
 

QUARTERLY TRAVEL  

COORDINATOR MEETING 

Department of General Services  

Statewide Travel Program 

 

Wednesday, June 10, 2015 

https://m.youtube.com/watch?v=k0lRdnNVXmc


Agenda 

 Introductions 

 STP Updates 

 MM 14-03 Updates 

 Presentation of Certificates for MM 14-03 Compliance 

 Best Practices for Airfare Cost Savings 

 Hotel:  Reminders/Tips 

 AMEX Update:  MPA vs CMC and New Contact Information 

 Enterprise Fraud Alerts 

 Extended Stay America & Wyndham Meet and Greet 

 Feature Presentation:  Anthony LaMarca, News From CalTravelStore 

 Duplicate Invoice Request 

 Service Fee Report  

 Unused Ticket Credit Report 

 New Website  

 Roundtable/Open Discussion/Q&A 



Introductions 

 Bill Amaral, Business Partnership & Travel Manager 

 Tasha Wilson, Travel Program Manager 

 

 Georgia Kattenhorn, Travel Specialist 

 Katy LaFata, Travel Specialist 

 Kelly May, Travel Specialist 

 Ceci Perez Dunn, Marketing Specialist 

 Lori Wasson, Travel Specialist 

 Jennifer Shaw, Travel Specialist 

 



MM 14-03 Updates 

 Closing out our 4th Quarter 

 

 By June 30, 2015 – 100 Departments Implemented 

 Results of the implementation 

 As of November 2014 there are more Southwest reservations on Concur 

than SWABIZ for the first time since 2011 

 All transitioned departments except 3 have Enterprise compliance of 

80% or better 

 As of March 2015 increase of hotel nights from 2,557 to 11,211 p/month 

 

 Emailed survey and compliance report 

 

 

 



KEEP UP THE GOOD WORK!! 

Victim Compensation and Government Claims Board  75% 

Food and Agriculture      65% 

Business Oversight      72% 

Housing and Community Development   73% 

Water Resources      61% 

CA Horse Racing Board     69% 

Conservation       66% 

Housing Finance Agency     60% 

Managed Health Care     62% 

Conservation Corps      61%

        

 

 

 

 



Best Practices for Airfare Cost Savings 

 Your Department should have a policy 

 For highest cost savings look at: 

 Lowest Usable Fare 

 Refundable vs. Non-Refundable 

 Routing Options 

 Flexible Flight Window 

 Advance Purchase 

 Alternative Airports 

 

 



 

Hotel:  Reminders / Tips        (1 of 2)        

  
 

To increase traveler hotel compliance: 

 Send a reminder email to travelers not booking hotels in Concur 

 Use hotel compliance reports for training purposes 

 Reward high compliance travelers 

 

 Remind travelers:  

 Be open to staying at other hotels of the same caliber in the same 

area offering state rate 

 Look in the area without narrowing the search to a specific brand 

 Provide name and address of hotel for STP review/research 

 

 



Hotel:  Reminders / Tips      (2 of 2)        

 

 Hotel and travel business is up making finding state rates more 

difficult especially in high cost areas 

 

 Hotel may only offer state rate for specific dates/days of the week 

 

 Rates don’t have to be loaded specifically in Concur 
 

 Concur pulls rates from Global Distribution System (GDS) 
 

 

 STP continues to advise and assist hotels in loading rates 
 

 Hotels not interested in loading state rates need to feel the shift 

in business to other hotels offering state rate 

 



San Francisco Hotel Updates 

2015 Large Citywide Conventions              

                

January 22 - 24, 2015   National Automobile Dealers Association, 10K+ on peak      

March 3 - 5, 2015   UBM - Game Developers Conference, 7K+ on peak        

June 26 - 28, 2015   American Library Association, 8K+ on peak         

July 13 - 15, 2015   Semicon West, 8K on peak            

August 30 - September 2, 2015   VMWare Inc, 10K on peak            

September 14 - 17, 2015   Salesforce Dreamforce, 15K on peak          

October 24 - 28, 2015   Oracle OpenWorld, 21K+ on peak            

November 7 - 10, 2015   American College Rheumatology, 9K+ on peak        

December 14 - 17, 2015   American Geophysical Union, 8K+ on peak          

                

2015 Annual Events & Festivals  

              

January 12 - 16, 2015   JP Morgan Healthcare Conference (majority of Union Square hotels sell out)  

May 16 - 17, 2015   Bay to Breakers Marathon (60,000)          

June 27 - 28, 2015   SF Gay Pride Festival (750,000)           

July 25 - 26, 2015   SF Marathon (25,000)            

August 7 - 9, 2015 (tentative)    Outside Lands Music Festival (120,000)          

September 29, 2015   Folsom Street Fair (400,000)           

October 4 - 6, 2015   Hardly Strictly Bluegrass (750,000)            

October 8 - 12, 2015   Fleet Week (1.2 million)            

October 16 - 18, 2015 

(tentative)   Nike Women's Annual Marathon (25,000)          



Meet and Greet 

Extended Stay America 
 Jason Moore 

    Key Account Sales Director 

    Military and State Government  

 

Wyndham Irvine - Orange County Airport  
 Cynthia Oglesby  

    Associate Director of Sales 
 



 

AMEX Updates            (1 of 2) 

   
1.  New @Work information (format, functionality) 

2.  Amex Representative Contact Information –   

        Shawn Campbell, 1-800-375-1535,  

 shawn.t.campbell@aexp.com 

3.  Phishing Emails 

 Notify Amex & STP via e-mail 

 Forward to:  Spoof@americanexpress.com 

 CC to:  StatewideTravelProgram@dgs.ca.gov  

 

mailto:shawn.t.campbell@aexp.com
mailto:Spoof@americanexpress.com
mailto:StatewideTravelProgram@dgs.ca.gov


 

AMEX Updates            (2 of 2) 

  
4.  Amex delinquencies 

Add full account number on front of check 

Verify payment posted (@Work) within 2 weeks 

of payment issuance 

STP audit notifications 

 1+ day per month 

 BTA and Government Card 

 Provide detailed payment information 

5.  Unidentified Warrants 

 

 

 



Meeting Planners Account (MPA/BTA) 

(Old Process)              (1 of 2)  

 State Departments were issued a MPA/BTA account 

for meetings and conferences: 
 

 MPA/BTA requires a manual process to open the account and 

allow the charges identified as “retail, shop, or mail order.” 

 

 This manual process requires you to contact American Express 

48 – 72 hours prior to an event to open the account. 

 

 The merchant/vendor submits the charge for approval, but many 

times will experience service disruptions due to the merchant 

code, i.e., retail, shop, mail order. 

 

 



Meeting Planners Account (MPA/BTA) 

(Old Process) – Continued                   (2 of 2)  

 

 American Express will need to contact the merchant and work 

directly with merchant/vendor to get the charge approved. 

 

  American Express Risk Team recently imposed restrictions on 

the MPA/BTA to avoid fraud related to retail, shop, mail order 

transactions. 

 

 This issue is being elevated for 30 days to allow State 

Departments to implement new Department Meeting Cards. 

 



Corporate Meeting Cards (CMC) 

(New Process)              (1 of 2)  

 State Departments will be issued new Corporate 

Meeting Cards: 
 

 MPA/BTA are being replaced with new Corporate Meeting 

Cards. 

 Corporate Meeting Card is an actual plastic card issued to State 

Departments for meetings, conferences and trainings. 

 Corporate Meeting Card will no longer require you to contact 

American Express to approve charges. 

 Each State Department will need to complete a new Corporate 

Meeting Card application that must be signed by the Program 

Administrator (PA) or Meeting Planner. 

 

 

 



Corporate Meeting Cards (CMC) 

(New Process) – Continued                (2 of 2)  

 

 The CMC application must be completed entirely with the 

following: 

 Department or PA name, address, phone, email, dept FEIN#, 

employee signature, PA /Manager signature 

 All CMC applications must be scanned/emailed directly to: 

Shawn.T.Campbell@aexp.com for processing. 

 For new CMC setups, estimated processing time: 10 – 14 days. 

 For existing CMC accounts who need additional cards, estimated 

processing time:  5 – 7 days. 

 Important: Corporate Meeting Cards are fraud protected if 

an actual name is listed on the card not a department name. 

 

mailto:Shawn.T.Campbell@aexp.com


American Express Corporate Meeting Card 

Application 



Enterprise Fraud Alert 

 Recent increase in fraud with Enterprise 

 Reminders: 

 Keep DBCA numbers confidential- do not post on 

Internet  

 2 forms of picture ID required 



Feature Presentation 

 

 News from CalTravelStore  
 

Presented by: 

 

Anthony LaMarca 

CalTravelStore Manager 

 

 



Service Fee Report 

 As a reminder, a new contact was awarded for TMS effective April 5, 

2015. 

 

 

 

 

 For any online transactions that require agent intervention for post-

ticketing/invoicing changes, your department will be charged the 

difference from the online to agent assisted fee. These adjusted fees will 

be notated in Vendor Name column as “MISCELLANEOUS CHARGE”. 

Additional information on these transactions can be found on the Fee 

Type column. As a reminder, there are no additional service fees for 

changes made online. 

 

Service/Description Online 

Transaction Fee 
Agent Assisted 

Transaction Fee 

Air/Rail/Car/Hotel Reservation 
$ 7 $ 12 

Hotel and/or Car Only Reservation 
$ 5 $ 12 

After Hours (Per Call) 

Business Hours: 8 am – 5 pm N/A $ 16 



Sample Service Fee Report 
a.k.a. State Activity Detail (SAD) Report 



Unused Ticket Report 

 Email will come from mis@travelstore.com 

 

 Email will be sent on or around the 18th of each 

month 

 

 Email will be sent to the individuals listed as the 

‘reports/accounting contact’ 

 

 

mailto:mis@travelstore.com


Sample Unused Ticket Report 



Invoice Requests        (1of 2) 

 Print My Invoice feature now located under “Helpful 

Travel Links” on www.caltravelstore.com  

 Automated invoice request feature still pending 

 When booking for guests travelers, please enter your 

(the travel arranger’s) email address in the area 

shown in the example below: 

 

 

 

The email address entered here is the one receiving 

the final itinerary.  

http://www.caltravelstore.com/


Invoice Requests                    (2 of 2)             

 As a travel coordinator or accounting specialist, you 

have access in iBank to run these invoice requests.  

 Select the Electronic Invoice Combined report in iBank 

located under Reconciliation Analysis. 

 In the Required Fields section, select the date range 

and date range type: Departure Date. 

 Click Show All to view Custom Filters. 

 Enter in the traveler’s last name and/or ticket number. 

 Then click Run. 

 Print a copy of the invoice.  

 

 



Electronic Invoice - Combined 



NEW CALTRAVELSTORE WEBSITE 

 

http://www.caltravelstore.com/


Questions for CalTravelStore 

Contact Information 
Anthony LaMarca, Manager 

anthony.l@caltravelstore.com 

(916) 617-3680 

 

To Transfer to a Specific Agent Call 877-454-8785 OR 916-376-3989 

Select Option “4”, then Agent Assigned Number: 

 

Astrid Griesel     #2   Karen Hill  #7 

Becky Gallagher     #3   Laura Wilson  #8 

Bill Kane     #4   Lori Lopez  #9 

Del Powell    #5   Steve McCain  #10 

Jennifer Mendisco    #6   Yvonne Crocoll  #11 

 

 

    

mailto:anthony.l@caltravelstore.com


STP Contact Information 

     Bill Amaral                                          Cecilia Perez Dunn 

     (916) 376-3998                                  (916) 376-3975 

     bill.amaral@dgs.ca.gov                       cecilia.perezdunn@dgs.ca.gov 

     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                        

Katy La Fata       Jennifer Shaw 

     (916) 376-3995        (916) 376-3977 

     katy.lafata@dgs.ca.gov        jennifer.shaw@dgs.ca.gov 

 

      

 

Main Line (916) 376-3974 

mailto:bill.amaral@dgs.ca.gov
mailto:cecilia.perezdunn@dgs.ca.gov
mailto:tasha.wilson@dgs.ca.gov
mailto:kelly.may@dgs.ca.gov
mailto:georgia.kattenhorn@dgs.ca.gov
mailto:lori.wasson@dgs.ca.gov
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mailto:jennifer.shaw@dgs.ca.gov


Upcoming Concur Trainings 

Location: Department of General Services  

 

Ziggurat Auditorium 

 June 16, 2015:                9:30 a.m. – 11:00 a.m. 

 July 7, 2015:         9:30 a.m. – 11:00 a.m. 

 July 22, 2015:                 9:30 a.m. – 11:00 a.m. 

August 4, 2015:               9:30 a.m. – 11:00 a.m. 

August 18, 2015:             9:30 a.m. – 11:00 a.m. 

 

 

 

 

 



Next Meeting 

 

Travel Coordinator Quarterly Meeting 

September 15, 2015 

9:00 AM – 11:00 AM 

Ziggurat Auditorium 



Thank You Travel Coordinators! 

 What would you like to see discussed/presented at 

future travel coordinator meetings? 

Please email us at 

StatewideTravelProgram@dgs.ca.gov  

 

 Travel Coordinator Survey 

 

 Visit our website at www.dgs.ca.gov/travel for 

more info, or www.caltravelstore.com  

 

 

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


Roundtable / Open Discussion 

Questions? 

 

Thank You! 
 

 


