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Statewide Travel Program 
Tuesday, August 13, 2013 



 Tasha Wilson, Travel Program Manager 
 

 Georgia Kattenhorn, Travel Specialist 
 

 Cecilia Perez-Dunn, Marketing Specialist  
 

 Kelly May, Travel Specialist 
 

 Lori Wasson, Travel Specialist 
 



What’s New 
 Contract Updates 

 Airfares 
 Travel Management Services 
 Car Rentals 
 One Provider (American Express) 

 AMEX @Work & Government Card Reporting 
o Presentation:  by Amex 

 Roundtable/Open Discussion 
 Q&A 



 
 New American Express Dedicated Account Representative 

o Introducing…Shawn Campbell 
 

 New Business Partnership & Travel Manager 
o Introducing…Bill Amaral 

 
 Governor’s Reorganization 

o Notify us if your department is affected by the reorganization 
 
 
 



 
 Assigned Travel Specialist for Your Department  

o Refer to the spreadsheet provided 
 

 Fastrak / Electronic Toll Update 
o Billing for Rental Vehicles 
o Billing for State Vehicles 

 

 Lodging/Per Diem Increases effective July 1, 2013 
o Reference CalHR PML2013-022, PML2013-026 & Travel Bulletin 

13-06 

 
 
 



 Airline 
o Contracts extended to June 30, 2014, Travel Bulletin 13-05 
o Department policy on refundable vs. non-refundable airfares  
o Delete SWABIZ profiles after travelers leave the department 
o Process for erroneous charges on AMEX 
o Recent SWABIZ Reporting Problems 
o SWABIZ Training  



 Travel Management Services 
o New Concur Travel Updates 

• Enterprise Bookings 
• Car Rental Search Criteria 

o State Lodging Increases 
• May take up to 30 days to load new lodging per diem rates 

o Resources for Travelers: Business Cards (contact Ceci Perez Dunn) 
o Recently Asked Questions: 

• Will departments soon be mandated to merge Southwest on Concur? 
• Is there a management tool for Concur so the administrator can see all 

the travel that is booked by employees? 
 

www.caltavelstore.com   



 



 



 



 Refueling Policy  
 

o For Long and Short Term Rentals, renters are responsible for returning their vehicle 
with the same level of fuel that the vehicle had when it was picked up.  

 
o Although renters are still required to refuel their vehicle before returning, Enterprise 

will charge market fuel prices for vehicles returned without refueling (market fuel is 
an average price of gas stations in the rental area).  
 

• Renters are not allowed to pre-pay for fuel and the refueling by Enterprise should 
only occur during an emergency situation.  The posted “pre-pay” amount is not 
the rate that will be charged for Market Fuel Prices.  Enterprise has blocked this 
option from our Accounts. 
 

• The renter will be responsible for submitting a Vehicle Justification Form to the 
State Controllers Office explaining why there are additional charges.  
 

• Justification form must be signed by the car renter’s Supervisor and submitted to 
your Accounting contact to attach with your AMEX BTA reconciliation.  

 
http://www.documents.dgs.ca.gov/ofa/Travel/CarRental/SCOforRentals7-11.pdf 
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 Enterprise Point of Sale (POS) Pilot Program 
 
o Point of Sale Billings 

 
o Simplifying Toll Billing 

 
o Volunteer Departments 



 

There are exclusions to the insurance coverage provided by Enterprise as 
part of the Contract. Some common or well known exclusions: 

 
 Willful or wanton misconduct on the part of the driver 
 
 Being under the influence 

 
 Using the rental vehicle in a crime 

 
A couple exclusions you may not be aware of:   
 
 Operation of vehicle outside the continental US - International Car Rental 

Insurance  
 

 Roof damage to Box Trucks or Large Passenger Vans 
  
 
 
 

 
 
 
 
  
 
 



 Uninsured Damage: 
Enterprise will send the state Agency that rented the vehicle a bill for the damage to the rental 
truck/vehicle.  It is then that specific state departments responsibility to pay Enterprise Rent a 
Car directly for the truck/vehicle damage out of their respective fleet / vehicle / maintenance 
budget. 
  
The state department renting the truck would still need to fill out the STD. 270 Vehicle 
Accident Report, report the accident to your fleet manager and Office of Risk and Insurance 
Management, and then report the accident immediately to Enterprise Rent a Car so they can 
then assess the damage and determine if the rental truck/vehicle needs to be removed from 
rental service and if a new one needs to be provided to the state department.   
 
 
http://sco.ca.gov/ 
 
 
Make sure you check with your Department for their Policy regarding the purchase of 
insurance coverage for any vehicle that has insurance exclusions. 
 

 

http://sco.ca.gov/


 American Express 
o Business Travel Accounts 

• Help Desk Telephone Numbers 
• Payment Overnight Delivery 
• Program Administrator (PA) Access 

• If your Department PA is on file – PA calls American Express Help Desk                                                                
for any access/PA changes or additions 

• If no Department Program Administrator on file – Alert your Statewide 
Travel Program contact who will work with American Express on any                                      
or access/PA changes or additions 



 Keep your Government Card Program Healthy 
o @ Work online program management for government cards 
o Management of card activity – cancel, suspend, assign limits, credit 

balance refunds, update information and more 
o Customized reporting allows you to monitor card member spend 

 Government Card Best Practices 
o Monitor spending – ensure card is utilized for business use only 
o Run monthly reports to identify delinquent accounts 
o Send notifications to past due card members  - 30, 60 and 90 days 

delinquent 
o Collect government cards from employees who leave the 

department (transfers, position changes, retirement) 
 
 



 As Program Administrators (or Travel Coordinators), it is your 
responsibility to monitor your Department Government 
Cards. 
o Monthly delinquency & activity reports 
o Delinquency notifications to card holders 
o Assisting STP with cardholder account problem resolution 

 
 
 



 Government Cards are to be utilized for business travel use 
only— no personal expenses! 
 

 Effective November 1, 2013,  new limits and restrictions will 
be placed on all Government Cards 
o Maximum Monthly Retail Limits - $500  
o Maximum Monthly Spending Limits - $5000 
o Abuse and Delinquencies 

• Cancellation after 3 delinquencies of 60 days 
• Amex will not issue new card to previous government card abusers 



 Process and Steps for Submitting the Application 
1. Employee submits completed hardcopy government card application 

to department Program Administrator.  (Program Administrator keeps 
the application on file) 
 

2. Program Administrator reviews application for completeness and signs 
if complete.  (Also reminds employee that card is for business use only 
and of employee’s payment liability) 
 

3. Program Administrator provides employee with Government Card 
Employee Agreement 
 

4. PA submits electronic card application through Amex @Work 
 

5. If approved, Amex issues Government Card to employee 
 If denied, PA and employee receive notification 





Company and the Applicant (a) request that a Corporate Card 
be issued to the Applicant on the Company's account,  
(b) authorize the receipt and exchange of credit information on 
the company and the Applicant, (c) agree to be bound by the 
Agreement sent with the Card and by the Agreements covering 
Corporate Card related programs in which the Applicant is 
enrolled, and (d) agree that the Corporate Card will be used for 
business or commercial purposes only. The Applicant (a) 
authorizes American Express to notify the Company if this 
application is declined or if spending restrictions are applied 
to the Corporate Card, and (b) agrees to be liable for payment 
to American Express of all amounts charged to the Corporate 
Card.   





Servicing, Statements and Payments 
  

For Program Administrators looking to maximize their 
company’s Card Program performance and help drive 
business success, American Express @ Work provides 
the tools needed to help minimize financial exposure, 
support employees on the road and assist senior-level 
decision making. 

 
 Minimize exposure: Mitigate risk by implementing and 

enforcing policies that meet your company’s unique 
needs 

 Support employees: Empower your colleagues to 
manage their expenses and keep business moving 
forward whether at the office or on the road 

 Assist decision-making: Help drive the success of 
your business by providing senior management with 
company-wide spending information 
 
 

 

 
 



 Process Applications: 
• Program Administrator Initiated Card Application 
• Employee Initiated Card Applications 
• Program Administrator Review of Pending Card 

Applications 
• Guarantee Declined Application 

 
 Manage Card Accounts: 

• Cancel Cards 
• Reinstate Cards 
• Replace Card 
• Transfer Card Accounts between Basic Control 

Accounts 
• Suspend/Unsuspend A Card 
• Change Limits on Card Accounts 
• Change Accounting Information 
• Update Address Information for Existing 

Cardmembers 
 

Monitor Cardmember Activity: 
• View Cardmember Billed and Unbilled Charges 
• Request Credit Balance Refund  

 
 

Manage the Card Program: 
• View Hierarchy (structure of Card program) 
• Track the Status of Account Maintenance Transactions 
• Share Program Administrator Responsibility within 

Company 
 

Online Billing Services: 
• Online Statements (Business Travel Account and 

Corporate Purchasing Card) 
• Corporate Online Payments** 

The following program or account maintenance functions can be performed online: 



Direct link: 
http://atwork.americanexpress.com 





 

From the Card 
Accounts 
section, select 
the Process 
Applications 
link. 

 

 



Canceled Reinstate 



 





 

Quarterly Travel Coordinator Meeting 
Wednesday, November 6, 2013 

9:00 AM – 11:00 AM 
Ziggurat Auditorium  



     Tasha Wilson        Kelly May 
     (916) 376-3976   (916) 376-3991 
     tasha.wilson@dgs.ca.gov   kelly.may@dgs.ca.gov  
 
     Georgia Kattenhorn        Lori Wasson 
     (916) 376-3990                                 (916) 376-3992 
     georgia.kattenhorn@dgs.ca.gov       lori.wasson@dgs.ca.gov 
 
     Cecilia Perez-Dunn 
     (916) 376-3975 
     cecilia.perezdunn@dgs.ca.gov  
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 What would you like to see discussed/presented at future 
travel coordinator meetings? 
o Please email us at StatewideTravelProgram@dgs.ca.gov.  

 
 Travel Coordinator Meeting Survey 
 
 Visit our website at www.dgs.ca.gov/travel for more info. 

 
 Questions? 

 

mailto:StatewideTravelProgram@dgs.ca.gov
http://www.dgs.ca.gov/travel
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