CXAMPLE OF APPROVED STECIAL

ENCLOSURE 1
ASTSWMO SPECIAL TRAVEL FORMS TM Vel

Name 1 \/DKIC Date Q/M B,ezalq
Division/Agency Stk 7 nv. 4’§Zﬂ6y

Phone [0[2:) 324S5~ 7549 Email 4!: )/()VK p Matl.env.ds
Meeting and Dates ASTSWyd M\d("géw W 30~ VWM Z, 209

Do you have management approval to travel to the meeting Iisted?@ No

If yes, have you received reimbursement confirmation from ASTSWMO Staff? @ No

INSTRUCTIONS AND SPECIAL CONDITIONS:

e Please read ASTSWMO's Special Travel Policy for detailed instructions for this form.

e Please mark the appropriate category, provide the ’ requested information, and email
(kerryc@astswmo.org) the completed form in order to obtain prior approval for special travel.

e Approval of travel exceptions must be obtained from ASTSWMO PRIOR to booking your travel.
Exceptional expenses cannot be reimbursed unless approved before your trip.

e Allinformation must be documented to identify the authoritative source of the information and the date
it was obtained. VERBAL PRICE QUOTES ARE NOT ACCEPTABLE.

e Must contact ASTSWMO staff if seeking to do a combination of flying, driving, or train.

% EXTENDED STAY AIRLINE OR TRAIN TICKET

Provide the documented prices (obtained through a travel agent, State travel office, or website)
for both the standard NON-REFUNDABLE coach fare and the alternative NON-REFUNDABLE fare
for the extended stay (the departure and return dates), and

2, Complete Cost Work Sheet A to demonstrate the costs of both standard, direct airfare and your
desired extended stay airfare, both must be NON-REFUNDABLE; then email
(kerryc@astswmo.org) the forms and documentation to ASTSWMO for review and approval.

=

PRIVATE OR STATE AUTO TRAVEL IN EXCESS OF 500 MILES ROUND-TRIP

1. Provide documentation for the standard, direct round-trip coach airfare (obtained through a
travel agent, State travel office, or website), and
2. Complete Cost Work Sheet B to provide the number of miles to be driven roundtrip, cost

calculation at $0.545/mile, and a demonstration that no additional cost (including parking and
tolls) over the standard coach airfare will be incurred through the use of a private car; or, if a
State car is being used, document fuel, toll, and parking costs for comparison to the standard
airfare. Email (kerryc@astswmo.org) the forms and documentation to ASTSWMO for review and
approval.

PLEASE EMAIL THIS COMPLETED FORM, THE APPROPRIATE WORKSHEET, AND REQUIRED DOCUMENTATION TO ASTSWMO
TO OBTAIN PRIOR APPROVAL. APPROVAL WILL BE SENT BACK TO YOU AND A COPY MUST BE ATTACHED TO YOUR
REIMBURSEMENT FORM UPON SUBMITTAL.




WORKSHEET A

Worksheet for Special Fare Travel Cost Comparison

Name T. Yo (K Dates of Extended Travel 4421 SAA0~ mgﬂ i ; 2()[7

Meeting and Dates ASTSUNO Wt - "VW A’M 20~ Md/"l 2, ZOL

Airfare comparison (include ticketing service fees in all fares entered). Please attach documentation
for all fares, which must include the departure and return dates:

s 388.90

(a) Cost of standard coach class air or train ticket
NON-REFUNDABLE FARES MUST BE SUBMITTED

s AF.00

(b) Cost of alternative/extended stay fare
NON-REFUNDABLE FARES MUST BE SUBMITTED

PLEASE ENCLOSE THIS WORKSHEET AND ITS SUPPORTING DOCUMENTATION WITH THE SPECIAL
TRAVEL FORM AND SEND TO THE ASTSWMO OFFICE BY EMAIL (kerryc@astswmo.or org) FOR APPROVAL
PRIOR TO BOOKING YOUR TRAVEL.

PLEASE INCLUDE A COPY OF THIS PAGE, AS RETURNED TO YOU WITH STAFF SIGNATURE AND
APPR ASTSWMO OFFICE USE ONLY

SPECIAL TRAVEL APPROVED UP TO $ J /67 ' 0 a

AMOUNT APPROVED BY /( em&} M ug/(/u

DATE APPROVED //}5 /(L(

T




1/23/2019 Trip Detail | Expedia
@ Expedia L I §

Add your property Account v My Lists My Trips Support v Espafiol fa A 3

Flights Hotels Bundle and Save Cars Cruises Things to Do Event Tickets Vacation Rentals Deals

Rewards Mobile

Review your trip

Trip Summary
Trip Summary ¥

Trip Total: $3885°
Only 7 tickets left at this price!
Rates are guoted in US doliars

¢ 74576 customers protected their flight in the last 7 days. Add flight protection when you check out.

A Price Change
Ticket price changed from $368.49 to $388.50. Book now to lock in this price.

Tue Apr 30 From Will Rogers World (OKC)
]
To Liberty Intl. (EWR)

°” . -
»  American Airlines
L N
10:36am = 5:09pm 5h 33m, 1 stop
OKC EWR DFW
Fare Rules and Restrictions:

o Ailine assigns your seats {groups and families may not sit together)
o Bring a carry-on bag

Show flight and baggage fee details ¥

Thu, May 2 From Liberty Intl. (EWR)
To Will Rogers World (OKC)
A\ N . e
'Y American Airlines
2:42pm . 9:53pm 8h 11m, 1 stop
EWR OKG CLT

Fare Rules and Restrictions:

o Alrline assigns your seals (groups and families may not sif together)
o Bring a cary-on bag

Show flight and baggage fee details ¥

¢ Change flights
https://www.expedia.com/FIight—|nformation’?continuationId=80bb1 1 29-9eef-4eb3-8377-8b9606b2927b&rfrr=&superlativeMessages[O]=&superlativeMe. .13



1/23/2019 Trip Detail | Expedia
@ Expedia ¢ 4

Add your property  Account v My Lists ~ My Trips Support v  Espafiol  fiif&H L

Flights Hotels Bundle and Save Cars Cruises ThingstoDo Event Tickets Vacation Rentals Deals

Rewards Mobile

Review your trip

Trip Summary
Trip Summary ¥

Trip Total: $31 8'00

Rates are quoted in US dollars

28 75383 customers protected their flight in the last 7 days. Add flight protection when you check out.

Tue, Apr 30 From Will Rogers World (OKC)
3

To Liberty Intl. (EWR)
T United

8:25am 4 2:44pm 5h 19m, 1 stop
OKC EWR ORD

Fare Rules and Restrictions:

o Pay to choose your seat
e No carry-on bag

Show flight and baggage fee details ¥

Sat, May 4 From  Liberty Intl. (EWR)
3

To Will Rogers World (OKC)
%‘ United

2:30pm = 7:35pm 6h 5m, 1 stop

EWR OKC IAH
Fare Rules and Restrictions:

o Pay to choose your seat
»  No carry-on bag

Show flight and baggage fee details ¥

¢ Change flights

Select your fare
Fare includes both departure and return flights for all travelers.

S C249Q nn

https://www.expedia.com/Flight—lnformation?continuation|d=OaZba5ce-6f90-4bed-3689-a2SeeG109506&rfrr=&superlativeMessages[0]=&superlativeMe. .14



