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Department Policy

	
Department of General Services (DGS) has released Travel Bulletin 13-04 announcing the new “No Show” policy implemented by Southwest Airlines. In addition, DGS is announcing an increase in change fees for contracted airline carriers (United, US Airways, Delta and American). 

The “No Show” policy applies to Southwest’s non-refundable fares (“Wanna Get Away”) that are not canceled or changed by the traveler at least 10 minutes prior to scheduled departure. This policy is now in effect for fares booked on or after Friday, May 10, 2013 for travel on or after Friday, September 13, 2013.

If the traveler books a non-refundable fare anywhere in his/her itinerary and that portion of the flight is not used and not canceled or changed at least ten (10) minutes prior to scheduled departure, all funds on the unused portion of the reservation will be lost, and the remaining itinerary will be canceled.

This will not impact travelers who successfully cancel or change a non-refundable fare at least 10 minutes prior to the scheduled departure; in this case, travelers may reuse their funds toward future business travel on Southwest.  Funds will not be lost for changed or canceled refundable itineraries.

Travelers who are traveling on a fully refundable itinerary (“Anytime”) are to continue to cancel their reservation and request a refund.

United, US Airways, Delta and American have increased their penalty fee for changing non-refundable tickets by $50 (to $200). This increase only applies to new ticket purchases and was effective May 10, 2013.

Consideration should be given to the purchase of refundable airline tickets to prevent incurring costs for loss of airfare and change fees.  Travelers must contact the CalTravelStore at (916) 376-3989 or toll free (877) 454-8785 to make a change or cancellation to avoid a loss of airfare or incurring change fees.  Any lost airfare or change fees will be charged to the District/ Division or Program.

	
	
For individuals with sensory disabilities, documents may be obtained in alternate formats.  To obtain such services, please e-mail Katie.Kennedy@dot.ca.gov. TTY users may also call (800) 735-2922.
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