REQUEST FOR NON-CONTRACT FLIGHTS  

This form must be signed by the Authorizing Official to request the use of non-contract flights when GSA city-pair contracted flights are available; a copy of this form must be provided to the TMC prior to making reservations, and the traveler and approving office must keep the form on file for 6 years and 3 months. All official travel reservations must be made through the TMC, 

E-mail signed form to: “GP_USCISAPPROVAL@CITRAVEL.COM” prior to booking travel.

(Or fax to:  757-892-3800, Attention:  Anita Madren)

TRAVELER’S NAME: _______________________________ 

DATES & LOCATIONS: _______________________________   
Please select from the following Federal Travel Regulation (FTR) exceptions for the use of non-contract flights:
 FORMCHECKBOX 
 1.
Seating space on a contract carrier is not reasonably available in time to accomplish the purpose of travel;
 FORMCHECKBOX 
 2.
Use of a contract carrier would require additional lodging costs, which would increase the total cost of travel;

 FORMCHECKBOX 
 3.
The non-contract carrier offers a significantly lower fare available to the general public that would result in a lower total trip cost to the government (Note: “Me too” fares, i.e., DS non-contract fares that match contract fares, but offered by other airlines, may not be used when contract fares are available, since they are only made available to Federal employees); 

If selecting #2 or #3, please complete the following:

Cost of round trip contract flight: $____
Cost of round trip off contract flight: $____
Difference in fares (+ or -): $____
Current cancellation and/or change fee for the non-contract airline: $____
Also, for #2, itemize the estimated USCIS cost containment based on anticipated reductions in lodging, per diem, and compensatory time for travel, that would otherwise be incurred by staying on contract:

_______________________________       $____

_______________________________       $____

_______________________________       $____

TOTAL: $____

I certify that the requested waiver is in compliance with FTR and USCIS policy, and is in the best interest of the government when including potential cancellation and/or change fees. I have informed the Traveler that if they select a non-refundable fare, it cannot be exchanged for a refundable fare at a future date; that when travel is cancelled, funds spent on non-refundable tickets are not reimbursable by USCIS until the ticket is used for official travel at some later date, while timely payment of the travel card bill is required, regardless; that non-refundable tickets generally expire within one year of issuance.

	Authorizing Official Signature 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
	Authorizing Official Name (Typed) and Phone Number 
     

 FORMTEXT 
     


