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Travel Agency Quotation Documentation
Instructions: This form shall be used to document air transportation quotes when quotes are not submitted at the time of purchase.  One quote shall be obtained from a contract travel agency.  Additional quote (s) may be obtained from a non-contract travel agency or commercial carrier.  The state agency is encouraged to contact minority-owned, women-owned, veteran-owned and /or *small travel agencies when obtaining quotes.   Quote comparison(s) shall be consistent for destination and departure date and time requirements for travel.  The lowest total cost provider shall be utilized from the quotes.
When obtaining air transportation services from a non-contract provider, this document shall be sent to travel.quotes@doa.state.wi.us  .  All quotes should also be in writing and must accompany this document.  Screen prints from internet quotes are acceptable as written quotes.
	Date (mm/dd/ccyy)
	Requesting Agency
	Person Completing Information

	     
	     
	     


	Travel Destination; Departure/Return Dates;

Airline Carrier

(i.e. Northwest, Midwest Express, etc.)
	Name of Traveler(s)
	Name of Travel Agency or Commercial Carrier

     
	Name of Travel Agency or 
Commercial Carrier

     

	
	
	Travel Agency Fee
	Airline
Ticket Price
	Total
	Travel Agency Fee
	Airline

Ticket Price
	Total
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	Contact Date (mm/dd/ccyy)
	     
	     

	Contact Person (if applicable)
	     
	     

	Telephone Number (if applicable)
	     
	     

	Website Address (if applicable)
	     
	     

	Minority owned, woman or veteran owned or *small travel agency business?
	     
	     


* A small business is defined in s.16.75(4)(c), Wis. Stats. as one with an annual gross income of less than $1.5 million. 
This form may be made available in alternative formats to qualified individuals with disabilities.
