DISCONTINUANCE OF E-TICKET RECEIPTS 

AND ITINERARY INVOICES FOR TRAVELERS

EFFECTIVE Monday, 2DEC02, we will discontinue providing e-ticket receipts and original, signed, itinerary invoices to our temporary duty travelers.

We will also discontinue providing e-ticket receipts to our Permanent Change Of Station (PCS) travelers.  We will continue to provide the PCS traveler the hard copy, itinerary invoice provided by CTO.  

Procedures will be as follows:

Temporary Duty Travelers

1. Traveler makes reservations same as before..

2. Traveler provides copy of order to Transportation.  CTO enters accounting citation

in PNR (Passenger Name Record).  Transportation reviews entries, enters “ok” to ticket.  

3. CTO e-tickets record and provides one copy of PNR itinerary to Transportation with copy of order.
4. Transportation maintains copy of order and one copy of itinerary for file purposes.
5. Traveler pulls up itinerary on www.virtuallythere.com website, prints a copy of itinerary to present for airport check-in.   

Permanent Change of Station Travelers

1. Portcall request (Outconus Travel) or Request for Transportation Services (Inconus Travel) form and related documents submitted to Transportation.

2. Transportation submits orders and Request for Transportation Services form to CTO to book appropriate commercial air itinerary.  CTO also enters accounting data in PNR.  Transportation reviews entries, enters “ok” to ticket.

3. CTO e-tickets record and provides one copy of PNR itinerary to Transportation with copy of order.

4. Transportation pulls up ticketed PNR by record locator.  Prints copy of PNR, attaches to copy of orders and retains for file purposes.

5. Transportation provides itinerary issued by CTO to passenger, along with portcall confirmation and Travelopes, as applicable. 

Paper Tickets

1. Travelers and/or command representatives will still be required to physically pick up paper tickets. Itinerary invoice will be accessed and printed by traveler from the www.virtuallythere.com website. 

