Traveler & Planner’s Quick Reference for Domestic Travel
	Do’s
	Don’ts

	DO submit your domestic travel packages to the ARC at least 3 weeks in advance of departure date
	DON’T submit a travel package without all of the required reviews and signatures.

	DO use on-line booking for all transportation, lodging and/or car rentals.  Travelers should give first consideration to FedRoom accommodations.  
	DON’t make your own travel reservations - includes contacting the housing bureau or contacting the hotel directly via phone or electroncially.

	DO contact the AO if OMEGA needs to be contacted for transportation, lodging and/or car rentals.
	DON’T contact the hotel directly.

	DO complete COST COMPARISONs, which are required for each airport in the Washington Metro area.  Include common carrier cost & ground transportation.
	DON’T load the comparisons into GovTrip as part of the package.  If reservations are through OMEGA note in “Remarks” who you spoke to, the date and time.  OMEGA is not required to provide 3 quotes but you are ask for the lowest fare. 

	DO upload comparisons into GovTrip.  If OMEGA is used to reserve transportation, the name of who you spoke to, the date and time you got your quotes.
	DON’T have OMEGA provide you 3 written quotes. 

	DO include the approved ITAS e-mail approval for any leave to be taken in conjunction with a trip must be submitted with the package.
	DON’T enter more than 3 AL days per trip.  To calculate the allowable days you can only consider travel days with lodging.  Last days of travel won’t be counted.  Weekends & holidays are not included.

	DO check with OMEGA to ensure that the train reservations don’t need prior approval.  Since Business Class is the lowest available, then approval for extra fare train is required.
	DON’T return rental cars to the rental company without filling up the fuel tank first.  Fuel agreements are not allowed.  GPS systems need prior approval.

	DO submit receipts for vouchering within 5 days of trip return.  HHS has put in place disciplinary measures for travelers who have outstanding vouchers. 
	DON’T accept waived registration without an approved  WAG in place.

	DO complete constructed cost comparison for ground transportation for individuals being dropped off or picked up.
	DON’T forget that internet fees and baggage fees will not be reimbursed if prior approval is not obtained.


