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Scheduling 101: Travel
Flights
Airline Desks 
· Each Major Airline has a government services desk and a protocol desk at Reagan airport.
· Determine which major airline your boss prefers to fly. (Note: this will usually be the one that offers the most options in and out the airport closest to their home)
· Preferred airline(s) phone numbers should be programmed into your cell phone. 
· Introduce yourself to staff at the airline desk you utilize.
· Learn airline rules/policies.  Each airline is different.  Some will allow you to hold more flights than others.  Also, some airlines require “ticketing” flights and some will allow a “hold.”  
· Each airline desk has different hours of operation.      
· Make sure the desk has the Member’s seating preferences, frequent flyer number, and credit card number on file.  
· Some airlines auto-upgrade certain frequent flyer numbers based on the number of miles they have acquired.  If your boss does not wish to be upgraded, make sure that is noted in their records.  
Booking Flights 
· Reserve tickets ahead.  Airlines will allow flight reservations in advance.
· Always make back-up plans.  While the House calendar is more structured this Congress, departure is definite when we hear from the Whip’s office.
· “Ticketing” a flight and “Holding” a flight are different.  When the term “Hold” is used (or possibly “Book”) the Member has a place reserved on the plane but the flight is not paid for and a boarding pass cannot be printed out.  When the flight is “ticketed”, the flight is paid for and a boarding pass can be printed to board the plane.  Be specific with the airline which you would like to do with the reservation.
· Once the airline sends the confirmation email or provides the confirmation number, verify that the flight information is correct.  
· Airlines will generally keep your boss’ travel card/personal card on file.  If more than one card is on file, specify that the correct card is being used to ticket the flight.  
· Keep the ticket receipt and itinerary on file.  It will be needed for reimbursement.  
· Some airlines may have a ticketing fee.  Whether or not a ticketing fee has been charged should be verified for reimbursement purposes.
Checking Members into Flight
· For the most part, the Member can be checked into a flight online 24 hours in advance.
· Learn your boss’ preference for paper or electronic boarding passes.  
 Tracking Flights 
· Two suggested ways to track a flight:
· directly on the airline’s website
· http://flightaware.com/live/ 
· Flight notifications (set up through the airline website) are also helpful to indicate the Member’s flight status.
· If the Member has a connection, there will be additional monitoring required of the second flight.
· Learn your boss’ preference on flight updates.  
· Again, always think ahead and make a backup plan.  
· Have a list of back up flight options for later in the night.
· Keep a list of local hotels near the Member’s connecting flight.
Parking
· Contact your local airport about parking availability
Auto
· It is permissible for Members to get auto mileage reimbursed as long as it is on official business.  Contact the Committee on House Administration if you ever have questions.  
· Mileage cannot be reimbursed from the Member’s residence to the office, to the Member’s personal appointments, etc.  
· If the activity is unofficial in nature, the mileage cannot be reimbursed by the official office.
· Learn the Member’s preference as to how frequently mileage should be reimbursed.  If they do not have a preference, develop a regular system for submitting mileage.  Save all forms for reference.
· The form for mileage reimbursement can currently be found on HouseNet: https://housenet.house.gov/portal/server.pt/document/137618/u_s__house_of_representatives_travel_record_privately_owned_vehicle 
Travel Tip: make a checklist to use when scheduling the Member’s travel to prevent logistical issues
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