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Exercise #7b:    Cancellation of TA - Tickets WERE Issued 

Objectives:  Cancelling a travel authorization that has a fee associated to it 

Notes: Amendments to TAs happen if the status of the document is DATALNKED. 
 
It is important to verify whether tickets were issued prior to cancelling the 
authorization. 
 
Use Exercise #7a 

Instructions: Execute the following steps: 

 
Due to some unforeseen circumstances you had to cancel your trip to the conference.  The 
document has already gone through the electronic routing and was approved/datalinked.  You 
verify that tickets were issued. 
 
You use the rules in the following table for cancelling your TA: 
 

Is the Travel 
Authorization 

DATALINKED? 

Were reservations ticketed or 
Transaction Fee incurred? 

Action 

No •    Reservations were ticketed 
•    TMC fee incurred 

•    Traveler reimbursable 

expenses were not incurred 

Adjust the authorization to reduce the document 

down to the Common Carrier Costs and 
Transaction Fee. 

No •    Reservations were not 

ticketed 
•    No TMC Fee incurred 
•   Traveler incurred a Late 

Cancellation fee with the 
Lodging facility 

Adjust the authorization to reduce the document 

down to the Late Cancellation fee. 

No •    Reservations were not 
ticketed 

•    No TMC fee incurred 
•    Traveler reimbursable expenses 

were not incurred 

Delete the authorization as $0 documents are 
not processed through the interface. 

Yes •    Reservations were ticketed 
•    TMC fee incurred 
•    Traveler reimbursable 

expenses were not incurred 

Amend the authorization to reduce the document 
down to the Common Carrier Costs and 
Transaction Fee. 
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