
 

Past Fare Quote  
Th e busi n es s -onl y cost comp ari so n provi des th e lowest logi ca l cost for the busi nes s purp o se an d 
is use d to determi ne the allo w ab le reimbur sa bl e exp ens es on the Rep o rt inclu di ng per diem. Th e 
cost comp a r i so n mus t co me from the Concur booki ng tool as it app li es our disco un te d rat es.  

If a cost co mp ari so n is not obt ai ne d from the booki ng tool prio r to the trip, the trav el er must 
work with CTM to obtai n a pas t far e quot e . A del ega te may obtai n this do cum ent ati o n on the 
trave l er’s beh alf, but the trave l er bea rs the cost of this servi c e (docum ent e d as Exp en s e Typ e 
“Perso na l/Non Reimb ur sab le ” on th e Rep o rt) .  

Send an emai l to  ua@t r av el ct m.co m  or call CTM at 90 7 -786 -0107 to request a pas t 
fare  quot e for the auth o ri zed Req ue st . Incl ude the follo w i ng in f o rmati o n in the emai l:  

Sub jec t: PA ST  DATE  FARE  REQ U E S T  
Body: Prof i le nam e (UOFA) 

Nam e of tr a vel er  
Dat es, tim es, and desti n ati o ns of aut h o ri zed busi ness  trav el  (NOT  the per so nal 

itinerary)  
Dat e trip was auth o ri zed (this provi de s th e age nt with any ad vanc e purch ase 

inf o rmati o n)  
Origi nal ly a pp ro ved R equ est  ID  

CTM will eit h er charg e the agenc y card the full to uch fee of $19 .00 or the trave ler ’s  per so nal 
credi t card if provi ded over th e phone.  
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