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CONFERENCE ROUNDTABLE RECAP 

The meeting started at 10:05am with the introduction of Gloria Daniel, the newest member of the Travel Services 
team.  While everyone was enjoying the begals and donuts supplied by our host, Candlewood Suites, B.J. Crafford, 
their Director of Sales, gave us a brief history of the owner, discussed the accommodations available at the property 
here and offered to assist our travelers obtain our negotiated rate at other Candlewood Suite or partner properties 
nationwide.  

An update was announced regarding voiding airline tickets through Warwick Travel.  Up to now we have been able to 
void a booked airline ticket up to 4 business days after it was issued.  The airlines has announced they will no longer 
accept voids from travel agents after 24 hours from issue.  This means if Linda books a flight for one of your 
traveler’s on Tuesday, you have until COB Wednesday to void that ticket.  If the ticket is purchased on Friday you 
have until COB on Monday.  This policy was made effective immediately.    

Mary Gibson and Heather Singleton from Medical Services presented an update on the Severe Acute Respiratory 
Syndrome (SARS) worldwide epidemic.  To summarize, most SARS affected countries are not reporting new cases 
but the advisory and alerts are still in place for now.  The Lab is not approving travel to China until the Center for 
Disease Control (CDC) deems the crisis has passed.  Information SARS can be accessed on the following websites: 

   www.cdc.gov/ncidod/sars/ 

   www.who.int/csr/sars/en/index.html 

A Conference Worksheet discussion, led by Linda Ceraul and Julie Oyer, was the last matter on the agenda.  They 
felt that until the information could be gathered electronically through the WBTA, the submittal of the printed website 
conference notice/invitation would include all information required by DOE to report to Congress.  

Denise Vitale kindly shared some insight into the CIO/MIS assessments currently in progress so the Coordinators 
would better understand why we were not currently able to get enhancements to the WBTA approved.       

     

CONFERENCE REPORTING 

At the Coordinator Roundtable on 6/4/03 it was agreed that whenever a NON-DOE sponsored conference 
is to be attended a website conference notice/invitation document would be printed and attached to the TA 
and foreign travel paperwork. All information required by DOE would be highlighted. Any information 
required by DOE that is not part of the printed website would be included in the purpose and/or notes 
section of the Travel Authorization (TA) form. The printout would be attached to the TA when it is 

http://www.cdc.gov/ncidod/sars/
http://www.who.int/csr/sars/en/index.html


submitted to Travel Services. If the conference requires foreign travel approval, a copy of the same web 
printout would accompany the Request for Foreign Travel. The information required by DOE is as follows:        
- Complete name of the Conference (no acronyms)  
- Complete name(s) of the conference sponsor(s)  
- Conference dates  
- Conference location (city, state, country)  
- Conference purpose  
- Reason for traveler to attend (participate in discussions, collaborate on issues, give invited talk, etc.)  
- Estimated cost of travel (including airfare and registration fee)  
- Approver’s name and title  
- Web location for conference notice/invitation 

 

TRAVEL CARD CASH ADVANCE FEES 

In January travelers were notified about a change in our agreement with Bank of America regarding cash advance 
fees, late fees and finance charges on past due accounts. We have been trying to establish a procedure to reimburse 
for cash advance fees charged by the Bank of America.  This is not the ATM fee charged by the bank you utilize to 
obtain a cash advance, this is the fee charged by Bank of America for requesting a cash advance.  
 
Cash advances can be obtained when the expense report is filed by following these steps:  
1)  Include a copy of the ATM or bank receipt showing the cash advance amount with your expense report.  
2)  Add a line in the "Other" area with the words "Advance fee"                                                                                    
3)  Multiply the cash advance amount by 2%. (i.e., $200 * .02 = $4.00)  
     a.  If the result is less than $5.00 you will be reimbursed $5.00 for the cash advance fee.  
     b.  If the result is more than $5.00 reimbursement will be for that amount.                                                              
4)  Up to 2 cash advance fees and/or ATM charges for each week of travel (a week is up to 7 days) may be claimed.  
This includes any cash advance obtained one or two days before the date of departure on the trip.  
 
ATM and Cash advance fee reimbursement requires an ATM receipt, bank receipt, or a copy of your BOA Travel 
Card statement.   
 
If you have any questions regarding this procedure please let me know. 

 

ADDITIONAL RENTAL CAR DRIVERS-CONTINUED 

All drivers of a vehicle rented by a traveler on official JLab travel should be listed on the rental car agreement.  In 
February and April of this year we addressed the necessity of adding the spouse of a New Lab employee or a 
spouse traveling with the Lab employee during business travel to the Rental Car Rental Agreement.  It has now been 
requested, to avoid a potential insurance problem, that we follow this guideline.  Avis has been contacted and they 
will not charge any additional driver charges on business travelers added to the rental agreement.  As before, if you 
have any questions regarding insurance coverage on rental cars contact John Kelly at ext. 7531.   We hope to have 
the pamphlet on “Insurance Information for Jefferson Lab’s Travelers” ready for distribution to all Lab travelers by 
July 1, 2003.  

 

RENTAL CAR – FREQUENT FLYER MILEAGE SURCHARGE 

Effective with vehicles rented from Avis June 3, 2003 forward there may be a "FF surcharge" on their rental car 
receipt.  The charge should amount to .50 per rental day with a $2.00 cap.  If you see this charge on the rental car 
invoice the amount must be deducted from the traveler's reimbursement.  The surcharge is an UNALLOWABLE 
EXPENSE.   (We hope to get Avis to block frequent flyer awards to our traveler's, which will eliminate the change of a 
FF surcharge, but for now we need to be observant.) 
 



Also be cautious when expensing a traveler paid rental car as well as other direct bill vehicle rental invoices 
(Budget, Enterprise, Thrifty).  The FF surcharge may be on the invoice. 
Linda Waynick has added a statement to all itineraries that have an Rental Car that will read “Rental Car Frequent 
Flyer surcharge is unallowable expense.”  When you give the itinerary to a traveler please take a moment to point out 
this new statement, perhaps even highlight it on the itinerary.     
 
Background:  Traveler's who have a profile with Avis and have a frequent flyer mileage number from any of the 
airlines will receive frequent flyer miles when renting a car.  The rental car companies are charged Federal excise tax 
on the frequent flyer miles they purchase from the airlines.  Consequently, they asked Congress if they could pass 
this excise tax on to the customer.  The "Frequent Flyer Tax Recovery Surcharge" is the result of their request.  As 
long as there is no charge associated with the awarding of frequent flyer miles DOE does not care if the traveler 
benefits from the program.  However, in this case there is a charge associated with the awarding of frequent flyer 
miles and DOE will not pay this cost.  
 
 

SLAC OPENS GUEST HOUSE 

Stanford Linear Accelerator Center (SLAC) and Stanford University are announcing the opening of the SLAC Guest 
House on June 13, 2003.  Reservations can be made in advance by calling 650-926-2800 or visiting them online at 
http://slacguesthouse.stanford.edu.   Please let your SLAC traveler’s know about this.  Rates for a single room are 
$50 per night or $245 per week plus 10% room occupancy tax.  This is a 67% savings when compared to the $150 
lodging rate for Santa Clara County. 

http://slacguesthouse.stanford.edu/

