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Travel - Airfare 1 

Effective: Moved to Policy Library from UPM 8.2(1) 2 
Contact: Controller's Department 3 

Introduction 4 

This policy covers the purchase of air tickets, whether through a university contracted travel agency 5 
or other sources. 6 

Policy Statement 7 

University travelers may order air tickets from one of the contracted agencies by using an Air Ticket 8 
Requisition. No comparative quotes between contracted agencies are required. 9 
 10 
Travelers are allowed to order air tickets through Internet sites by using either their personal credit 11 
cards or the American Express corporate card. Although significant savings sometimes can be 12 
realized through Internet sites, travelers need to be aware of the site's policies regarding ticket 13 
exchanges, refunds and transfers before making a purchase. Travel advances will not be made to 14 
facilitate ticket purchases. Reimbursement must wait until the conclusion of the trip. 15 
 16 
Payments by ISU voucher can be made directly to non-contracted agencies for "consolidator" 17 
tickets. Only agencies whose primary business is "consolidator" tickets may be used. A comparative 18 
quote from a contracted agency is not required. 19 
 20 
The least expensive class, generally coach, should be used for all air travel. The traveler may not 21 
indicate a preferred carrier in order to accumulate frequent flier miles. 22 
 23 
Travelers using federal funds also need to use a U.S. flag carrier, as provided in the Fly America Act 24 
(see Resources below). 25 

Resources 26 

Links 27 

• Controller’s Department Travel Information 28 

• Employee Reimbursements Tutorial 29 

• FAQ - Air Travel 30 

• Fly America Act 31 

• Purchasing an Airline Ticket 32 

• Summary of Allowable Expenses 33 

• Travel – Authorization and Funding 34 

• Travel – Foreign 35 

• Travel - Reimbursement 36 

http://www.controller.iastate.edu/
http://www.controller.iastate.edu/travelinformation/homepage.htm
http://www.controller.iastate.edu/ertutorial/homepage.htm
http://www.controller.iastate.edu/travelinformation/faq-airtravel.htm
http://www.controller.iastate.edu/travelinformation/airfarerestrictions.htm
http://www.controller.iastate.edu/travelinformation/airtravel.htm
http://www.controller.iastate.edu/travelinformation/allowableexpenses.htm
http://policy.iastate.edu/policy/travel/authorization/
http://policy.iastate.edu/policy/travel/foreign/
http://policy.iastate.edu/policy/travel/reimbursement/
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