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Procedures for requesting AMC flights for contract personnel and foreign nationals at Guantanamo Bay, Cuba, including supporting documentation 




CONTRACT PERSONNEL      
AMC REQUESTING PROCEDURES


This is a guide on the proper procedures for requesting AMC transportation for contract personnel. All requests for funded travel will be sent to the transportation office. It is the responsibility of the requesting office to ensure correct and accurate information is submitted. If there are errors with the request, the transportation office will return the request for correction without any explanation. It is the responsibility of the requestor to ensure that all documentation is complete and accurate.
If a traveler has booked their own AMC transportation, the transportation office will not modify or cancel it.  
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[bookmark: _Toc417392657]RESPONSIBILITIES

[bookmark: _Toc417392658]Requesting POC
The following are the responsibilities of the requesting POC in regard to submitting AMC reservation requests to the transportation office
[bookmark: _Toc417392659]Complete NAVPTO SUPPORTED AMC FLIGHT RESERVATION REQUEST form
· Verify accuracy of all information
[bookmark: _Toc417392660]Verify completeness and accuracy of Command Letter of Authorization
· Ensure all necessary information is included
· Ensure all necessary signatures are present
[bookmark: _Toc417392661]Email request to the transportation office POC, protecting all PII
· Ensure proper procedures are followed for emailing each request to the transportation office
[bookmark: _Toc417392662]Track all requests 
· Email all requests to the transportation office
· Give all AMC travel sheets to travelers

NOTE: See section 7 for recommendations for organizing requests 

[bookmark: _Toc417392663]NAVPTO
The following are the responsibilities the transportation office in regard to processing AMC reservation requests for contract personnel traveling to and from Guantanamo Bay, Cuba
[bookmark: _Toc417392664]Verification of all requests
· Verify that all requests are sent via encrypted email or secure means
· Verify completeness and cohesiveness of request documentation
· Return any incomplete or incorrect requests to requesting POC
[bookmark: _Toc417392665]Process and book AMC requests
· Once request documentation is verified, AMC flights will be booked in a timely manner, not to exceed 10 days for all flights available for booking
[bookmark: _Toc417392666]Email requesting POC
· After flights are booked, the transportation office POC will email travel sheets to requesting POC
· If flights are not available for booking, the transportation office POC will email requesting POC with information about the status of each request
		
[bookmark: _Toc417392667]POC
Pensacola NAVPTO will only accept requests from people on the contact list in their possession. Anytime there is a change with a POC or supervisor in the requesting command or company, the transportation office must be informed.

[bookmark: _Toc417392668]New Contact 
Send new POC and supervisor information to the transportation office POC. 
[bookmark: _Toc417392669]POC	
Information to include for new requestor:
		Command
		Travel requestor name
		Requestor Email address
		Requestor DSN number
		Supervisor name
		Supervisor email address
		Supervisor DSN number
[bookmark: _Toc417392670]Supervisor
	Information to include for new supervisor:

		Command
		Name
		Email address
		DSN number

[bookmark: _Toc417392671]Saving Certificates
A current and valid recipient email certificate must be saved in order to send encrypted emails. 
[bookmark: _Toc417392672]Requesting and saving certificates	
The new POC will need to send an email to the transportation office POC and supervisor requesting a digitally signed email. 
	Upon receipt of requested email, follow these steps to save the certificate 
1. Right-click on name in email
2. Select “Add to Outlook Contacts”
3. Click “Save and Close”
4. Send a test encrypted email

Continued on next page
[bookmark: _Toc417392673]Updating certificates
	Whenever you get a new CAC card, you will get a new certificate. 
1. Publish your new certificate
2. Send an email to the transportation office POC and supervisor letting them know that you have a new certificate so that they can update your certificate.




[bookmark: _Toc417392674]COMMAND LETTERS
For contractors to get AMC reservations, they must first have a Letter of Authorization from the command that is sponsoring their trip to and from Guantanamo Bay, Cuba.
[bookmark: _Toc417392675]Letter of Authorization (LOA)
For short trips to and from Guantanamo Bay, each contractor needs a command Letter of Authorization.
The Command LOA needs to be on command letterhead and contain the following:
a) Traveler name
b) Contract company
c) Contract number
d) Contract period
e) From and To AMC locations
f) Trip dates
g) Billing address
h) Point of contact information
i) Signature
· The LOA can have a digital signature. 
· If the signature is ink, please include under the signature line: 
· Name
· Title 
· Command 
· Phone number 

A command LOA template is included in section 6 of this SOP. The template can be modified to meet the information needs of the command.
[bookmark: _Toc417392676]Letter of Introduction (LOI)
When being transferred to or from Guantanamo Bay, each contractor can use either command LOA or a command Letter of Introduction. A command LOI will contain everything that is in the LOA except specific travel dates.
[bookmark: _Toc417392677]PREPARING REQUESTS
When preparing requests, ensure that all information is accurate. The information from this form will be copied exactly as it is, inaccurate information can cause delay or denial of boarding on the AMC flight.
Ensure that all fields on the reservation request form are filled in.
[bookmark: _Toc417392678]Required Information
[bookmark: _Toc417392679]Request type
Select NEW, MODIFICATION, or CANCELLATION
· For modifying a flight date:
· If the flight date has NOT yet passed, choose MODIFICATION
· If the flight date HAS passed, choose NEW
	[image: ]
[bookmark: _Toc417392680]Travel support POC
The name of the person that is submitting the request and will receive the reservation confirmation
[image: ]
[bookmark: _Toc417392681]Traveler Info
· Name—The name is to be printed exactly as it is on the traveler’s passport. Make sure that it is spelled correctly. Name is to be written Last, First, Middle.
· Grade—CTR. 
· Gender—Be sure that you mark the correct gender. Never assume that the NAVPTO processor will know that someone is male or female by the name.
· Date of Birth—Use the correct date format. Date is to be written DD MMM YYYY. 
· Example: 10 JAN 1981   Do not use all numbers 
· Passport Number—Double check to verify the passport number. The transportation office personnel do not know what the actual passport number is and cannot make corrections if a number or letter is either missing or added.
· Passport Expiration Date—Date format DD MMM YYYY
· Example: 10 JAN 2020
· Issuing country—self explanatory  


Continued on next page
· Citizenship—self explanatory
· Primary Next of Kin—this will be the emergency point of contact for the AMC flight. Verify that the name and number are accurate.
[image: ]
[bookmark: _Toc417392682]Travel Info
· Departing GTMO 
· Date—use correct date format. Example: 10 OCT 2015
· Destination—mark destination city/base

· Arriving GTMO
· Date—use correct date format. Example: 10 OCT 2015
· Departure—mark departure city/base

[image: ]

[bookmark: _Toc417392683]Additional Information
[bookmark: _Toc417392684]Optional 
	If the traveler is part of a group that should be booked together as a group, you can use the additional information section to indicate the group and position
· Example: Group Leader traveling with Jane Smith and William Smith Jr.
· Example: Group member traveling with William Smith (name of group leader).

[image: ]
Continued on next page
[bookmark: _Toc417392685]Encrypt the Request (optional)
If you are not able to send encrypted email, you will need to encrypt the request document using the following steps.
1. In the document, click on the “File” tab.
[image: ]
2. In the File window, select “Protect Document” button. 
[image: ]            [image: ]
3. In the drop-down menu, select “Encrypt with Password”
[image: ]
4. Enter password and select [image: ]
5. Input the password a second time to confirm.

[bookmark: _Toc417392686]EMAILING REQUESTS
[bookmark: _Toc417392687]Subject Line
Maintaining continuity for all request subject lines is important for the efficient processing of requests as well as tracking progress as requests are sent and completed. The following are the subject lines for each request according to each type of request. Always input traveler name at the end.
[bookmark: _Toc417392688]Single TDY
GTMO AMC TRAVEL REQUEST FOR: (enter name of traveler)
[bookmark: _Toc417392689]Group TDY
In order to ensure that entire groups of passengers are booked together on the same flight, it is best to clarify groups of travelers.  Travelers do not need to be on the same orders to be booked as a group. The group does not need to have a group name. 
GTMO AMC TRAVEL REQUEST FOR GROUP: GL-
GTMO AMC TRAVEL REQUEST FOR GROUP: GM-
GTMO AMC TRAVEL REQUEST FOR GROUP: GROUP NAME-GL-
GTMO AMC TRAVEL REQUEST FOR GROUP: GROUP NAME-GM-

[bookmark: _Toc417392690]Contents
Every request email is to contain ONLY ONE request. Each request email must contain BOTH of the following documents:
		NAVPTO SUPPORTED AMC FLIGHT RESERVATION REQUEST Form
		Command Letter of Authorization
[bookmark: _Toc417392691]Encryption
As per BUPERSINST 5230.9, all requests MUST be sent via encrypted email. Every request contains sensitive personal identifiable information (PII). Any breach of PII will be reported IAW BUPERSINST 5230.9. (See section 5.3.1 for sending via unencrypted email.)
Follow these steps to encrypt email:
1.  In new message window, click ‘Options’ tab
2.  Select ‘Encrypt’
[image: ]
[bookmark: _Toc417392692]To send requests via unencrypted email
When you need to send requests via unencrypted email, be sure that the request document has been encrypted. 
1. Email the LOA and encrypted request.
2. Send a second email with the same subject line as the request and the word “password”.
· GTMO AMC TRAVEL REQUEST FOR: (traveler name) - PASSWORD
[bookmark: _Toc417392693]Timeliness
All requests are to be sent at least 10 days prior to requested travel dates and not more than 90 days prior. The transportation office needs time to process all requests. Last minute requests should be extremely rare and only for valid reasons.


[bookmark: _Toc417392694]DOCUMENTATION
Double click on the icons below to open the documents to begin editing. 
· NAVPTO SUPPORTED AMC FLIGHT RESERVATION REQUEST Form

[bookmark: _MON_1477730409]               

· Command Letter of Authorization Template
















[bookmark: _Toc417392695]NAVPTO SUPPORTED AMC FLIGHT RESERVATION REQUEST Form



[bookmark: _Toc417392696]Command Letter of Authorization


[bookmark: _MON_1489568560]     
[bookmark: _Toc405982449][bookmark: _Toc417392697]RECOMMENDATIONS
The following are not requirements but recommendations for the purpose of organization and recordkeeping. 

[bookmark: _Toc405982450][bookmark: _Toc417392698]Outlook data file
Creating an Outlook Data File is highly recommended. This will allow for organizing all email communication with NAVPTO as well as allowing recordkeeping and tracking without filling up the email inbox. 
Use the following steps to create a new Outlook Data File
1. In Microsoft Outlook Home tab, select New Items

[image: ]

2. At bottom of list, scroll over “More Items”
3. At bottom of new list, select “Outlook Data File”
4. In pop-up window, select “Outlook data file (.pst)”
5. Select [image: ]

[image: ]



Continued on next page

6. Choose name for new Outlook data file
7. Select [image: ]

[image: ]
There will now be a new file in Microsoft Outlook where all NAVPTO communications can be saved. 

[image: ]
[bookmark: _Toc405982451][bookmark: _Toc417392699]Subfolders in Outlook Data File
For better organization and easier data retrieval, it is recommended that subfolders be created to keep specific types of communication separated. Suggested organization types are submission dates or travel dates.
[image: ]


Continued on next page

1.1 [bookmark: _Toc405982452][bookmark: _Toc417392700]Categorize and flag request emails
For the convenience of easy identifiably of requests and necessary actions, it is recommended that each GTMO reservation request email be categorized and flagged.
1. Select the request email
2. Click on categorize
3. Select category 
· The first time a category color is used, you have the option of naming the color 
4. Right mouse click on the flag icon at the left of the email 
5. Select follow up day or week

[image: ]

1.2 [bookmark: _Toc405982453][bookmark: _Toc417392701]NAVPTO document folder
It is recommended that a designated NAVPTO folder be created. For ease and organization, it should contain subfolders to store travel sheets and any other pertinent information.
[image: ]
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NAVPTO SUPPORTED AMC FLIGHT RESERVATION REQUEST Form.doc
NAVPTO SUPPORTED AMC FLIGHT RESERVATION REQUEST


 NEW REQUEST
        MODIFICATION
        CANCELLATION


Not for use for Space Available travel or travel that is booked through DTS. 


Only Travel Support POCs are authorized to submit travel requests to the NAVPTO on behalf of the traveler.

		Travel Support POC

		Name

		Email  (Use lower case characters, when applicable)

		DSN # or Cell Ph.



		

		     

		

		



		

		



		

		*** BOARDING WILL BE DENIED IF NAME ON TRAVEL SHEET DOES NOT MATCH ID PRESENTED AT CHECK-IN *** 






		Traveler Info

		Name (As shown on ID)  ((((

Last, First, Middle, and (Suffix, if applicable)

		     

		Cell Phone:



		

		Grade(

		      

		Gender (

		Male  


Female   

		  Date of Birth (

		DD MMM YYYY

		



		

		Passport Number

		     

		Passport Expiration Date

		 DD MMM YYYY



		

		Issuing Country

		     

		Citizenship

		       



		

		Primary Next of Kin (PNOK) Information (Required for AMC. List only NOK not traveling with member.)



		

		Primary NOK 

		Name

		Phone Number



		

		

		     

		     



		

		



		Travel   Info

		Transportation will be furnished ONLY for locations & dates shown on the travel orders.



		

		Departing GTMO on

		DDMMMYYYY

		Arriving GTMO on

		DDMMMYYYY



		

		     NAS JAX (NIP)


     NAS Norfolk (NGU)    


     Kingston, Jamaica (KIN)

		                 NAS JAX (NIP)


                 NAS Norfolk (NGU)    


                 Kingston, Jamaica (KIN)



		



		Additional Information



		       





		RESERVATION REQUEST FORM:  All fields in the above are required to be filled out.  All requests for travel will be sent to the above POC, NO LESS THAN 10 WORKING DAYS prior to requested flight date and sent INDIVIDUALLY via ENCRYPTED email to the NAVPTO Pensacola POC along with a legible copy of the DD-1610 official orders  reflecting the billing address/accounting line and must be signed and dated accordingly. Do not attach more than one travel request per email. SUBJECT line of email for individual requests will look like this: GTMO AMC TRAVEL REQUEST FOR:  JOHN DOE 


If difficulties arise with sending encrypted email, you may send the travel request and supporting documents via the alternate secure delivery method via the following website:  https://safe.amrdec.army.mil/safe/Default.aspx .  Once received, the NAVPTO POC will review the request as part of the transportation and traffic management process and will ensure that travel is booked accordingly using applicable regulations and provide the sender a PDF copy of the travel sheet that the traveler will provide the AMC ticket counter clerk when checking in.  



		PRIVACY ACT STATEMENT:  The information requested on this form is protected under the authority of 5 U.S.C. 552a to apply for air travel on AMC missions to/from U.S. Naval Base Guantanamo Bay.  This standardized form will be: 1. Filled out to request travel reservations for travelers on official orders to/from GTMO that cannot utilize the Defense Travel System (DTS); 2. Sent to NAVPTO Pensacola POC per above guidelines along with a copy of the official orders.  Documents will be retained and disposed of per record management directives.  Disclosure of the requested information is voluntary.  However, completion of the form is necessary to facilitate travel. Failure to provide the requested information will result in delays for arranging travel.



		ALL OTHER COMMERCIAL RESERVATION REQUEST FORMS ARE OBSOLETE.






image13.emf
COMMAND LETTER  OF AUTHORIZATION.docx


COMMAND LETTER OF AUTHORIZATION.docx
COMMAND LETTERHEAD



DATE:_____________

FROM:

TO:  AMC Air Terminal NAS _____________/ NAVSTA GTMO



SUBJ:    OFFICIAL TRAVEL OF GOVERNMENT CONTRACTORS





1.    (Name)       , the bearer of this letter, is an employee of       (Company)         which has a Government contract number ____________________ with a contract period of      (Date)      to        (Date). 



2. The bearer of this letter is authorized to travel:

From: (Departure city)               to    (Arrival city)        on   (Date)             

From: (Departure city)               to    (Arrival city)        on   (Date)             



3. AMTRAK, hotels/motels and rental car companies may elect to provide transportation, lodging and rental cars to contractors and contractor employees at discounted rates specified for Government employees in Government contracts and/or agreements. AMTRAK, hotels/motels and rental car companies, however, are under no obligation to extend the discounted Government rates to contractors working on behalf of the Federal Government.



4. All charges will be paid by:

	







5. If there are any questions, please contact (Point of Contact) at (phone number) or (email address).





__________________________________
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NAVPTO SUPPORTED AMC FLIGHT RESERVATION REQUEST       NEW REQUEST             MODIFICATION             CANCELLATION     Not for use for  Space Available travel or travel that is booked through DTS .     Only Travel  Support   POCs are authorized to submit travel requests to the NAVPTO on behalf of the traveler.    

Travel  Support  POC  Name  Email    (Use lower case characters, when applicable)  DSN # or Cell P h.  

                                 

  

   *** BOAR DING WILL BE DENIED IF NAME ON TRAVEL SHEET   DOES NOT MATCH ID PRESENTED AT CHECK - IN ***      

Traveler   Info  Name  (As shown on ID)          Last, First, Middle, and (Suffix, if applicable)             Cell Phone:  

Grade                Gender     Male     Female         Date of Birth    DD MMM YYYY             

Passport Number             Passport Expiration Date    DD M MM YYYY  

Issuing Country             Citizenship                

Primary Next of Kin (PNOK) Information   (Required   for AMC. List only NOK not traveling with member.)  

Primary NOK   Name  Phone Number  

                      

    

Travel   Info  Transportation will be furnished ONLY for  locations & dates   shown on the  t ravel  o rders.  

Departing GTMO on  DDMMM YYYY  Arriving GTMO on  DDMMM YYYY  

       NAS JAX (NIP)          NAS Norfolk ( NGU)              Kingston, Jamaica (KIN)                       NAS JAX (NIP)                       NAS Norfolk ( NGU)                           Kingston, Jamaica (KIN)  

 

Additional Info rma tion  

                 

RESERVATION REQUEST FORM:  All fields in the above are required to be filled out.  All requests for travel will be sent to th e above POC, NO LESS  THAN 10 WORKING DAYS prior to  requested flight   date and sent INDIVIDUALLY via ENCRYPTED email to th e NAVPTO Pensacola POC along with a  legible copy of the DD - 1610 official orders  reflecting the billing address/accounting line and must be signed and dated accordingly. Do not attach  more than one travel request per email. SUBJECT line of email for indivi dual requests will look like this:  GTMO AMC TRAVEL REQUEST FOR:  JOHN DOE       If difficult ies   arise with sending encrypted email, you may send the travel request and supporting documents via the alternate secure deliver y  method via the following website:   https://safe.amrdec.army.mil/safe/Default.aspx   .  Once received, the NAVPTO POC will review the request as part  of the transportation and traffic management process and will ensure that travel is   booked accordingly using applicable regulations and provide the  sender a PDF copy of the travel sheet that the traveler will provide the AMC ticket counter clerk when checking in.     

PRIVACY ACT STATEMENT:  The information requested on this form is protec ted under the authority of 5 U.S.C. 552a to apply for air travel on AMC missions  to/from U.S. Naval Base Guantanamo Bay.  This standardized form will be: 1. Filled out to request travel reservations for tra velers on official orders  to/from GTMO  that  cannot   utilize the Defense Travel System (DTS); 2. Sent to NAVPTO Pensacola POC per above guidelines along with a copy of the offici al orders.  Documents will be  retained and disposed of per record management directives.  Disclosure of the requested information  is voluntary.  However, completion of the form is necessary to  facilitate travel. Failure to provide the requested information will result in delays for arranging travel.  

ALL OTHER COMMERCIAL RESERVATION REQUEST FORMS ARE OBSOLETE.  


Microsoft_Word_97_-_2003_Document2.doc
NAVPTO SUPPORTED AMC FLIGHT RESERVATION REQUEST


 NEW REQUEST
        MODIFICATION
        CANCELLATION


Not for use for Space Available travel or travel that is booked through DTS. 


Only Travel Support POCs are authorized to submit travel requests to the NAVPTO on behalf of the traveler.

		Travel Support POC

		Name

		Email  (Use lower case characters, when applicable)

		DSN # or Cell Ph.



		

		     

		

		



		

		



		

		*** BOARDING WILL BE DENIED IF NAME ON TRAVEL SHEET DOES NOT MATCH ID PRESENTED AT CHECK-IN *** 






		Traveler Info

		Name (As shown on ID)  ((((

Last, First, Middle, and (Suffix, if applicable)

		     

		Cell Phone:



		

		Grade(

		      

		Gender (

		Male  


Female   

		  Date of Birth (

		DD MMM YYYY

		



		

		Passport Number

		     

		Passport Expiration Date

		 DD MMM YYYY



		

		Issuing Country

		     

		Citizenship

		       



		

		Primary Next of Kin (PNOK) Information (Required for AMC. List only NOK not traveling with member.)



		

		Primary NOK 

		Name

		Phone Number



		

		

		     

		     



		

		



		Travel   Info

		Transportation will be furnished ONLY for locations & dates shown on the travel orders.



		

		Departing GTMO on

		DDMMMYYYY

		Arriving GTMO on

		DDMMMYYYY



		

		     NAS JAX (NIP)


     NAS Norfolk (NGU)    


     Kingston, Jamaica (KIN)

		                 NAS JAX (NIP)


                 NAS Norfolk (NGU)    


                 Kingston, Jamaica (KIN)



		



		Additional Information



		       





		RESERVATION REQUEST FORM:  All fields in the above are required to be filled out.  All requests for travel will be sent to the above POC, NO LESS THAN 10 WORKING DAYS prior to requested flight date and sent INDIVIDUALLY via ENCRYPTED email to the NAVPTO Pensacola POC along with a legible copy of the DD-1610 official orders  reflecting the billing address/accounting line and must be signed and dated accordingly. Do not attach more than one travel request per email. SUBJECT line of email for individual requests will look like this: GTMO AMC TRAVEL REQUEST FOR:  JOHN DOE 


If difficulties arise with sending encrypted email, you may send the travel request and supporting documents via the alternate secure delivery method via the following website:  https://safe.amrdec.army.mil/safe/Default.aspx .  Once received, the NAVPTO POC will review the request as part of the transportation and traffic management process and will ensure that travel is booked accordingly using applicable regulations and provide the sender a PDF copy of the travel sheet that the traveler will provide the AMC ticket counter clerk when checking in.  



		PRIVACY ACT STATEMENT:  The information requested on this form is protected under the authority of 5 U.S.C. 552a to apply for air travel on AMC missions to/from U.S. Naval Base Guantanamo Bay.  This standardized form will be: 1. Filled out to request travel reservations for travelers on official orders to/from GTMO that cannot utilize the Defense Travel System (DTS); 2. Sent to NAVPTO Pensacola POC per above guidelines along with a copy of the official orders.  Documents will be retained and disposed of per record management directives.  Disclosure of the requested information is voluntary.  However, completion of the form is necessary to facilitate travel. Failure to provide the requested information will result in delays for arranging travel.



		ALL OTHER COMMERCIAL RESERVATION REQUEST FORMS ARE OBSOLETE.
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COMMAND   LETTERHEAD     DATE:_____________   FROM:   TO:  AMC Air Terminal NAS  _____________ / NAVSTA GTMO     SUBJ:    OFFICIAL TRAVEL OF GOVERNMENT CONTRACTORS       1.      (Name)        , the bearer of this letter, is an employee of         (Company)           which has a Government contract  number ____________________  with a contract period of          (Date)         to          (Date) .       2. The bearer of this letter is authorized to travel:   From:  (Departure city)                 to     (Arrival city)          on    (Date)                 From:  (Departure city)                 to     (Arrival city)          on    (Date)                  3.  AMTRAK, hotels/motels and rental car companies may elect to provide transportation, lodging and rental cars to  contractors and contractor employees  at discounted rates specified for Government employees in Government contracts  and/or agreements. AMTRAK, hotels/motels and rental car companies, however, are under no obligation to extend the  discounted Government rates to contractors working on behalf of   the Federal Government.     4.  All charges will be paid by :             5. If there ar e any questions, please contact  (Point of Contact)   at   (phone number)   or  (email address) .       __________________________________    


Microsoft_Word_Document2.docx
COMMAND LETTERHEAD



DATE:_____________

FROM:

TO:  AMC Air Terminal NAS _____________/ NAVSTA GTMO



SUBJ:    OFFICIAL TRAVEL OF GOVERNMENT CONTRACTORS





1.    (Name)       , the bearer of this letter, is an employee of       (Company)         which has a Government contract number ____________________ with a contract period of      (Date)      to        (Date). 



2. The bearer of this letter is authorized to travel:

From: (Departure city)               to    (Arrival city)        on   (Date)             

From: (Departure city)               to    (Arrival city)        on   (Date)             



3. AMTRAK, hotels/motels and rental car companies may elect to provide transportation, lodging and rental cars to contractors and contractor employees at discounted rates specified for Government employees in Government contracts and/or agreements. AMTRAK, hotels/motels and rental car companies, however, are under no obligation to extend the discounted Government rates to contractors working on behalf of the Federal Government.



4. All charges will be paid by:

	







5. If there are any questions, please contact (Point of Contact) at (phone number) or (email address).





__________________________________
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