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MAJOR AREA:  TRANSPORTATION

SUBJECT AREA: Lost, stolen, destroyed Commercial Airline Tickets.

BLDG #: 504A Holbrook Rd. Rm 201    
MAP #: 
PHONE #: 568-6904/5738

HOURS OF OPERATION:
 0730 – 1730
Monday – Friday (Closed Wednesday afternoon for training).

DOCUMENTATION REQUIRED: DD Form 1351-2, Request for Reimbursement, copies of tickets, all receipts and associated documentation, as well as SF1170.
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a.  When a Government Transportation Request (GTR) or ticket is lost, stolen, or destroyed, duplicate transportation will not be furnished by Passenger Travel personnel.  The traveler will be advised to use personal funds to purchase transportation services necessary to complete authorized travel.  If the traveler has insufficient funds to purchase duplicate transportation services the transportation services may be proved on a cost charge basis.

b.  When duplicate transportation services have been purchased using personal funds or furnished on a cost charge basis, the traveler must submit a request for reimbursement through Passenger Travel to the Finance office.  The reimbursement percent should include copies of tickets purchased, all receipts and associated documentation.  The Passenger Travel personnel will then prepare and submit an SF 1170 to the Finance office.  The traveler will be provided a copy of the SF 1170 to submit to the Finance Office along with the reimbursement packet.
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