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Accommodation, in Canada, 9 
outside Canada, 9 

Advance, estimation of, Annex B, item 8 
in the form of a cheque, Annex B, item 13 
request for, Annex B, item 13 
obtaining of, 7 

Airline, reservations, 10 
ticket pickup, 15 

Amending a travel authority, 16 

Baggage, excess, prior authorization of, Annex B, item 10(d) 
Bookings, accommodation in Canada, 9 

accommodation outside Canada, 9 
transportation, 10 

Cancelling a trip, 16 
Car Rentals, Information on, 5 

booking of through CTS, 13 
Central Travel Service (CTS), how to contact, 3 
Changing a trip, 16 
Claims, travel, completion of, 18 
Class of travel, upgrades, Annex B, item 10(a) 
Combination business/pleasure travel, queries, 4 

documentation of, Annex B, item 9 
Conference Travel, authorization of, Annex B, item 10(e) 

Distribution, of Travel Authority form, 14 
of Travel Claim form, 19 

Duration of trip, Annex B, item 7 


