Travel Agency Documentation

Instructions:   This form must be used to document the least costly air transportation purchase when purchasing airfare from a non-contract vendor.  

Quotations are required when you choose to use a non-contract vendor.  Quotations must be in writing and submitted along with your Travel Expense Report when payment is made with your Travel Card or attached as back-up on a Purchasing Card statement.   Follow the steps below in order to comply with the documentation requirements:

1.
One quote must be obtained from a contract travel agency. The contract vendors are:




STA Travel    (for student travel - effective January 1, 2006)



Worldtek    (for athletic team travel – effective IMMEDIATELY)
2. One quote must be provided from the non-contract agency, website or commercial carrier.  Screen prints from internet quotes are acceptable as written quotes.
3. Quote comparison(s) shall be consistent for destination, departure/return date and time requirement for travel.
4. Complete the document below and submit it along with your quotations.
	Travel Destination:

______________________

Departure : ___________

Return : ______________
	Quote #1

Contract Travel Agency (Select One)

                      (  STA Travel

(  Worldtek
	Quote #2

Provide name of travel agency, website booking tool or commercial carrier (i.e. Marathon Travel, Expedia, Northwest Airlines)

         “_____________________________________________”

	Traveler Name (()
	Airline Carrier Name
	Airline Ticket Price
	Travel Agency Fee
	Total
	Airline Carrier Name
	Airline
 Ticket Price
	Fee
	Total

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


· When purchasing airfare for a group where the cost of each ticket is equal, enter the word “Group” and attach a list of names to this document.
Prepared by: _______________________________________________      Date: _______________________     Phone: _____________________
December 9, 2005


