CI Travel


A Division of Cruise International





Reservations Procedures





RESERVATIONS AND TICKETING: Cl Travel will make all travel arrangements for air, rail, hotels and cars. All necessary documentation including itineraries and tickets will be provided. For travel arrangements, call the phone number listed on the front of this brochure for your location.





CAR RENTAL RESERVATIONS: Cl Travel will make rental car reservations with those companies that have discounted rates for government employees when such arrangements are consistent with mission requirements. When government rates cannot be obtained, reservations will be made with the company offering the lowest rates consistent with mission requirements. Only government rates include Collision Damage Waiver (CDW) and unlimited mileage for rentals.





HOTEL RESERVATIONS: All domestic hotel reservations will be made in compliance with the Fire and Safety Act and government per them requirements. We also are members of Woodside Travel Trust, the world's largest travel consortium, providing excellent hotel discounts at over 4100 properties worldwide. Late arrival guarantees will be arranged by Cl Travel using your credit card. Be sure to advise Cl Travel or the hotel if your plans change. Failure to do so will subject you to one night's room charge. Cancellation policies vary between hotel chains. Check your Cl Travel itinerary for the cancellation policy for your hotel. When canceling a reservation, be sure to get a confirmation number, or the name of the person to whom you talked when canceling and record the time and date of the call.





Seat Assignments





CI Travel will do its best to get your desired seat assignment. However, because of several reasons such as airline policy, lead times, etc., it is not always possible. Some guidelines to help insure that you get desired seating are as follows:





1 .	Be sure that your desired seat assignments are in


	your traveler profile.





2.	Make your reservations as early�as possible. With airlines operating at higher capacities, last minute bookings make getting your desired seat assignment more unlikely.





3.	Seat assignments can only be made when the airlines release their seating inventory, usually within 30 days of departure (sometimes less). On the other hand, in most cases, seats cannot be assigned if the reservation is made less than 24 hours prior to departure. If you make a reservation more than 30 days in advance, your Cl Travel agent will automatically apply for your desired seat assignment as soon as permitted by airline policy.





4.	Normally, airlines restrict seat assignment to airport


	check�in after 70% of the seats have been assigned.





5.	Commuter flights or flights of one hour or less usually


	do not permit advance seat assignments.





6.	In over�booked situations, the traveler with a ticket and a boarding pass has priority over a traveler who has only a ticket.





7.	If you have been assigned a seat that you find undesirable, arrive at the gate as early as possible and ask the agent if you can be reassigned to a better seat.





Government Fares





Two types of discounted fares are available to government





travelers:





1 . YCA�Government Contract Fares are negotiated by GSA directly with the contract airline.





2.	YDG/MDG are non�negotiated discounted fares made 	available to government travelers by individual air carriers.





Cl Travel will book your flight on a contract airline unless one of several mitigating situations applies:





a.	Space or scheduled flights at contract fares are not available in time to accomplish the purpose of travel, or use of contract service would require the traveler to incur unnecessary overnight lodging costs which would increase the total cost of the trip.





b.	The contract flight schedule is inconsistent with 	explicit policy.





c.	A non�contract 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 that fare, or if the lower fare offered by a non�contract carrier is restricted to Government and Military travelers on official business and may only be purchased with a Government contractor� issued general charge card, e.g., YDG, MDG, and similar fares.





Other Travel Tips





CHECK IN EARLY: With airport security, procedures taking more time, it is best to plan an early arrival at the airport. Most airports suggest one hour before domestic departure and two hours before international departure. Late arrival risks missing your flight or having your luggage miss the flight. Checking in less than 20 minutes prior to flight time risks losing your seat assignment.





CHANGES IN TRAVEL PLANS: Make any changes in plans through CI Travel whenever possible. Doing so ensures that you will comply with government travel regulations and that any cancellations will be properly handled and any unnecessary cancellation fees avoided. If you are out of town or must call outside of normal business hours, call the CI Travel Reservation Center or international toll�free number for the country you are in.





UNUSED TICKETS: Be sure to turn in any unused tickets or portion thereof or notify CI Travel of non�use of E�tickets as soon as possible so that appropriate credits can be processed.





LOST TICKETS: Notify CI Travel as soon as you realize you have lost a ticket. The airline will refund the unused value less a lost ticket fee of $75 or more. Lost tickets will be refunded within 6 months of date of issue. The  passenger named on the ticket will be liable for payment of the tickets if they are used within one year of issue.








TRAVEL DOCUMENTS: Included in the travel documents delivered to you prior to your trip will be a travel itinerary which will detail all arrangements, including transportation, car rental, hotel, etc. The itinerary also includes costs, confirmation numbers, seat assignments, meal service, total air miles and any additional comments relative to your trip. In general, itineraries will be sent to you via e�mail.





EMERGENCY SERVICE: When it is necessary to make or change reservations outside of regular travel office hours (Monday�Friday 7:30am�8:30pm ET) or on an emergency basis, you may call the Cl Travel Reservation Center toll�free number which appears on your ticket jacket, on the front of this brochure, on your itinerary and on your wallet size Traveler Information Card.





PASSPORT AND VISA SERVICE: Cl Travel will provide passport and visa advice along with appropriate forms.





MEETING PLANNING: Cl Travel agents are available to make meeting arrangements. These services include meeting space reservations, arrangements for meals, lodging, transportation, audio�visual equipment. (There is a cost to this service.)





PERSONAL TRAVEL: Cl Travel has a long history of providing outstanding vacation travel service. To talk with a Cl Travel vacation expert, call toll�free, 866�220�0340. (Leisure Travel in conjunction with Official Travel is handled through the Official office/800�287�9027.)





	International Toll�Free Numbers





The international tollfree numbers required for emergency service will be listed on your international itinerary.





Problem Resolution





If you encounter a problem with your travel arrangements or have a complaint concerning any of the travel services provided to you, please first contact the office where you made your reservation. If the agent is unable to remedy the situation or you are unhappy with any aspect of the service you have received, please contact the Cl Travel NASA Account Manager at the Cl Travel Reservation Center/800�287�9027. If the issue that concerns you is related to government travel policy, you should contact your Center Travel Service Coordinator.





For more information or assistance with any travel�related needs, please call your travel office or the Reservation Center





 NASA TRAVEL SERVICE RESERVATION NUMBERS





WEBSITE


www.citravel.com/nasa





ARC


Phone: 650�604�5305


Email: arc@citravel.com


FAX: 650�604�6082





DFRC


Phone: 800�287�9027


Email: dfrc@citravel.com


FAX: 661�276�2836





GRC


Phone: 216�898�9870


Email: grc@citravel.com


FAX: 216�433�8786





GSFC


Phone: 800�287�9027


Email: gsfc@citravel.com


FAX: 301�286�8871





HQ


Phone: 202�358�1258


Email:nasahq@citravel.com


FAX: 202�358�3045





JSC


Phone: 800�287�9027


Email: jsc@citravel.com


FAX: 281�483�6460





KSC


Phone: 321�867�4947


Email: ksc@citravel.com


FAX: 321�867�1482





LaRC


Phone: 800�287�9027


Email: larc@citravel.com


FAX: 757�864�7546





MSFC


Phone: 256�544�4521


Email: msfc@citravel.com


FAX: 256�544�9367





WFF


Phone: 800�287�9027


Email: wff @citravel.com


FAX: 757�824�3280





WSTF


Phone: 505�524�5757


Email: wstf@citravel.com


FAX: 505�527�6732





Contractor Travel


866�220�0340 (Toll�Free)


Leisure Travel


866�220�0340 (Toll�Free)





Help Desk


866�461�5511 (Toll�Free)


(until 11/30/00)





NASA / CI TRAVEL CENTRAL RESERVATION


CENTER AND EMERGENCY SERVICE





			800�287�9027





nasa@citravel.com


FAX: 757�466�5188 (Local) or 866�466�5188 (Toll�free)








Administrative Support





The following centers have dedicated On�site Liason personnel. To discuss administrative matters such as visa or passport advice, problem resolution or other non�reservation related matters, you can call the following Administration Line numbers:





GSFC 301�286�9097


LaRC 7574WA�2082





WFF	757�824�1404





JSC	281�483�3305


MSFC	256�544�3946





At all other centers, call the local reservation number for administrative support.








