USDA Airfare Options

To help reduce travel costs across the Government, USDA agencies are taking advantage of all available airfare options. This document describes the types of fares available, when it is appropriate to use them and how and where to find them.  

Types of fares available to USDA staff

GSA Contract Fares are those fares negotiated annually by the GSA on behalf of the federal government. City Pair fares guarantee federal travelers will pay the same price throughout the year, regardless of when a flight is booked. City Pair fares do not have a change fee which offers travelers the flexibility to alter their reservation without incurring additional costs.  The City Pair Program offers two choices in airfares with all the same advantages but significantly different prices:
· Regular City Pair (CP) Fares: These fares are labeled in the airline booking as “YCA.”  YCA fares are discounted on average at 68% below full, commercial air fares.  
· Discounted City Pair Fares with Capacity Limits:  These fares offer the same benefits, but are often far cheaper than the regular City Pair fares.  However, they are limited because airlines set aside only a certain number of seats for them, so you’ll have the best luck finding these fares by booking in advance.  (They are available for about for 1,725 domestic and 163 international destinations. Check flights in GovTrip or click here for a list of those destinations.)  .

Non Contract Government Fares are fares offered by airlines to match the fares offered through the GSA City Pair program. These fares may have restrictions like change fees and cancellation fees.

Restricted Fares are fares available to the general public, the same fares you use when you travel personally, and may offer significant cost savings to USDA travelers. Restricted fares often have advance purchase requirements and change/cancellation fees which could significantly increase the cost of travel. You must exercise caution when using Restricted Fares. 
___________________________________________________________________________________________________________


When to use the different fare options

GSA City Pair fares can be used anytime. 
GSA City Pair fares with Capacity Limits can also be used anytime, and should be used rather than City Pairs whenever they meet mission needs, as stated in the Federal Travel Regulation. You are strongly encouraged to use restricted fares (please see below) when cheaper than either of the CP fares.   

Non Contract Government fares can be used when available but travelers should check the restrictions:
· The price may be protected until time of departure or may require quicker booking 
· Evaluate the cost vs. any restrictions and potential fees for changing/cancelling

Restricted Fares can and should be used when:
· Your are fairly certain of your travel dates (e.g. you are going to a conference or training, or you travel frequently/to the same destination, and if cancelled, could apply ticket value to another trip)
· The fare is less than City Pair fares, and you estimate that you could make multiple changes with fees without exceeding them
[image: ]
1 Based on estimated $100 Domestic Change Fee, $250 International Change Fee
· You meet one of the exceptions listed in the GSA Federal Travel Regulations (§301-10.107):
· [bookmark: wp1203760]Space on a scheduled City Pair flight is not available in time to accomplish travel purpose, or use of contract service would require you to incur unnecessary overnight lodging costs which would increase the total cost of the trip
· [bookmark: wp1203830]The contractor’s flight schedule is inconsistent with explicit USDA’s or your agency’s policies on scheduling travel during normal working hours 
· A non-contract carrier offers a lower fare to the general public that, if used, will result in a lower total trip cost to the Government (the combined costs of transportation, lodging, meals, and related expenses considered)

Please note USDA’s policy for reimbursing the cost of changing or cancelling flights:  “Additional costs (e.g. fees) due to official travel being curtailed, canceled or interrupted for official purposes or for other reasons beyond the employee’s control that are acceptable to the agency may be fully reimbursed.“
___________________________________________________________________________________________________________


How and Where To Find Them

Travelers must book flights through GovTrip or by contacting your respective Travel Management Center (TMC). Use of commercial sites to book reservations is prohibited by the Federal Travel Regulations.

When you search for flights in GovTrip, the “Flight Search Results” screen will show fare types under three separate tabs.  Please price flights in all three tabs to find the lowest-cost fare that meets your mission needs.  You can mix fare types.  Please note:  Travel preparers, Travel Management Centers (TMC[footnoteRef:1]) agents, and the Executive Service Desk can access all of these fares; remind them to find the lowest-cost fare when booking through them. [1:  Remember there is an additional small charge for TMC service.] 

 [image: ]

Please note: if your trip plans are not finalized/approved, your TMC can reserve a refundable (City Pair) ticket, thus holding a seat on a plane for you, and continue to look for lower-cost airfares until one is available or until the trip plan is finalized and needs to be ticketed.  Also, if you cannot find a fare online in GovTrip that you’ve seen on commercial Web sites, check back in day or two – or call your TMC – they have access to all of the Global Distribution Systems on which airlines list flights.

Booking City Pairs

When booking air reservations in GovTrip, City Pair fares are in the first tab, called “GSA Contract Fares”. The cost will be displayed with the words GSA City Pair below it. City Pairs are priced as one way fares. Note that the fares are not sorted by lowest price first – scroll through to find the best fares. 
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Booking Non-Contract Government Fares

Click on the second tab for GovTrip - Non-Contract Government fares. Prices will not display until at least one flight is added to the Price List and the Price Flights button is clicked. Non-Contract fares are priced as one-way fares like City Pair fares.  Remember to: 
· Read and understand the Fare Rules (e.g. the price may be protected until time of departure or may require quicker booking) 
· Evaluate the cost vs. any restrictions and potential fees for changing/cancelling

[image: ]
Booking Restricted Fares

Click on the third tab for Restricted fares. Please note: These fares are priced for round trips. Remember to: 
· Evaluate cost vs. risk of potential change/cancellation fees (e.g. travel cancellation unlikely for business or personal reasons)
· Read and understand the Fare Rules
· If you choose Restricted fares, complete the Pre-Audit justification in GovTrip with the required brief reason you want to use these fares when GovTrip automatically “flags” your reservation  and requests this info
· If your organization requires other documentation, make a screenshot of the GovTrip “Flight Search Results” page[footnoteRef:2] showing the comparable City Pair fares (or commercial fares, if City Pairs aren’t available); electronically attach it and other documentation to your authorization request [2:  To create screenshots of GovTrip Flight Search Results: 1) Click on “Print Screen” in the upper right corner of the GovTrip screen; 2) select “Adobe PDF” on the printer window; 3) save the document to your computer; and 4) attach it to your GovTrip electronic travel authorization ] 
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· Request approval through the normal GovTrip electronic process, as required by the Agricultural Travel Regulation
· Get the travel authorization approved and buy the tickets in the timeframe required by the airline (e.g., 24 hours) 
· Once your authorization is approved, submit an interim travel voucher for tickets purchased > than 5 days before departure
· If you have to cancel a trip:
· Contact your organization’s TMC(s) to make the cancellation
· Keep your unused tickets in a safe place, report that you have them to your Travel Staff, and make sure you apply their value toward another trip before they expire
· Please note:  To apply the ticket value to new reservations, you must contact your TMC or the airline.  If you must have the airline make the new reservations, please enter any new costs (additional airfare, fees) in the Other Transportation Costs field in GovTrip
Please note that parts of this presentation, specifically the 'screen shots' of GovTrip, are the intellectual property of Northrop Grumman Mission Systems and are provided for training purposes only, and may not be disseminated outside of USDA.
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