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Advance Purchase Recommendations
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of travel, with an average ticket price
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In FY 16, the percentage increased
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7 'The most expensive time to put-
chase is between 3-6 days in ad-
vance of travel. $434

Average Ticket Price $418

7 'The best rates are typically availa-
ble between 14-20 days in ad-
vance.

Department Travel Coordinators re-
ceive an Advance Booking report for 0-2 Days 3-6 Days 7-13Days  14-20 Days 20+ Days
Ait purchases monthly Advance Advance Advance Advance Advance

The detailed report includes the travel-  Departments can use this report to drill down on individ-
er, the itinerary information, and the yal habits and identify seasonal trends that may increase
number of days the ticket was pur-  the average cost per trip.

chased in advance. The report also
includes a summary of the detail, simi-
lar to the examples on the right.

Improving internal processes by encouraging travel re-
quests and approvals to be completed in advance will
help provide a cost savings to the department.
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AAM 60.050 - Travel Purchase Policy

The AAM 60.050 Travel
Purchase Policy follows Alas-
ka Statute 39.20.140(b),
which requires that the state
pay no more than “the low-
est ticket class fare for the
most direct route”

Specific exemptions are:

= lowest ticket class is not
available.

7 waiting for lowest ticket
class would cause a delay
harmful to the state; or

7 Department of Admin-
istration finds that travel
by the lowest ticket class
is not in the best interest
of the state, and author-
izes other accommoda-
tions.

Other more specific situa-
tions are:

7 the immediate healthy
and safety of a child

= an immediate need to
transfer an individual in
custody

7 firefighters called to an
emetgency; ot

7 Legislative hearings
called without advance
notice.

When a lower fare is offered,
but not selected, the travel
arranger should select a valid
reason from the drop-down
list in the Reporting Infor-
mation on the purchase page
in E-Travel Online (see ex-
ample below).

The ETMT is working with
CTM to require this data

when applicable.

Please be aware of the policy
and select from the list when
applicable.

Notifications of when no
exception is selected will be
sent back to the Department
for documentation.

Select a reason, if you did not take lowest fare:

Penalty or Restrictive fare declined

First Class/Business Class authorized (ADA)
Declined carrier with lower fare

Time does not fit within schedule

Higher fare to allow upgrade
Routing/Layover not acceptable

Paid more to use State contract fare
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TRIPS for Travel Coordinators

On February 6, the Depart-
ment Travel Coordinators
were introduced to the new
Traveler Integrated Profile
System (TRIPS), which re-
placed the Organizational
Directory File (ODF) in
AKSAS.

The web-based application
was developed by the Divi-
sion of Finance and is admin-
istered by E-Travel Manage-
ment. The new system al-
lows Coordinators to track
employee movement within

their department to main-
tain traveler profiles and
travel planner access in E-
Travel Online.

If you have traveler profile
questions, please contact

your Department Travel
Coordinator.

Please take a few minutes
to let us know how we are doing.

Current Survey April 1- June 30
E-Travel Program
Quarterly Survey

E-Travel Online

Training Enrollment

Basic Training: May 9 - 9:30
Rural Travel: May 25 - 1:30
Basic Training: June 13 - 9:30
Rural Travel: June 22 - 10:30

- Login to LearnAlaska

~>-Enter etravel in the search hox.
~)-Select desired training course
~>Select desired training date
=-Select Enroll

To access the WebEx and phone bridge
on fraining day, login o LearnAlaska
within 15 minutes of the start of the
session.


http://doa.alaska.gov/dof/learnalaska/index.html
https://www.surveymonkey.com/r/ETravel_Satisfaction_Survey
http://doa.alaska.gov/dof/travel/coordinators.html
http://doa.alaska.gov/dof/travel/coordinators.html

