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IBM Corporate Service Corps

Ticketing and Visa Policies and Procedures

This document serves to inform all IBM Corporate Service Corps Leaders of the procedures, rules, and responsibilities for obtaining airline tickets and entry visas for assignment countries.  Please feel free to contact DOT with any questions you have, especially regarding purchases.  

Please note that Leaders traveling to destinations that require vaccinations and/or malaria pills should go through their IBM insurance for payment and reimbursements.  

AIRLINE TICKETS

Please complete the Air Travel Information Form provided by Anne Dickinson, DOT Travel Agent based at Bytown Travel in Ottawa, Canada, as well as any other instructions or information on special logistics for your trip. Anne’s email is anne@bytowntravel.com , and her telephone number is +1-613 238 6300 ext 235. Please complete the Air Travel Information Form within one week of receiving this initial e-mail from Anne. 

Please also copy DOT Country Program Manager, Imane Bentaouet, ibentaouet@dotrust.org
 on the completed form.
1) Anne will start by finding the best available reduced rate economy class ticket for which cancellations and/or changes are permitted at a cost. Note that any change charges that you initiate will be at your own expense. 
2) If you chose to take personal travel before or after the assignment, and your preferred routing is more expensive than the baseline routing, you will be asked to cover the difference in cost. Reimbursement of this difference should be made out by cheque or money transfer to DOT, through the DOT office in Ottawa. Heather Marshall, Executive Assistant for DOT hmarshall@dotrust.org will be the person to co-ordinate with at the DOT office. She will provide details on how to make the payments if necessary.

3) Anne will confirm final itinerary with you before she issues your ticket. However please be prompt in your response as travel agencies are often only able to hold reservations for a short period of time.  If she does not hear from you within the allotted time frame, she may lose the ticket being held. Please be aware that the prices of tickets increase as seats become less available, therefore please try to avoid any unnecessary delays in finalizing your ticket with Anne.

4)  Please note that airlines can change their schedules at any time which may result in difficulties with your personal travel arrangements such as missed connections. If this should occur, you are responsible for all such costs resulting from any such changes.
5) If you would like to fly business class, or would like to plan an itinerary that adds costs to the baseline price, you are responsible for reimbursing DOT for those additional costs. 

6) If you find an airline itinerary (that must permit changes and/or cancellations) through your local travel agent that is preferable to the one DOT has found, and that is of similar or lesser cost, please coordinate with Anne to secure approval from DOT to purchase that ticket.  The itinerary should not cause DOT to incur any other costs for the project (i.e. additional hotel costs for arriving a day earlier than planned). As well, you must show the details of the change/cancellation policy before you will receive approval to purchase the ticket. 

7) If you want to change your itinerary after the ticket is issued, you are responsible for any costs incurred. 

8) Anne will send you e-mail confirmation of your reservation, which you will need at most embassies to apply for an entry visa.  

9) DOT will pay for the hotel costs of a forced overnight in transit to your project country.  

ENTRY VISAS

Each Corporate Service Corps Leader is responsible for securing his/her own visa.  For detailed visa information specific to your home and destination country and for the visa process, please see the chart in Attachment 1 of your Logistics Timeline document.  The DOT Country Program Manager will be responsible for assisting CSC Leaders with their visa process, thus please address all questions/queries to the DOT Country Program Manager.
DOT will provide you with a letter of invitation issued by the Local Government Agency for your visa. These letters will be sent either as a scanned copy or original, depending on the requirements of the Embassy in your country (Please be kindly advised of prior inquiry of the visa office of your issuing Embassy/Consulate in confirmation of whether a scanned or original copy is needed).  Please copy DOT Country Program Manager, Imane Bentaouet, ibentaouet@dotrust.org on all email correspondence.

1) DOT will pay for a Single Entry Business Visa Fee for your project country.  If you wish to purchase a multiple-entry visa, you cannot bill DOT for the additional cost.  

2) DOT will not pay for the additional cost of visa expediters or rush/overnight visas. 

3) DOT will reimburse you for transit visas required while travelling to your project country.  
4) Please save all receipts for the cost of your visa.  DOT will not reimburse any costs without presentation of the original receipts.  Please bring all of your original receipts to your project country, where Frank Shi will collect them from you so that you can be reimbursed.  
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