
ETS Guide:
Making Travel 
Reservations







The search function for making your travel reservations is very simple and easy 
to navigate, however I will add a little more detail to help reinforce policy. 

Unless specifically authorized or for needs of the mission you 
must select a flight with the “Contract Carrier” indicator.



General rule of thumb is to find the most cost advantageous travel. However, 
the YCA fare is the Government Travel Rate for airfare between these locations.



Verify the chosen flight and click “Select”



Coach is the only seating that is authorized under 
policy without specific written approval (see your YN 
for more information)



Unless specifically authorized or for needs of the mission you 
must select a hotel with the “FedRooms Property” indicator.



Verify the room you want and click “Select”



Click “Select Room”



ETS is very good about letting you know what is and is not authorized according to the 
travel policy with several reminders along the way. 

IF you are specifically authorized a rental car the standard authorized car is an economy 
car. 

If you have written authorization for an upgraded model then you may select the 
authorized upgrade. You will have to provide policy justifications for all travel 
arrangements that are outside of the travel policy in “Step 6 Travel Policy” of your Travel 
Authorization



Make sure all your travel reservations are made with your GTCC. 

IAW Commandant Policy the GTCC MUST be utilized for official 
military travel.



After reviewing your all of your travel details click “Complete Reservation”
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