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HOLIDAY GIFT BASKET WINNERS 
 
Congratulations, Julie Oyer and Diane Sarrizan.  They both called in response to the imbedded message in 
the December 2002 Newsletter within 10 minutes of the Newsletter being sent.  My thanks to Bobbie 
George for making the suggestion.  She prepared some of her special holiday goodies and displayed them 
in a beautiful basket.  Thanks again, Bobbie.  
 
 
MEAL DEDUCTION AND MILEAGE RATE ON WEB 
 
We have added the meal deduction table and the 2003 mileage rate to the Travel web page.  Please let us 
know if we can add any other information to our web page that would be helpful.      
 
 
EXCHANGE RATE SHEET ON FOREIGN TRAVEL EXPENSE REPORTS 
 
When submitting a foreign travel expense report, please include a copy of the Oanda.com exchange sheet 
to show what exchange rate was used for the money exchanges.  Be sure and use the date that the traveler 
arrived in the country.  (Bobbie George) 
 
 
AIRLINES RETHINK IMPLEMENTING SOME FEES 
 
United and American Airlines have changed their minds about charging $100 for individuals who want to 
stand-by for an earlier or later flight on their original day of departure.  They have decided it would be bad 
for business to implement such a fee, which was suppose to be effective January 1, 2003.  However, the 
day before AA made their announcement they also announced they were increasing their paper ticket fee 
from $20 to $25.  The charge has been expanded to tickets issued from any AA ticketing agent worldwide.  
This does not include travel agents in foreign countries, however.  The charge will apply to all tickets that 
qualify for an electronic ticket.   
 
 



 
CORRECT ACCOUNT NUMBERS FOR TRAINING RELATED TRAVEL 
 
Please remember that training related travel is 45-020 for domestic travel and 45-022 for local travel 
training.  Whenever there is a training involved, these transaction codes will always need to be on 
The TA.  We've seen a high number of mistakes on the TA's in this area. (Bobbie George) 
 
 
ROUNDTABLE RESCHEDULED 
 
Due to the weather conditions on January 23, we rescheduled the Winter Roundtable meeting for February 
6.  It will be held at CC, Rm. L104.  Hopefully, weather will cooperate so everyone can make the meeting.  
The event should be on your calendar.  If it does not appear there please let me know so I can ensure your 
email address is part of the Travel Coordinator (TC) group.   
 
 
2003 NEGOTIATED LODGING RATES 
 
An excel spreadsheet file was sent to each Travel Coordinator on January 6, 2003 with the 2003 negotiated 
lodging rates with properties located within 3 miles of the Lab.  If you are a Coordinator and did not 
receive the file or wish to receive the file but are not a Coordinator just let Carol know and she will email 
the file to you.   
 
We do have a direct bill agreement with each of the properties on the list.  Each property has been 
instructed to only allow persons on the Travel Coordinator List (see Travel web page) to make direct bill 
reservations.  All direct bill properties have been asked to request a 10 digit authorization code (trip 
number) when you make the reservation.  Please have that number available.  If they do not ask please give 
them the number anyway.  This will help us identify the invoice faster when it is received in Travel.   
 
When calling to place a reservation that is not a direct bill be sure to tell them you are with Jefferson Lab to 
ensure we receive the correct rate.  If the visitor is paying and you are just performing a service be sure to 
tell the reservation person the guest is to receive the JLAB lodging rate.  In many cases our rate is lower 
then the Government rate, it is definitely less than the rack rate for the room.  ALSO, when making 
reservations for a traveler from the Lab in another city/state be sure to ask for the Government rate.   
 
At each Roundtable we will have one of the properties on this list host the meeting.  They will bring 
refreshments and take about 10 minutes of our meeting time to tell us about their facility and it's amenities. 
At the Winter meeting, rescheduled for February 6th, Days Inn Oyster Point was the meeting host.  If you 
would like to visit any of the properties for a tour give me a call and I will put you in touch with our contact 
at the property. 
 
 
 
 
  
  
 

  
DATES TO REMEMBER 
 
Travel Committee Meeting  January 30, 2003 10:00am ARC, 428 
Coordinator Roundtable  February 6, 2003 10:00am CC, L104 


