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OPNAV INSTRUCTION 4650.15B CHANGE TRANSMITTAL 1

From: Chief of Naval Operations
Subj: NAVY PASSENGER TRAVEL
Encl: (1) Revised Pages 8 through 10

1. Purpose. To transmit new pages 8 through 10, which includes
a new requirement to maintain supporting documentation as a
substantiating record in the Defense Travel System for each non-
escort related premium class travel expense.

2. Action. Remove pages 8 through 10 of the basic instruction
and insert enclosure (1) of this change transmittal.
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Deputy Chief of Naval Operations
(Fleet Readiness and Logistics)
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(2) The CBA 1s a secondary form of payment for
transportation and shall only be used for invitational travel or
when a traveler i1s exempt from the mandatory use of the IBA.

DoD components may use unit travel charge cards for group travel
requirements only when it is cost effective, in the best
interest of the mission, and authorized by the CCPMD.

c. Other Than Economy Class (formerly known as premium
class)

(1) All Navy personnel shall use economy and coach class
accommodations, except when authorized as an exceptional
circumstance and per references (d), (e), and (F).

(2) Other than economy class, travel accommodations must
be requested and authorized in advance of the actual travel,
unless extenuating circumstances or emergency situations make
advance authorization impossible. [If approval is not
subsequently obtained, the traveler is responsible for the cost
difference between the other than economy class fare and the
least expensive available coach seat normally used for
government travel. For air transportation, constructed costs
are based on the unrestricted city-pair airfare (YCA), not the
unrestricted capacity-controlled city-pair airfare (-CA), if
both are available.

(a) No authorization or approval iIs required when
other than economy class airfare costs less than the least
expensive unrestricted economy or coach class airfare.
Comparison of the other than economy class airfare to an economy
or coach class airfare other than the least expensive
unrestricted economy or coach class airfare 1s not authorized.

(b) Upgrades to other than economy class at no cost
to the government do not require authorization or approval.

(c) All approvals and supporting documentation for
each non-escort related other than economy class travel expense
must be uploaded and maintained as a substantiating record iIn
the DTS document (travel record).

(3) A flight over 14 hours does not automatically
qualify for use of other than economy class travel. As with
shorter flights, other than economy class travel should be the
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exception, not the rule, for flights over 14 hours. For these
situations, the member’s first consideration should be to arrive
the day before the TDY begins to allow for appropriate rest.
Second consideration is to fly in economy class and arrange an
en route rest stop or stop-over.

(4) Blanket justification and authorization for the use
of other than economy class travel is prohibited.

(5) Other than economy class travel approval
authorities.

(a) The Secretary of the Navy: Under Secretary of
the Navy; the Chief of Naval Operations; the Vice Chief of Naval
Operations; Director Navy Staff (DNS); Commander, USFLTFORCOM;
Commander, U.S. Pacific Fleet (PACFLT); and Commander, U.S.
Naval Forces Europe (USNAVEUR) are authorized to approve first
and business class travel. This authority may be delegated to
vice or deputy commanders, as long as that individual is iIn pay
grade 0-9 or above. No further delegation is authorized.

(b) The following commanders are authorized to
approve business class, but not first class travel
accommodations: Director, Naval Nuclear Propulsion; Commander,
U.S. Naval Forces Central Command; Commander, Naval Air Systems
Command; Commander, Naval Sea Systems Command; Commander, Space
and Naval Warfare Systems Command; Chief, Naval Personnel;
Commander, U.S. Fleet Cyber Command; CNIC; Chief, Bureau of
Medicine and Surgery; Superintendent, United States Naval
Academy; and the Chief of Navy Reserves. Business class
approval authorities, as designated in this paragraph, are iIn
effect so long as the commander is In the pay grade 0-8 or
above. Other than economy class approval authorities specified
in paragraph 5(a) may delegate, in writing, business class
approval authority to subordinate commanders in the pay grades
0-8 and above.

(c) Approving officials may not approve their own
other than economy class travel. Approval must be obtained from
the official™s reporting senior.

(d) Commands shall forward their other than economy
class travel requests, using Secretary of Defense (SD) Form 817
Traveler®s Request for Premium-Class Travel, along with the
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required supporting documentation, to the appropriate approval
authority within their respective chain of command as early in
advance of travel as possible. Requests for other than economy
class travel should be sent to DNS for all commands not under
the cognizance of a command delegated approval authority.
Requests should be forwarded a minimum of 2 weeks prior to the
date of travel to allow sufficient time for the judicious review
required for approval of other than economy class travel.

(6) All other than economy class travel must be reported
to USD(P&R) online via Web site
(https://www.defensetravel .dod.mil/PCTRTv3/) by the approving
command”s appointed reporting official.

d. Unused Tickets. Any portion of an official commercial
transportation ticket that is not used must be processed for
credit to the original IBA or CBA GTCC. Specifically:

(1) Paper tickets should only be provided in extenuating
circumstances. Any unused portion of paper tickets must be
treated the same as cash and returned to a CTO, NAVPTO, PSD,
CSD, or airline counter for refund to the original I1BA or CBA
charged for travel. Travelers must obtain a credit refund
receipt and submit it as a substantiating document to their
travel claim.

(2) Unused electronic tickets (or portions thereof) must
be processed for refund to the original IBA or CBA charged for
travel by returning them to the CTO, NAVPTO, PSD, CSD, or
airlines. Travelers must obtain a credit refund receipt and
submit 1t as a substantiating document to their travel claim.
Refunds will be processed and credited to the original form of
payment (IBA or CBA) when cancelled. It is the traveler-"s
responsibility to ensure refunds are credited to the appropriate
account.

(3) If a ticket i1s exchanged for a lower cost ticket,
all refunds will be credited to the original form of payment
(1BA or CBA). For DTS, if the form of payment is a DTS CBA, a
copy of the original ticket and new ticket must be included in
"substantiating records”™ for reconciliation of the CBA. If
charged to the I1BA, the traveler shall only be reimbursed for
the portion of the ticket used.
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