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1  Automatic Cancellation Policy 
 

A Background 
 

Effective October 1, 2012, FY 2013 City Pair reservations are subject to automatic cancellation 
by the airlines if not ticketed at least 48 hours prior to scheduled departure. 
 
Travelers and travel authorization approvers must ensure that travel authorizations containing air 
reservations that use the GSA City Pair Program are approved at least 72 hours prior to 
departure to allow time for ticketing.  USDA uses GovTrip to authorize TDY, therefore GovTrip 
travel authorizations should be approved by the travel approving official in GovTrip prior to 
departure to ensure that transportation is procured and not automatically cancelled.  
 
Airline processes vary for last minute travel (travel booked within 72 hours of departure).  For 
additional information on last minute travel or general inquiries, see Exhibit 1 or access the 
frequently asked questions web site at 
http://www.gsa.gov/graphics/fas/48HourAutoCancellationFAQv2.pdf. 

 
B Purpose 

 
This notice: 
 

 notifies travelers and approvers of the travel authorization approval requirement for 
travelers using GSA City Pairs 

 

 provides: 
 

 things to remember when traveling on a lower cost Government contract fare (City 
Pair) as provided in Exhibit 1 

 

 City Pair Program 48 hour auto cancellation frequently asked questions (Exhibit 2). 
 
 

Disposal Date 
 
October 1, 2013 

Distribution 
 
All FSA employees; State Offices relay to County 
Offices 
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Notice FI-3121 
 
1  Automatic Cancellation Policy (Continued) 

 
C Contacts 

 
If there are questions about this notice, contact the appropriate office according to the 
following. 
 

Office Contact 
County Offices State Office Federal Agency Travel 

Administrator (FATA). State Offices 
Kansas City and St. Louis 
complexes 

Lois Dick by either of the following: 
 
 e-mail at lois.dick@kcc.usda.gov 
 telephone at 816-926-6232. 

State Office FATA, 
National Office, and APFO 

FMD, Travel Policy Staff by either of the 
following: 
 
 e-mail at poc_travel@wdc.usda.gov 
 telephone at 1 of the following: 

 
 Cynthia Chesley at 202-772-6006 
 Arthur Holmes at 202-772-6016 
 Rhonda Robinson at 202-772-6030 
 Linda Smythe at 202-772-6035. 
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Notice FI-3121 Exhibit 1 
 
Things to Remember 
 

The following are things to remember when traveling on a Government contract fare (City Pair) on 
or after October 1, 2012. 
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          Notice FI-3121 Exhibit 2 
 
City Pair Program 48 Hour Auto Cancellation Frequently Asked Questions  
 

Following are the 48 Hour Auto Cancellation Frequently Asked Questions. 
 

  
9-26-12          Page 1



Notice FI-3121 Exhibit 2 
 
City Pair Program 48 Hour Auto Cancellation Frequently Asked Questions 
(Continued) 
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