WORKSHEET A

AIRFARE AND BAGGAGE FEES
INTRA-STATE TRAVEL (minimum one quote required)

Vendor:      
Airfare Quote*:      
Baggage Fee*:      
Date of Quote:      
	DATE
	FROM
	TO
	EST. DEPT. TIME
	EST. ARR. TIME

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


*Refer to PL Contract No.13-21
OUT-OF-STATE TRAVEL (minimum two quotes required)


Itinerary 1   Vendor:       

 FORMCHECKBOX 
  Selected Itinerary                  
Airfare Quote:       
Baggage Fee:      
Date of Quote:      
	DATE
	FROM
	TO
	EST. DPT.

TIME
	EST. ARR. TIME

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Itinerary 2   Vendor:       

 FORMCHECKBOX 
  Selected Itinerary       
Airfare Quote:       
Baggage Fee:      
Date of Quote:      
	DATE
	FROM
	TO
	EST. DPT.

TIME
	EST. ARR. TIME

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


Itinerary 3   Vendor:       
 FORMCHECKBOX 
  Selected Itinerary
Airfare Quote:       
Baggage Fee:      
Date of Quote:      
	DATE
	FROM
	TO
	EST. DPT.

TIME
	EST. ARR. TIME

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


All quotes shall be obtained on the same 8-hour work day using the same parameters, i.e., dates, similar times, & destination.  Attach a copy of the proposed itineraries in lieu of filling in the above sections.  The pCard may not be used for any itinerary involving personal deviations, which impacts the airfare quote.

	Justification for selection made to other than lowest fare:

     


Traveler:       
Prepared by:       
Date:       
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