coach)

e.  Contractor's toll-free telephone number

f.  If applicable, hotel/motel data (cost, name, location, telephone number, confirmation number)

g.  If applicable, rental car data (company, cost, toll-free telephone number, confirmation number)

h.  Accounting Classification  (If applicable)

i.  GTR Number/CBA Number/Travel Charge Card Number

j.  Special Order number/issuing HQ's 

k.  Ticket Number

l.  Mailing Address for refunds

m.  Seat Assignment

n.  Date and time reservations were made.

o.  Standard statement/clause for injury/life insurance 

p.  Remarks (i.e. Members reason for non use of lowest cost fare.)
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The public reporting burden for this collection of information is estimated to average 440 hours per response, including the time for reviewing instructions, searching existing data
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