Frequently Asked Questions (FAQ)

· Why must I use Carlson Wagonlite when I make travel arrangements.  (FTR Section § 301-73.102)
To implement the Hotel/Motel Fire Safety Act, as amended (see 5 U.S.C. 5707c), beginning January 1, 2001, all travelers must use the travel management system selected by Education for all common carrier, lodging, and car rental arrangements.  This means all travelers must use Carlson Wagonlit when making travel arrangements, they can use the CWT’s online-booking to make reservations or make reservations by telephone, fax, or e-mail.

· What is my liability if I use an unauthorized travel agent or unauthorized travel management system?  (Ref: FTR Section § 301-50.2)

You are responsible for any additional costs that result from the unauthorized use, and you are subject to any penalties that may imposed.

· Must I use a Government contractor-issued travel charge card for official travel expenses?  (Ref: FTR Section § 301-70.700)
Yes, You must use a Government contractor-issued travel charge card for official travel expenses unless: 
(a) A vendor does not accept the travel charge card;
(b)
The Administrator of General Services has granted an exemption.  (See Sec. 301-70.704); or
(c)
Your agency head or his/her designee has granted an exemption.  
· Does mandatory use of the Government contractor-issued travel charge card change my obligation to pay my travel card bill by the due date?  (Ref: FTR Section § 301-52.24)
No, mandatory use of the Government contractor-issued travel charge card does not relieve you of your obligation to pay your bill in accordance with your cardholder agreement.  
· May I use the Government contractor-issued travel charge card for purposes other than those associated with official travel? (Ref: FTR Section § 301-70.706)
No, the Government contractor-issued travel charge card may be used only for official travel related expenses.  

· When may I use a taxi or shuttle service and or local transit system?  (Ref: FTR Section § 301-10.420 & § 301-10.190 & SFA Travel Handbook, 10/20/00& Department of Education Desk Reference Guide – Travel Management, 1998)
Local travel is within a 50-mile radius of the employee place of daily commute or duty station.  Education has authorized and approved the use of a taxi or shuttle service for local travel, to and from a carrier terminal, between residence and office on day you perform official travel, between residence and office in cases of necessity.  The use of a Taxicab may be used when official business is performed in excess of four (4) blocks of a Metro (subway/bus) stop.  Certain travel cases may justify the waiver of the four- (4) block requirement.  All receipts must be attached to the SF 1164 for payment to be issued.

· How do I contact Carlson Wagonlit for travel services?

Carlson Wagonlit Reservation info:

Washington area – Phone 202 484-0065

Washington area – FAX 202 484-0043

Regional area – Phone 1-866 845-7940

Regional area – FAX 1-800 300-8731

After hours emergencies – 1 800 383-6723

� Taxi use may be approved for a) heavy or bulk materials being carried by SFA employees, the employee is handicapped, and the use of a taxi would be cost effective to SFA.





