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Issue Reporting Form

	Please fill out all applicable sections and submit the form to the 
FedTraveler.com Call Center at IRT@EDS.com. 
Any IRF submitted with incomplete sections will be returned to the Requestor for completion.


SECTION I – Requestor Information

	Request Date:       
	Name:       

	Phone:       
	E-mail:       

	Member ID:       
	Agency:       

	Organization:       


SECTION II – Traveler Information 
(Complete only if different from Requestor)

	Traveler Name:       

	Phone:       
	E-mail:       

	Member ID:       
	Agency:       

	Organization:       


SECTION III – Request Information

Part A: Travel Document Information
	A.1 Document Number: 

     
	A.2 Request ID (USDA Only): 

     
	A.3 Record Locator:

     

	A.4 Travel Date: 

     
	A.5 Ticket Date:

     

	A.6 Ticket Number:

     

	A.7 Form of Payment: 
(Select all that apply):
 FORMCHECKBOX 
  CBA

 FORMCHECKBOX 
  GVTS

 FORMCHECKBOX 
  IBA

 FORMCHECKBOX 
  Other


Please specify:       
	A.8 Travel Management Center: 
(Select all that apply):

 FORMCHECKBOX 
  Alamo Travel
 FORMCHECKBOX 
  National Travel

 FORMCHECKBOX 
  Boersma Travel
 FORMCHECKBOX 
  Omega World Travel

 FORMCHECKBOX 
  Century Travel
 FORMCHECKBOX 
  Rodgers Travel

 FORMCHECKBOX 
  CI Travel
 FORMCHECKBOX 
  SatoTravel

 FORMCHECKBOX 
  Duluth Travel
 FORMCHECKBOX 
  Winggate Travel

 FORMCHECKBOX 
  Manassas Travel



Issue Reporting Form

Part B: Billing Issue   FORMCHECKBOX 

	B.1 Billing Request Type 
(Select one of the following options):

 FORMCHECKBOX 
  Billing Method Dispute  

 FORMCHECKBOX 
  Ticket Refund Request 

 FORMCHECKBOX 
  Transaction Fee Dispute

 FORMCHECKBOX 
  Transaction Invoice Notification

 FORMCHECKBOX 
  Other 

Please specify:       

	B.2 Billing Request Reason  
(Select one of the following options):

 FORMCHECKBOX 
  Unused Ticket

 FORMCHECKBOX 
  Reservation Cancellation

 FORMCHECKBOX 
  Duplicate Fee

 FORMCHECKBOX 
  Incorrect Fee

 FORMCHECKBOX 
  Transaction Fee Notice Not Received

 FORMCHECKBOX 
  Need Copy of Transaction Fee Notice

 FORMCHECKBOX 
  No Response from Message to Agent 

 FORMCHECKBOX 
  Other 

Please specify:       


	B.3  Amount:        

	B.4 Billing Issue Details:
     



Part C: System Issue   FORMCHECKBOX 

	C.1 System Request Type 
(Select one of the following options):

 FORMCHECKBOX 
  Complaint 

 FORMCHECKBOX 
  System Administration

 FORMCHECKBOX 
  On-Line Booking Error or Problem

 FORMCHECKBOX 
  Travel Plan Error or Problem 

 FORMCHECKBOX 
  Expense Report Error or Problem 

 FORMCHECKBOX 
  Other 

Please specify:       

	C.2 System Request Reason 
(Select one of the following options):

 FORMCHECKBOX 
  Duplicate Reservation

 FORMCHECKBOX 
  Itinerary / Ticket Issue

 FORMCHECKBOX 
  Refresh PIN Not Received

 FORMCHECKBOX 
  E-mail Notification Not Received

 FORMCHECKBOX 
  Need Copy of Invoice

 FORMCHECKBOX 
  User Profile Assistance

 FORMCHECKBOX 
  Other 

Please specify:       


	C.3 System Issue Details:
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