International Tours – Email Airline Ticket Itinerary Clarification

International Tours is making clarification modifications to the itinerary emails it sends to OSU departments/employees purchasing commercial airline tickets.  Most departments/employees receive a preliminary itinerary from International Tours for the traveler to use in completing and processing the required out-of-state travel requisition.  Effective immediately, the subject line of this email from International Tours will have the traveler’s name followed by “travel itinerary”, ex: “Johnson travel itinerary”.  The preliminary itinerary document will have the heading “FOR APPROVAL ONLY – THIS IS NOT A TICKET” followed by a reminder that the “Requisition must be received within 24 hours to purchase the ticket”.  This language clearly indicates additional action is needed in order to finalize the purchase the airline ticket.
Once International Tours receives the traveler’s approved out-of-state travel requisition within the specified 24-hour period, payment is processed and International Tours sends another email with “Johnson e-ticket confirmation” in the subject line.  The confirmed itinerary will have the heading “ELECTRONIC TICKET RECEIPT” and the itinerary should show a “zero balance” at its bottom, clearly indicating payment has been made and the ticket is confirmed.  This document will be the traveler’s confirmed itinerary/e-ticket.
Airline Tickets 101
All airline tickets are not created equal!  Below is a brief description of the two most common types of airline tickets.  Be sure you know what you are purchasing when you purchase tickets and what you are comparing when obtaining quotes for airline tickets!
Refundable Ticket:  A refundable ticket generally is more expensive initially, but the traveler is ensured of receiving a refund, or credit, if a travel change occurs on the outbound or return trip, or if the traveler is unable to travel at the specified time.  “State rate” airline tickets available through state contracted travel agencies are refundable tickets.  With a refundable ticket, a credit is issued for the original purchase price of the ticket and the credit can be used on a future ticket purchase.  The future ticket will have applicable travel agency fees, but there are no penalties.
Non-Refundable Ticket:  A non-refundable ticket is generally less expensive than a refundable ticket, but has more restrictions.  A non-refundable ticket is a ticket which cannot be returned for cash or credit if unused, but may be changeable for a fee within a specified period of time.  The ticket eventually becomes worthless after the specified time period.  The vast majority of internet airline tickets are the non-refundable variety.
When obtaining comparison airfare rates from International Tours or another state contracted travel agency, please be sure you compare “apples to apples”.  Requesting a “State rate” fare from International Tours, which is a refundable ticket, and comparing to a non-refundable ticket fare found on the internet results in an inaccurate comparison.
In this year’s Department of Central Services bid for travel agent services, the following is found at §4.1.3: “The contractor shall make the state agency travel coordinator and/or traveler, aware of the lowest available fare at the initial inquiry and the travel conditions of that fare.  Should those conditions not meet the travel requirements, the contractor shall also advise the travel coordinator and/or traveler of the lowest available fare which does meet the travel requirements as well as advising of optional travel requirements which would lower the fare”.
This means International Tours and other state contracted travel agencies have the flexibility to work with state agencies in providing the lowest available fare, which may or may not be the “State rate”, and which may be either a refundable or a non-refundable ticket.  International Tours has begun to quote the lowest rate available.  The purchaser of the ticket needs to be aware of the difference in ticket types to ensure the desired type of ticket is purchased.  The purchaser of the ticket is responsible for obtaining accurate comparative quotes.
If a traveler has the propensity to changing itineraries after tickets are purchased, it may be best for that traveler to purchase refundable tickets in order to avoid as many fees as possible and to ensure that any appropriate amounts are credited upon itinerary changes or trip cancellation.  It is the department’s responsibility to appropriately use any accumulated credits or unused airline tickets.
