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TRAVEL CARD CHARGES 
 
In the September 2001 Newsletter there was an article on “USING OTHER INDIVIDUALS 
TRAVEL/CREDIT CARD”.  We have found this article may not have clarified the policy.   Each travel 
cardholder is authorized to use their travel card to charge their own JLAB travel related expenses but NO 
ONE ELSES.   A travel card is issued to an individual and according to the terms and conditions for use 
of the card that individual is responsible for paying Bank of America for any and all charges authorized on 
their card.  No JLab employee should be responsible for paying another individuals travel related 
expenses.  If there is a traveler who does not have a travel card, they may request a cash advance (if 
authorized) and/or request a prepayment check (registration fee or lodging only) or use their own cash or 
credit card and then be reimbursed upon completion of the trip.  If there are any questions on this matter 
please contact the Travel Services office.   
 
 
ELECTRONIC TRAVEL EXPENSE REPORT UPDATE 
 
During the week of June 10 – 14, 2002 there were demonstrations presented to a group consisting of:  
Travel Committee members, MIS, Accounting and Administrative Management.  The companies selected 
to demo their products were GELCO and CONCUR, both leading Expense Report Management System 
vendors.   At the June 19, 2002 meeting, the Travel Committee offered a comparison of both systems and 
weighed their advantages and disadvantages against continuing to develop our own in-house expense 
reporting system .  A meeting will be held in the next few weeks to present the findings and 
recommendation at which time it is hoped a decision will be made to examine open market systems 
further or start work again on the in-house expense reporting system. 
 
 
START/END DATES ON MULTI-DESTINATION TRIP ON TA  
 
Travel Coordinators are getting error messages on the TA when they enter the end date on the first 
destination of a multi-destination trip and that date is carried over to the start date of the next destination.  
If they change either date an error occurs.   
 
The dates entered should be the dates as though the first destination was the only destination.  The start 
date of the second destination is the same as the end date of the first destination.  The end date of the first 
and each destination will always be the actual day the traveler left for the next destination.  For example, 
if the traveler went to NY on 6/1/02 and left for Chicago on 6/6/02 and returned to Newport News on 
6/11/02 the dates would be as follows:  NY – start 6/1/02, end 6/6/02;  Chicago – start 6/6/02, end 
6/11/02.      
 
     
 
 



US AIRWAYS REVISED CHECK-IN TIME 
 
US Airways said starting June 1 passengers better check in earlier for their flights or their plane  
will leave without them.  Under its new "Travel in Time" procedures, the carrier said passengers  
are required to check-in with their baggage at least 30 minutes before departure, instead of the  
current 20 minutes. They will be required to be at the gate at least 15 minutes before their flight,  
up from 10 minutes, or the airline will give their seat away. US Airways also said it will close 
the aircraft doors five minutes before departure.  "This helps assure an on-time performance,"  
a US Airways spokesman said. "Passengers who don't check-in on time will have to take a later  
flight." 
 
 
DISTRIBUTION OF TRAVEL REIMBURSEMENT CHECKS 
 
We have been asked to request that all Travel reimbursement checks be distributed to the traveler as soon 
as the checks are picked-up by the individual departments.  Jenita Everett, in Accounts Receivable, found 
there were travelers who had checks still in their wallets and in some cases checks that never got to the 
Traveler were in the Travel Coordinator’s desk drawer.  There has been an attempt during the past month 
to get these checks voided and reissued.   
 
 
COORDINATOR ROUNDTABLE RECAP 
 
The Coordinator Roundtable was held on June 20th in CC, L104.  Topics of discussion by Travel Services 
included: Missing Receipt Form signed by Traveler 
  Travel date entry for Multi-destination trips 
  Foreign Travel paperwork updates, questions & answers 
 
Our meeting sponsor this quarter was Towne Place Suites at Kiln Creek.  Mark Bleakely, provided us 
with a brief overview of the facility and their amenities and a “Viewmaster” walk through the facility.  He 
also brought refreshments which were greatly appreciated.  Thank you Mark and Towne Place Suites!   
 
There was no input from the Coordinators in attendance.  The meeting was adjourned at 11:00am. 
 
 
DATES TO REMEMBER 
 
HOLIDAY   July 4, 2002  
Travel Card Orientation July 11, 2002  2:30pm VARC, 47 
Travel Card Orientation July 30, 2002  11:00am VARC, 47 
Coordinator Roundtable Sept 19, 2002  10:00am CC, L104 
 
 

 

HAVE A HAPPY AND SAFE INDEPENDENCE DAY! 

    


