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CONFERENCE MANAGEMENT AT JLAB
Travel Coordinator Process

1) ADD A CONFERENCE TO THE DATABASE – (TA System – Conference Projection) – 

a.  Check to see if the conference is already in the database. 



Enter as much of the information onto the screen as possible.  The more you enter the 

fewer choices will appear.

b.  INSERT new conference?  Will display if no conferences exist that match the parameter’s 

entered.


c.  Otherwise, select the correct conference from the list provided if you want to add 


projections (see #10 below), OR


d.  Once added or verified you are ready to create a TA.  
2) CREATE TRAVEL AUTHORIZATION (TA) – Immediately Start TA when it is learned there is someone traveling from the Lab to a conference.


     CONF box  - 




DEFINITION OF CONFERENCE:  any event where individuals gather to discuss 



matters of interest to the Department of Energy, Office of Science or Jefferson 



Lab.  This includes all meetings, symposiums, colloquia, workshops, expos, 



conferences and conventions with a formal agenda or program that does not





meet one of the exceptions below.




Exceptions:




   No cost to Office of Science




   Local travel (50 mile radius)




   Training




   Peer Reviews




   Discuss status of work being performed for DOE



If one of the exceptions other than training apply, indicate NO in the CONF box.



When travel is for training indicate DOE or NON-DOE, trng.  



Otherwise, indicate  NON-DOE, not trng or DOE, not trng.  When either of these



options are selected  the conference information box will be displayed.



Select a conference from the drop down box.  If the conference is not listed,



Complete the REASON FOR ATTENDING.  

4)   Enter the TA Travel Requirements - estimate the cost including airfare; car rental; lodging 
based on conference hotel or recommended hotels if list, otherwise lodging per diem is 


acceptable; reg. fee, if applicable.

Click DONE



Summary -   Perform the POA split if necessary. (Since most conferences 



have a registration fee there should be at least 2 PROJ/ORG/ACC listings).
5) CRITICAL SUSPENSE DATES – be sure to observe the critical dates matrix posted on the Travel “Conference tab” website.  

6) WHEN TO SUBMIT THE TRIP -  Once an airline ticket, registration fee or cash advance for 
reg. fee is obligated the trip must be submitted for electronic approval.  (Travel arrangements can not be made until trip approval is obtained).

If the trip has not been submitted at least 15 days after it was created the preparer will receive an error message that the trip is UNSUBMITTED.  At that time the trip must either be submitted or deleted. 


REMEMBER:  If  any costs have been incurred the trip must be in SUBMITTED status (fully approved).   It can then be cancelled with an explanation in the Note/Comment section as to the disposition of the obligated funds (example:  Airfare on USAIR will expire on 4/3/2012 or Reg Fee can be used until 5/1/2012, see others below)


Registration Fee can be used at a later date - if traveler has received a cash advance to pay for 
the fee charged to their credit card the registration fee must be expensed on an expense report within 60 days so the cash advance can be cleared.


Registration Fee to be refunded except for cancellation fee – prepare an expense report to 
expense the portion of the reg. fee that will not be refunded to the appropriate POA and the 
amount that will be refunded to (no proj./JLAB/1130-600).


Hotel deposit will be refunded – prepare an expense report and charge the amount to

 
 (no project)/JLAB/1130-600.  If the deposit was paid on the traveler’s credit card and a cash 
advance was issued the charge on the expense report would be on the travelers out-of-pocket 
column and the cash advance would be deducting leaving the balance owed to traveler at zero.

7)  CONFERENCE APPROVAL  - The forms required by OS for conference approval will be printed by Travel Services once an agenda is available on the website but no later than 30 days prior to the trip start date or the date we learn of the conference if less than 30 days prior to start date.   


LATE REQUESTS - Late conference submissions must complete the “Late Request to Attend Conference” (form can be located on the Forms for Travel through Insight or on the Travel/Conference website tab.  Any potential attendee’s name and reason for attending that is not listed on the forms will not be approved.  


If a TA is created less than 30 days before the conference begin date on a conference that has been closed, a warning will be displayed in ORANGE on the TA.  Be sure to submit a Late Request to Attend to  Carol with a copy to Gloria (gdaniel@jlab.org) so the Request Approval paperwork can be adjusted.  The paperwork will then be submitted or re-submission as a late submission due to the last minute addition.  


PROGRAM /AGENDA - Should a detailed agenda of the conference not be available at that time the Conference Approval Request should be submitted the paperwork may be held.  

8)  APPROVAL NOTIFICATION – when approval is received the TA preparer will be notified.  The approved document will be kept on file in Travel Services in case there is ever a question about the approval being obtained.  

9)  TRAVEL ARRANGEMENTS – can be made prior to approval as long as the conference is not to a sensitive foreign country.  
10)  PROJECTION ATTENDANCE – when adding the conference or creating a TA for someone not already on the projections, follow the same instructions to locate the conference as identified in step 1 of this document.  


To add a projection – scroll down from the conference information being displayed 

· Enter the last name and then the first name of the traveler.  
· A list of names will be displayed that match your entry.  
· Select the correct one from the list (the selection will be highlighted but will not fill the entry box).  
· Tab to the Funding Source box.  

· If DOE is entered the PROJ and ORG being charged on the TA will also be needed.  

· Tab to Reason for Attending and chose from the drop down.  

· Next enter the estimated cost in whole dollars that will come as close to the TA as possible (TA = $2,469.50; enter $2,500).  

· Click ADD.

Once added the projection can be updated or removed as needed.  When a trip is canceled always be sure to remove the Projection to avoid unnecessary work if an approval or re-approval is not necessary. 
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