SAMPLE TRAVEL INSTRUCTIONS TO SEND TO YOUR DIVISION MEMBERS

------------------------------------------------------------------------------------------------------------------------------------------
Please revise the sample instructions below as needed to fit your group’s travel needs. You can send the instructions to your members upon confirmation from ATC (or the division engagement liaison) that the travelers have been loaded into the portal. 
------------------------------------------------------------------------------------------------------------------------------------------
I recommend using the email text below instead: 
Subject: <Event Name> / Details to Book Flights
 
We are looking forward to your attendance at <event name>, <travel dates>, <location>. You’re now able to book your flights using our travel partner, DEEM. 
 
Repeat Traveler:
If you have used the DEEM tool to book your travel previously, please go to https://apa-atc.deem.com to log in and book your flights with the travel details as below.
 
First-Time Traveler:
Please follow these steps:
1. You will receive an activation email from DEEM (notifier@deem.com).
(Check your junk mail if the email is not in your inbox.)
 
2. Open the activation email and follow the prompts to create a password, accept the privacy policy, and set your travel preferences.
 
3. Your name MUST match your government issued ID.
You are able to edit your middle name ONLY in the ATC tool, but first and last name edits must be executed by the Travel Team. Please contact them if you need assistance editing your last name.
 
4. Once complete, you will be able to access the ATC Travel Management site and book travel to this meeting.
 
Travel Details
On the final purchase page, you’ll be required to enter the following information:
Event Name: 
Travel Authorization Code: 634246 (when fewer than 5 people are traveling)
Program number: (see below)
Account number: 56510
Trans-Purpose Code: (if using)
Credit Card: (select one) APA, APASI, Division 
 
Important Information to know about booking flights:
· Please try to avoid booking travel between 1pm ET, Fridays through 1pm ET, Sundays, as APA staff is not monitoring email on the weekends and if additional approvals are required, they may not be received during the airline’s booking period. 
· We strongly encourage utilization of the ATC online booking tool instead of using a live agent; however, we understand that in some cases of complicated travel an agent is necessary. If you require a live agent, please call ATC directly, (800) 458-9383. Agents are available 8:30 am-5 pm EST, Monday through Friday.
 
**If there is an error in the last name in your Deem profile, please let us know immediately by sending an email to your Division Engagement Liaison.
 
Do not use Deem to book a hotel room. Please contact your division meeting representative regarding booking your hotel. 

Please let me know if you run into any issues.


Program Number:
· For Divisions that have budget codes, the Program Number field is where your travelers will enter this code. 
· Divisions that have budget codes are the following: 2, 5, 13, 15, 16, 17, 18, 19, 22, 24, 27, 31, 32, 35, 36, 38, 39, 41, 43, 44, 46, 47, 48, 49, 50, 52, 55, 56
· If your division has a budget code: ask your treasurer for the code and use this format 0XX-000-XX_YYY 
· If your division does not have a budget code, use 0XX-000-00. Change 0XX to division number. For example, Division 1. 001-000-00. 





