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Chapter 13: Supplementary Services

13.3 Transportation Services



13.3.4 Airfare
Central Billing

Consumer airfare purchases are completed using the Consumer Central Billed Account (CBA).

Using the Central Billed Account (CBA) for consumer airfare purchases allows caseload-carrying staff members to purchase consumer airfare at state-contracted rates.

In addition to reducing airfare costs for consumer travel, using the Central Billed Account has the following benefits:

· Advance purchase is not necessary

· No minimum or maximum length of stay

· 100 percent refundable tickets if cancelled or unused

When using the Central Billed Account, reservations must be made at least 14 days in advance and ticketed at least seven days in advance to allow for review and to ensure that the itinerary is acceptable to the consumer. For travel being requested during holiday periods, reservations should be made at least 30 days in advance.

Requesting Consumer Air Travel

The caseload-carrying staff member or the designee must 

· complete and sign a DARS1762, Central Billing Request for Consumer Airfare, and include the service authorization number in the Comments field; 
· email the signed DARS 1762 to Accounting--Consumer Airfare Team at consumerairfare@dars.state.tx.us; or
· fax the signed DARS1762 to Accounting--Consumer Airfare Team

·  at (512) 424-4360. 

Note on the DARS1762 any special needs or requirements the consumer or passenger may have. For example, document whether the consumer

· needs to be on a specific flight in order to travel with a group; 

· requires accommodations; or 

· requires special seating (describe the circumstances). 
[AWS: Enclose the following procedure—the heading, stems, and steps 1-9—in a tinted rectangle with a border.]
Procedure for Consumer Air Travel
The following procedure is used to book and verify the travel.
Accounting—Consumer Airfare Team
1. authorizes the charge to the Consumer CBA. 
Travel Agency

2. books the airfare; and 

3. emails the reservation and ticket confirmation itinerary to the Accounting--Consumer Airfare Team. 

Accounting--Consumer Airfare Team 

4. maintains a printed copy of the itinerary in the Consumer CBA; and 

5. forwards the confirmation by email to the DARS staff member who requested the travel).
DARS Staff Member
6. must respond by email to the DARS Consumer Airfare mailbox to confirm that the forwarded itinerary is acceptable; 
7. upon confirming the itinerary as acceptable, completes a service record and service authorization using the date, purchase price, and fees information provided; and 

8. does not create the service authorization for payment at this time.
Consumer or passenger

9. must provide the itinerary or confirmation number and a valid driver's license, photo ID, or other acceptable proof of identification. (Acceptable forms of identification are found at Transportation Security Administration Identification.) [Add link] 
DARS Staff Member

10. receives a mass email from the Accounting—Consumer Airfare Team staff members paying the bank statement once the consumer travel is shown on the bank statement (The email names all consumer(s) that traveled within that bank statement period.); and
11. adds the service authorization number in the appropriate column for the consumer.
Accounting

12. verifies and audits the service authorization and lets the DARS staff member know when he or she can receive and authorize payment for the consumer’s travel.
[AWS: End tinted rectangle]
Creating the Service Record and Service Authorization
When the DARS staff member who requested travel receives confirmation of travel information from Accounting--Consumer Airfare Team, he or she must complete a service record and service authorization (SA) in ReHabWorks. (See ReHabWorks Users Guide, Chapter 16: Case Service Record, 16.2.10 Consumer Airfare for details.)

Processing the Payment

In order for Accounting--Consumer Airfare Team to process payment for consumer travel, you must have created the service record and SA in ReHabWorks. 

If discrepancies are noted between the service record, SA, or invoice received by Accounting--Consumer Airfare Team, a team member emails you to resolve the differences.

Cancelled Flights

The ticket is paid for using a DARS CBA credit card. If the consumer's ticket requires cancellation, you must notify the Accounting--Consumer Airfare Team immediately by email at DARS Consumer Airfare or by phone at 1-866-440-0423. Select option 7 for immediate assistance. The following responsibilities and conditions apply:

· Accounting--Consumer Airfare Team is responsible for contacting the travel agency to cancel the travel request. 
· If a consumer changes or cancels his or her flight itinerary, at any time for any reason, additional costs incurred will be the responsibility of the consumer.
· You are responsible for closing the service authorization in ReHabWorks. 

· For all Short's Travel itineraries, a cancellation fee is assessed. 

Consumers Attending Gallaudet University or the National Technical Institute for the Deaf

Air transportation for students attending Gallaudet University or the National Technical Institute for the Deaf is limited to two round-trip coach tickets per year.

Air Travel Questions 

If you have questions regarding consumer airfare procedures, contact Accounting--Consumer Airfare Team by

· email at DARS Consumer Airfare; or 

· phone at 1-866-440-0423, option 7.
…
13.3.9 Modified Vehicle or Vehicle for Modifications
For more information on the purchase of vehicle modifications or modified vehicles, refer to Chapter 11: Technology Services, 11.2 Vehicle Modifications.
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