Attachment #2
Vendor Contract #00000001399

State of Washington

Current Contract Information

Revision Date: August 5, 2004
	Contract number:
	12103 (replaces 07001)
	Commodity code:
	9790

	Contract title:
	Travel Services

	Purpose:
	Remove from Contract: Dikmen Travel from contract.


	Original award date:
	January 1, 2004

	Current period:
	January 1, 2004
	through:
	December 31, 2005

	Contract term:
	Not to exceed:  Six years or 12/31/09

	Contract type:
	This contract is designated as mandatory use.

	Scope of contract
	This contract is awarded to one contractor for Part I and multiple contractor(s) for Part II.

	For use by:
	General use: All State Agencies, Political Subdivisions of Washington, Qualified Non-profit Corporations, Materials Management Center, Participating Institutions of Higher Education (College and Universities, Community and Technical Colleges).

	Part I
Internet Provider of Travel Awarded to one contractor: 
	Boersma Travel Services
Jim Kimble
	Part II
Awarded to Multiple Travel Agency Services:
	See Price Sheets for qualified contractors to provide travel reservations for state employees on Part II.

	Price:  $5.00 per booking.  This price includes E-Ticket for Air Travel and if requested, Car and Hotel.  Boersma Travel is also a Travel Agent; see the listing of Travel Agencies for Pricing when you use them as a Travel Agency.  To Book-on-Line airline tickets, hotels, cars go to:  www.wabookonline.com.  Contract users must register with Boersma, by booking on-line before their first booking.

	Address:
	3368 Washtenaw Avenue, Ann Arbor, MI  48104

	Phone:
	(734) 971-3148
	Supplier No.:
	111886

	FAX:
	(734) 971-7294
	Fed. I.D. No.:
	38-3318318

	Email:
	jkimble@boersmatravel.com 
	UBI No.:
	602327243

	MBE No.:
	M3M8618688
	ARC No.:
	23566771


This page contains key contract features.  Find detailed information on succeeding pages.  For more information on this contract, or if you have any questions, please contact your local agency Purchasing Office, or you may contact our office at the numbers listed below.

	State Procurement Officer:
	Charles D. Van Hall
	Office Assistant Senior:
	Neva Peckham

	Phone Number:
	(360) 902-7430
	Phone Number:
	(360) 902-7434

	Fax Number:
	(360) 586-2426
	Fax Number:
	(360) 586-2426

	Email:
	cvanhal@ga.wa.gov
	Email:
	npeckha@ga.wa.gov


	Products/Services available:
	One-Line Travel Services Booking Part I and Travel Agency Services Part II

	Related product contracts:
	Contract No. 04298, Charge Card Services

	Minimum orders:
	One Booking

	Payment terms:
	Net 30 days (or as per the terms of the Airline and or the Hotel.

	Contract pricing:
	See Price Sheets for Contractor

	Term worth:
	$900,000.00

	Ordering procedures:
	Make bookings directly with the travel agent, airline or on-line in person, telephone, fax, email or on-line via the Internet.
See: 
[image: image1.emf]State of  Washington.ppt

and
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	Credit card acceptance:
	Contractors will only accept the state’s JP Morgan VISA Card.  See Contract No. 04298 for details related to CTA and Corporate accounts.

	Current participation:
	$315,000.00 MBE
	$270,000.00 WBE
	$315,000.00 OTHER
	$0.00 EXEMPT

	
	MBE 2%
	WBE 30%
	OTHER 68%
	Exempt 0%


Boersma Travel is a Certified MBE.
Notes:

I. State Agencies: Submit Order directly to Contractor for processing.  Political Subdivisions: Submit orders directly to Contractor referencing State of Washington contract number.  If you are unsure of your status in the State Purchasing Cooperative call (360) 902-7415.  

II. Only authorized purchasers included in the State of Washington Purchasing Cooperative (WSPC) listings published and updated periodically by OSP may purchase from this contract.  It is the contractor’s responsibility to verify membership of these organizations prior to processing orders received under this contract.  A list of Washington members is available on the Internet http://www.ga.wa.gov/servlet/PCACoopListSv contractors shall not process state contract orders from unauthorized users.

III. Contract Terms: This Document includes by reference all terms and conditions published in the original request for proposal, including Standard Terms and Conditions, and Definitions, included in the Competitive Procurement Standards published by OSP (as Amended).

	OSP Supplier:
	#7125
	Minority & Women’s Business:
#W2FO802804

	Travel Agency Name:
	Classic Connections Travel Co Inc.
	ARC #50797132

	Address:
	408 Boston St

Seattle WA  98109-2127
	TIN #911431978

	Contact #1:
	Constance L. Youel
	UBI #601152204

	Contact #2:
	Linda Kroeger
	

	Phone:
	(206) 547-7300 Toll-free number: 1-800-397-7304
	

	Fax:
	(206)547-1311
	

	E-mail:
	clasic@ix.netcom.com
	

	Web Page: 
	www.classic-connections.net
	

	Service Locations:
	N/A

	Cell Phone:
	N/A

	Credit card acceptance:
	See Attachment #1

	Item

No.
	Fee Schedule
	Each

Price

	1
	Pricing: E-Ticket Fee 1 to 2 segments
	$  30.00

	2
	Pricing: E-Ticket Fee 3 to 4 segments
	$  30.00

	3
	Pricing: E-Ticket Fee 5 to 6 segments (Including International Ticketing)
	$30.00 to a maximum of $100.00 for International tickets.

	4
	Rent-a-Car Fee
	$    0.00

	5
	Telephone Consultation Fee
	$    0.00

	6
	Hotel Fee
	$    0.00

	7
	Refund Fee
	$  10.00

	8
	Paper Ticket Fee
	$  10.00

	9
	Request for Quote Fee
	$    0.00

	10
	Hand Delivery of Ticket Fee
	$    0.00

	11
	Pass Port Fee
	$    0.00

	12
	Cancellation of Trip Fee
	$  10.00


PERFORMANCE REPORT FOR
Purchasing & Contract Administration
To OSP Customers:

Please take a moment to let us know how our services have measured up to your expectations on this contract.  Please copy this form locally as needed and forward to the Office of State Procurement Purchasing Manager.  For any comments marked unacceptable, please explain in remarks block.

	Procurement services provided:
	Excellent
	Good
	Acceptable
	Unacceptable

	· Timeliness of contract actions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Professionalism and courtesy of staff
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Services provided met customer needs
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Knowledge of procurement rules and regulations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Responsiveness/problem resolution
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Timely and effective communications
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Comments: 















	Agency:
	
	Prepared by:
	

	Contract No.:
	12103
	Title:
	

	Contract Title:
	Travel Services
	Date:
	

	
	
	Phone:
	


Send to:

Purchasing Manager

Office of State Procurement

PO Box 41017

Olympia, Washington 98504-1017

PERFORMANCE REPORT FOR
CONTRACTOR PRODUCT/SERVICE

Complete this form to report problems with suppliers or to report unsatisfactory product or services.  You are also encouraged to report superior performance.  Agency personnel should contact suppliers in an effort to resolve problems themselves prior to completion and submission of this report.

Contract number and title:  12103, Travel Services









Supplier’s name: 





 Supplier’s representative: 




	PRODUCT/SERVICE


	 FORMCHECKBOX 

	Contract item quality higher than required
	 FORMCHECKBOX 

	Damaged goods delivered

	 FORMCHECKBOX 

	Contract item quality lower than required.
	 FORMCHECKBOX 

	Item delivered does not meet P.O./contract specifications

	 FORMCHECKBOX 

	Other:
	
	

	SUPPLIER/CONTRACTOR PERFORMANCE


	 FORMCHECKBOX 

	Late delivery
	 FORMCHECKBOX 

	Slow response to problems and problem resolution

	 FORMCHECKBOX 

	Incorrect invoice pricing.
	 FORMCHECKBOX 

	Superior performance

	 FORMCHECKBOX 

	Other:
	
	

	CONTRACT PROVISIONS


	 FORMCHECKBOX 

	Terms and conditions inadequate
	 FORMCHECKBOX 

	Additional items or services are required.

	 FORMCHECKBOX 

	Specifications need to be revised
	 FORMCHECKBOX 

	Minimum order too high.

	 FORMCHECKBOX 

	Other:
	
	


Briefly describe situation: 



























	Agency Name:
	Delivery Location:

	Prepared By:
	Phone Number:
	Date:
	Supervisor:

	
	
	
	

	Address:
	Email:
	
	

	
	
	
	


Send To:

CHARLES D. VAN HALL

STATE PROCUREMENT OFFICER

OFFICE OF STATE PROCUREMENT

PO BOX 41017

OLYMPIA WA  98504-1017
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		Lowest Airfare Policy






Preferred Class of Service - Domestic 
[image: image1.wmf]
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Preferred Class of Service - International 
[image: image3.wmf]
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Time Window 
Departure/arrival time must be no more than [image: image5.wmf]


plus or minus requested time. 
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* Advance Booking 
Travel arrangements should be made at least [image: image7.wmf]


in advance. 
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Connections 
For the lowest fare, connections and stopover flights can be selected. Routing requires no more than [image: image9.wmf]


additional interim stop(s) each way. 
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Alternate Airports 
Alternate airport must be within [image: image11.wmf]


miles of desired airport to offset schedule inconvenience, and cost effective ground transportation must be available. 
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* Ticket Price Limit 
Spending guideline for price of airfare ticket is [image: image13.wmf]


per trip. 
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Air Travel Arrangements 
[image: image15.wmf]


Employees should make every effort to minimize the cost of air travel. Supervisors should closely scrutinize the estimated travel costs, the number of personnel traveling on the same trip, and the justifications for such travel. At all times, the lowest logical air fare should be used. 
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Class Upgrade 
[image: image17.wmf]


Business Class travel is only permitted on long-range International travel where either leg exceeds 8 hours flight time. (Time spent on multiple legs of a flight may be accumulated to count towards the 8 hour limit only if the layover between legs is less than 4 hours) 
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Personal Upgrades 
[image: image19.wmf]


Employees may use their personal Mileage Awards to upgrade to a higher class of service. 
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Joint Travel Regulations 
[image: image21.wmf]


JTR regulations governing the use of Business Class airline tickets must be followed. If you are unsure of what the current regulations are, please check with your travel consultant or travel administrator. 
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Unused or Partially Used Tickets 
[image: image23.wmf]


All unused or partially used tickets are to be reported to your travel administrator as soon as possible. Refunds usually are issued within 24 hours of receiving the notice. 
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Paper Ticket Reimbursement 
[image: image25.wmf]


Unless you are traveling internationally, if electronic tickets are available, the company will not reimburse you if you request paper tickets 
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Corporate Credit Card 
[image: image27.wmf]


Employee is required to use Company Credit Card for all air reservations. No personal credit cards or individual credit cards will be accepted or expenses reimbursed. 
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Preferred Airline 
[image: image29.wmf]


Employee must use Company's Preferred Airline Vendor(s) and Corporate Discount. [image: image30.wmf]
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		Car Rental Policy






Corporate Discounts 
[image: image32.wmf]The Company maintains contract and volume discounts with approved car rental companies. When it is necessary to rent an automobile, arrangements should be made through the company-approved car rental company. If cars are not available with the company- approved car rental company, other car rental companies may be used. 
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* Type of Car 
Employees traveling must request [image: image34.wmf]


cars or lower. Larger cars may be requested only when absolutely necessary. If a larger car is requested, the rationale must be explained on the employee's expense report. 
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Upgrade Car 
[image: image36.wmf]


It is allowable to upgrade the rental car one class if three (3) or more persons are traveling together. 
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Insurance 
[image: image38.wmf]


When renting automobiles from company-approved car rental companies in the U.S., employees should decline all insurance coverage offered by the car rental companies, as these rentals are covered under the agreement with the company-approved car rental companies or insured through the company's insurance carrier. 
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Outside U.S. Insurance 
[image: image40.wmf]


When renting automobiles outside the continental U.S., or when renting from non-company approved suppliers, employees should accept the insurance coverage offered by the car rental company, as these rentals are not covered under the company's insurance policy. 
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Gas Refill 
[image: image42.wmf]


Employees should always attempt to refill the gas tank prior to returning the vehicle to the car rental company or abide by the rental car company’s rule on fuel refilling. 
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Reimbursement 
[image: image44.wmf]


Copies of the car rental contact and payment receipt are required for expense reimbursement. 
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Frequent Travelers 
[image: image46.wmf]


Frequent travelers must use their company-sponsored card for payment. 
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Mileage Rate 
[image: image48.wmf]


If your personal vehicle is used, mileage will be reimbursable at the established IRS rate. The reimbursement is calculated to cover all operating costs, including gasoline, oil, maintenance, and depreciation. 

		[image: image49]






Mileage 
[image: image50.wmf]


If your personal vehicle is used, mileage incurred while on a business trip is reimbursable to the extent that the mileage exceeds normal commuting mileage (i.e., to and from home to the customary work place). 
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General Car Rental 
[image: image52.wmf]


Rental cars should be used only when the nature of the trip requires a car rental, or when renting a car for a trip is less costly than flying. Utilize public transportation such as buses, trains, shuttle services, etc. when possible. 
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Same Location Travel 
[image: image54.wmf]


When employees are traveling to the same business site, every attempt should be made to coordinate itineraries and minimize the number of cars rented. 
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Car Company Contracts 
[image: image56.wmf]


We have corporate level contracts with many car rental companies to assist us in locating the most cost effective auto rentals. Please remember to use the applicable Corporate Discount numbers when making reservations. You are encouraged to utilize other car rental companies if a cost savings will result. 
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Frequent Flyer Credits / Frequent Traveler Benefits 
[image: image58.wmf]


The Company allows the employee to benefit by personally accruing Frequent Flyer Traveler Benefits when renting a car. However, car rental decisions based solely on participation in such programs are prohibited if a lower cost can be obtained otherwise. 
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Frequent Flyer
[image: image60.wmf]


Employees will not be reimbursed for program membership fees unless they have prior approval for the memberships by their Manager or an Executive. 
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Check for Damages 
[image: image62.wmf]


Check the car for damages before taking it off the lot. If there are damages, make a note of it and have someone inspect it. 

		[image: image63]






Corporate Credit Card 
[image: image64.wmf]


Employees may not use Company Credit Card for car reservations. Employee must use a personal or individual credit card. 
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Preferred Car Vendor 
[image: image66.wmf]


Employee must use Company's Preferred Car Vendor(s) and Corporate Discount. 


		Lodging Policy






Corporate Discounts 
[image: image67.wmf]


Hotel reservations should be made through the company-approved travel agent or directly with hotels with whom the company maintains negotiated discount rates. 
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Late Arrivals 
[image: image69.wmf]


If late arrivals are guaranteed and plans are changed, the guaranteed late arrivals should be canceled to avoid charges for unused reservations. 
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Per Diem Rate 
[image: image71.wmf]


Travelers must book hotels within the company/government per diem rate, whichever applies. 
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Cancellation Policy 
[image: image73.wmf]Please read carefully the hotel's cancellation policy. If you need to cancel a reservation, please contact your travel administrator and ask for assistance. 
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Hotel Options/Distance 
Allow your consultant to suggest several hotels within [image: image75.wmf]


miles of your intended destination. 
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Corporate Credit Card 
[image: image77.wmf]


Employee may not use Company Credit Card for hotel guarantees, deposits, or reservations. Employees must use a personal or individual credit card. 
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Preferred Hotel 
[image: image79.wmf]


Employee must use Company's Preferred Hotel Vendor(s) and Corporate Discount 

		Spending Guidelines Policy






General Guidelines 
[image: image80.wmf]Spending guidelines have been established and should be considered when selecting a hotel. The spending guidelines are exclusive of Federal, State, and Local taxes. 
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* Lodging Price Per Night 
Spending guidelines for price of hotel should be [image: image82.wmf]


per night or less including all Federal, State, and Local taxes. 
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Large Cities 
For Chicago, Los Angeles, Boston, Phoenix, San Francisco, Washington DC, and New York City, a spending guideline of [image: image84.wmf]


per night has been established. 


		Entertainment Policy






Entertainment 
[image: image85.wmf]


Under the regulations of the IRS, entertainment must be directly related to the conduct of business and must include business discussions to qualify as an allowable expense. A customer must be present and involved in business discussions. 

		Meals Policy






Meal Reimbursement 
[image: image86.wmf]


Reimbursement for personal meals is allowed only on overnight and/or out of town business trips under the rules and regulations prescribed by the U.S. Internal Revenue Service. 
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Meals With Other Employees 
[image: image88.wmf]


Meals with other employees only, in your home city, are not reimbursable unless approved in advance. 
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Good Judgement 
[image: image90.wmf]All employees are expected to exercise good judgment when purchasing meals. 
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Domestic Guidelines 
Meal guidelines are [image: image92.wmf]


per day for Domestic travel. 
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International Guidelines 
Meal guidelines are [image: image94.wmf]


per day for International travel.


		Other Expenses Policy






Cab Fare 
[image: image95.wmf]


Taxi Fare - Use of Airport Bus or Limousine Service is encouraged when available. 
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Laundry / Valet 
[image: image97.wmf]


Laundry/Valet Services may be used for trips longer than five (5) business days only. 
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Airport Parking 
[image: image99.wmf]


Parking at airports is restricted to long-term parking lots. 
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Airport Parking Coupons 
[image: image101.wmf]


Use available discount coupons and investigate alternative options like shuttles or taxis. 
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Gas, tolls and parking fees 
[image: image103.wmf]


Gas, tolls, and parking fees - Long-term or off-airport parking should be used whenever available and appropriate. 
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Gratuity Expenses 
[image: image105.wmf]


Gratuity expenses should be within normal acceptable guidelines. 
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Telephone Charges 
[image: image107.wmf]


Telephone expenses should be for business related calls only. 
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Fax Charges 
[image: image109.wmf]


Fax charges should be business related only. 


		Expense Reports Policy






Expense Reports 
Expense reports are to be submitted to the appropriate accounting department within [image: image110.wmf]


days after the completion of business travel or from the date when the reimbursable business expense was incurred. 
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Frequent Travelers 
[image: image112.wmf]


Frequent travelers such as field and service personnel should submit expense reports weekly. 
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Forms 
[image: image114.wmf]


All reimbursable business travel expenses should be reported on the company's appropriate Expense Report Form. 


		Approval Policy






Expenses 
[image: image115.wmf]All expenses must be approved in writing by the employee's supervisor and/or the appropriate business unit manager. 
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Supervisor 
It is the Supervisor's responsibility to ensure compliance with the company's policy and to ensure approval of all expense reports within [image: image117.wmf]


business days of submission. 
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Process 
[image: image119.wmf]


Approved expense reports should be forwarded to the appropriate business unit's accounting department for final processing and reimbursement. [image: image120.wmf]




 HTMLCONTROL Forms.HTML:Hidden.1 [image: image121.wmf]




		International Travel Policy






Meals 
[image: image122.wmf]


Actual and reasonable meal expenses will be reimbursed. Gratuities of up to 15% may be included in the price of a meal. 
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Currency Exchanges 
[image: image124.wmf]


All currency exchanges must be properly documented. 
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Exchange Rate 
[image: image126.wmf]


Expenses should be translated at the exchange rate published by the Wall Street Journal or other recognized source on the date the expense report is completed; or you may use the exchange rate stated on your credit card statement, whichever is more convenient. 
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Rates 
[image: image128.wmf]


All International receipts should be converted to U.S. Dollars with the exchange rate used in U.S. Dollar (USD) total appearing next the foreign total on each receipt. 
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Cash Advances 
[image: image130.wmf]


Temporary cash advances may be required for International travel. Advances must be approved by the business unit Manager, Controller, or Senior/Corporate V.P. Advances must be requested in advance with the appropriate form. 


		Corporate Cards Policy






Corporate Credit Card 
Your group has access to the [image: image131.wmf]


corporate card for business related expenditures. The company maintains an agreement with this credit provider, which provides substantial benefits to the company when the card is used. 

		[image: image132]






Credit Cards 
Charges for air tickets should be charged on the [image: image133.wmf]


credit card. 
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Corporate Card 
[image: image135.wmf]


The Corporate Card must be used for business use only. Employees will be expected to use their personal credit cards for all business expenditures other than those that must be paid in cash. If your corporate card is not accepted, cash or a personal credit card should be used. 

		[image: image136]






Managers 
[image: image137.wmf]


Department Managers will determine the travel requirements of their employees and will submit corporate credit card agreements and applications to the Finance Department for all employees who are to receive a corporate credit card. 
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Other Methods 
[image: image139.wmf]


If your corporate credit card is not accepted, cash or a personal credit card should be used. 


		General Policy






Policy 
[image: image140.wmf]It is Company policy to reimburse Employees for actual, reasonable, and necessary expenses incurred in connection with Company business. Employees are expected to exercise care and prudence when incurring business expenses. 
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Receipt Policy 
Both the Internal Revenue Service (IRS) and the Company require that every transaction over [image: image142.wmf]


be documented with a receipt; however, we request that a receipt be submitted for every transaction included on the Expense Report. Further, all receipts regarding Canadian expenses must be submitted, no matter what their value. These receipts must be detailed and include GST costs. 
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Billable Travel 
[image: image144.wmf]


All billable travel and expenses must be pre-approved in writing by the customer. E-mail approvals are accepted and must include the following: purpose of trip, trip dates, and estimated costs for air fare, hotel, rental car, and other major expenses. Copies of e-mail approvals must be attached to the Expense Report when it is submitted for reimbursement. 

		[image: image145]






Non-Billable Travel 
[image: image146.wmf]All non-billable travel and expenses must be pre-approved in writing by the appropriate Manager. E-mail approvals are accepted and must include the following: purpose of trip, trip dates, and estimated costs for air fare, hotel, rental car, and other major expenses. Copies of e-mail approvals must be attached to the Expense Report when it is submitted for reimbursement. Further, a second level approval is needed if more than two employees are scheduled for a non-billable trip. 

		[image: image147]






Frequent Travel 
In general, a frequent traveler is defined as an employee who will routinely make [image: image148.wmf]


or more business trips per year. Under this system, a frequent traveler may use a corporate credit card in the Company's name for business related travel expense only. 
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Travel Authorization 
[image: image150.wmf]


Prior to any business trip, employees must complete and submit for approval a pre-travel authorization form detailing the proposed itinerary and estimated costs. The completed form must be approved by the appropriate department Manager, as designated by each department or function prior to the employee's travel. 

		[image: image151]






Oral Approval 
[image: image152.wmf]


If written approval prior to travel is not feasible, appropriate oral approval must be obtained and noted on the form. 
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Travel Agencies & Reservations 
[image: image154.wmf]


All air, hotel, and car rental arrangements must be made through the Company's authorized travel agency. Travel booked outside the company-approved travel agency will not be reimbursed. 
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Managers 
[image: image156.wmf]


Managers are responsible for ensuring the necessity, validity, and appropriateness of all expenses. 
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Employees 
[image: image158.wmf]


Employees are expected to use discretion and good judgment when spending the Company’s money, only claiming reimbursement for necessary and reasonable expenses (i.e., employees are expected neither to lose nor gain financially). 
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Reimbursed Expenses 
[image: image160.wmf]


Reimbursed travel expenses are subject to examination by the IRS. The final responsibility for satisfying the IRS that all such expenses are strictly for business purposes and are not personal in nature, and therefore, not includable as taxable income to the employee, rests solely with the employee. 
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Alternate Form of Payment 
[image: image162.wmf]


Users cannot use 'Alternate Form of Payment', which includes Invoice, Check, Miscellaneous, Purchase Order Number, Authorization Code, etc. [image: image163.wmf]
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Online Booking Engine Access Levels


The system allows three (3) access levels:  


(1) Travel Agency Site Administrator


(2) Standard (user)


(3) Administrator, and there are two (2) different levels of Administrators:


 


Agency Site Administrator - Total Access to agency information, PNR management, and Corporate Tools Admin.  This Admin can see the Travel Agency Admin section and the Corporate Tools Admin with all companies and all users, and can book for anyone in any company.  This person has access to the Travel Agency PNR Management and Site/Content management.


 


Company Travel Administrator - This Administrator can only view Corporate Tools and has access to add/delete/change policies, profiles, groups, credit cards, etc. for that single company.


 


The assignments listed below/access levels are not administrative, and their Site access level is 'Standard' User:


 


Standard User – An individual that can only ‘look and book’ for themselves.


Travel Arranger - Someone in a single Group that is allowed to 'look and book' for others in that group.  Has the ability to 'emulate' another User


 


Global Travel Arranger - Set up as a Travel Arranger in a Group, but is made a Global Manager so they can 'look and book' for all Groups in that Company.


 


Manager - Someone in a Group who is Manager of that single Group and receives e-mail notifications for 'outside' of policy, etc.  This person is a Standard User access with no Travel Arranger or Travel Administrator privileges and can only book for themselves.


 


Global Manager - Someone who is a Manager over multiple Groups and would receive notifications from multiple users in multiple Groups.  This person is a Standard User access with no Travel Arranger or Travel Administrator privileges.


Authority Level Chart






Global Manager



(All Groups)











Global Travel Arranger



(Look and Book)











Traveler







Manager



(A Group)







Travel Arranger



(Look and Book)











Company Travel Administrator











Agency Site Administrator
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Travel Manager

		

				Boersma Travel Services

				Approved Travel Arranger

		Approved Managers

		First		Last		Email Address		Phone		Group		Global

		Approved By

				Print Name		Signature						Date





Travel Arranger

		

				Boersma Travel Services

				Approved Travel Arranger

		State Agency:

		Dept. or Group:

		Travel Arranger

		First		Last		Email Address		Phone		Global Access

		Approved to Book for Travelers

		First		Last		Email Address		Phone		Group

		Approved By

				Print Name		Signature				Date
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BOERSMA TRAVEL SERVICES


State of Washington Administrative Profile






Please fax to (734) 971-7294 or mail to:







             Boersma Travel Services – Online Department










3368 Washtenaw Ave., Ann Arbor, MI 48104


Agency Name

Account Code 




Administrator Name 

Fax 



Business Phone 

Cell Phone 



Physical Address 



Delivery Address 



E-mail address 





Alternate Contact


Administrator Name 

Fax 



Business Phone 

Cell Phone 



Email Address 





Travel Policy 


Travel Administrator receives reservation and signup notifications?   Yes
 No       


Traveler receives email confirmations?  

    Yes
 No       


Allow Traveler to Add Passengers to Profile?
    Yes
 No       


Choose what actions are taken if an action item booking rule is taken;   



 Notify Manager (email)  Require Reason Code       Traveler Warning Message 


At all times, the lowest logical airfare should be used?
   Yes
 No       


If a service from the state’s approved vendors is not available, other vendors may be used?  


Airlines?


   Yes
 No       


Car Rentals?  

   Yes
 No


Hotels?  


   Yes
 No          

Does you organization have group, recruitment or symposium travel?   Yes
 No


Do you have travel arrangers?   Yes
 No
How many?      



JP Morgan & Chase Program:


   Company credit card

Card Type ______________  #___________________________ Exp. ______


Employee may not use Company Credit Card for hotel guarantees, deposits, or reservations. Employees must use a personal or individual credit card? 

   Yes
 No       


Charges for air tickets will be charged on the agencies JP Morgan & Chase?  
 Yes          No


If NO, to what will the ticket be charged?
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www.WAbookonline.com

Boersma Travel 

&

The State of Washington

Proudly Presents To You







www.WAbookonline.com

		Real Time Reservations

		Your Negotiated Rates

		Your Travel Policy

		Your Website

		$5.00 Service Fee









Boersma Travel

		Since 1945

		Innovator in Travel

		Full Service Travel Agency

		Superior Service

		Customized Website









www.WAbookonline.com

		Same Sophisticated Search Parameters As The Online Giants

		Web Fares

		Hotels.com Inventory

		State Government Rates









www.WAbookonline.com

Online Booking Engine

The State of Washington’s







Accessing 

Online Booking Engine

2 Ways to Access

From The State’s Purchasing Travel Program Page at http://www.ga.wa.gov/PCA/travel/ and then clicking on the graphic

Going Directly to www.WAbookonline.com







Accessing From





http://www.ga.wa.gov/PCA/travel/







Home Page

		Login & Register

		Flight Search & Tracker

		Advanced Flight Search

		Boersma Phone Numbers

		News

		Travel Tools

		Weather









Registering

		Name

		Passenger Type

		Email Address

		Phone Numbers

		Password

		Company or Organization

		Format

		Receive News & Updates









Login

		Email Address

		Password

		Login













Forgot Password

		Email Address

		Return User’s Password to Their Email











After Login

		Recognizes User

		Profile

		Policy









Traveler Profiles

		Web Access

		Name, Department, Title

		Address, Fax & Phone Numbers, Email

		Emergency Contacts

		Frequent Traveler Numbers

		Seat & Meal Preferences









Flight Search











Search Screen 











Retrieves Flights











Interactive

Seat maps











Flight Summary











Passenger Info











Reservation

		Payment Info

		Ghost Credit Card

		Special Authorization

		Rules

		Terms & Conditions









Reservation





		When is The Reservation Final When You Click On 









Reservation





		When is The Reservation Final When You Click On 









Confirmation











Car Search

		Negotiated Rates

		Best Rate

		Recaps

		Confirm









Hotel Search

		Remembers Information

		Search Parameters

		Location









Hotel Search

		Reference Codes to Find A Hotel Near Your Destination









Hotel Search

		Lists Rates









Hotel Search

		Hotel Information

		Enhanced Photo display









Hotel Search

		Displays Government Rates

		4 Preferred Rate Programs

		15,000 Hotels

		Hotels.com

		Negotiated Rates









Hotel Search

		Ghost Credit Card

		Accept The Terms

		To Book









Itinerary Info

		Flight

		Price

		Service Fee

		Hotel

		Car









www.WAbookonline.com

Administrative Features

The State of Washington’s







Authority Levels

		Administrators

		Managers

		Arrangers

		Travelers



Global







Authority Levels

Administrators

		View Corporate Tools

		Add/Delete/Change

		 Policy

		Profiles

		Groups

		Credit Cards

		Look and Book For Everyone









Authority Levels

Managers

		Manager of a Single Group

		Receive Email Notification

		 Outside of Policy

		Look and Book Only For Themselves

		Global Manager over Multiple Groups









Authority Levels

Arrangers

		In a Single Group

		Emulate Another user

		Look and Book Only For Others in that Group

		Global Arranger,made Global Manager they can Look & Book for all Groups in Company









Authority Levels

Arrangers

		They Can Access Their Travelers Profile Information

		The Traveler Can Access Their Information









Authority Levels

Traveler – Standard User

		Look & Book For Only Themselves









Policy Builder

		Self-Administered

		Accessible Throughout booking policy

		Varying Approval & Booking Policy

		Policy Can Be Unique To Department

		Unlimited Number of  Groups









Policy Builder

		Unique

		Unlimited

		Varying









Traveler Warning

Notification

When Outside of Policy Traveler is Warned







Traveler Warning

Notification

When Outside of Policy Manager of Group Receives Email Notification







Travel Arranger

		Unlimited Number Of Travelers

		Personal Profile Information for Each Traveler

		Traveler Can Add To Profile

		Option To Forward Itinerary Email To Traveler









Traveler Arranger

All Travelers On One Page







Conferences &

Symposiums

		Send Email To Attendees

		Notification When They Book

		Unique policy For Event

		Warning If Out Of Policy

		Ghost Credit Card

		Restrictions On Payment









Conferences &

Symposiums

Bulk Sign-In



Administrator Sets-up







www.WAbookonline.com

Boersma Travel

3368 Washtenaw Ave.

Ann Arbor, MI 48104

Hours of Operation: 9 a.m. – 5 p.m. PST

Higher Education Agent-Assisted - 888-435-7188

State Agencies Agent Assisted - 888-435-7189

Online Support - 888-835-4030

After-Hours – 800-445-3286





FLIGHTS & HOTELS
CAR RENTALS

BORANLEIY
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‘ddress [] hitps:jsecure nporta comjtravelaspilogin.asp.

If you are not already registered with State of Washingtan, please sign up.

Email Address:
Password:

™ Remember Me

@ Login

ECE R

Forgot your login ID for State of
washington?

Enter Your Email Address

@ cet Password

[ [ |8 8 Localntranet
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TRAVEL TOOLS
City Guides

LS. State Department Travel Advisaries
Centers for Disease Control and Prevention
Passports & Visas

Passport Services

Passport Applications

World Clogk/Time Zanes

Curreney Converter

Travel Documents

Driving Directions
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Register today and start experiencing your own custamized booking engine desianed far your needs, your
negotisted rates and your travel policies. If you would like to join one of our scheduled virtual training
sessions, click here.

NEWS

Boersma Travel is pleased to offer any State Agency Administrators, Group Managers, Travel Arrangers and
Travelers hands-on training of our online booking tool. The WebEx training sessions will offer you a highly
dynamic and flexible e-learning classroom available to you directly from your desktop. The s-learning
classroom will include login procedures, profiles, how to make a reservation, groups, ghost credit cards, travel
policies and how we can make it unique to your state agencies unique needs. Training Schedule January 15,
2004 - 10am PT January 29, 2004 - 10am PT To register... Full artile.

More News.

(I T
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DA

First Name:

Middle Initial:
Last Name:
Passenger Type:

Email Address:

Home Phone:
work Phone:
Password:

Confirm Password:

Gompany/Organiza

Contact:

Please complete all fields and click Sign Up to complete the signup process

N

ADULT (ADT) B
——

Home or work phone number is required.

O
)
[ (615 characters)
-—

Enter the name of your Organization/Company ‘only' if it s already a registered member with this Agency
Send email regarding special travel promotions

@ Yes, send email notification in HTML format,
€ Yes, send email notification in Plain Text format.

€' o, do ot send email natification regarding State of Washington news and updates.
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Horme > State Purchasing >

Travel Program

The travel management prograr offers a full range of services to ensure our custormers
travel with ease. The program has travel agencies, low cost airfares to mary destinations
domestic and internationai, vehicle rentals, lodging and a travel charge card. The travel "
managerent program is managed by Office of State Procurement, Department of General

Administration

= Travel Agencies <
= Airfares

= vehicle Rental

= Lodging

= Charge Cards

= Political Subdivisions

= State and Federal Regulations

mNews, Updates, and Links

= Travel Program Contacts

m who can use the program?

The Office of State Procurerment has established a nurber of travel contracts for the use by all state agencies, participating
higher education institutions, and mermbers of the Washington State Purchasing Cooperative,

= Are there any special rules to be followed before using the travel management program contracts?

Each custormer group has someone in their organization responsible for managing travel, A list of these Travel Liaisons is
available on the Travel Agencies page, and they will help you with particular questions. If you have questions about a vendor’s
services please check the contract for vendor contact information.  All the vendors in the travel program have access o a list of
annraver rstnmers and are willn in hein the hest fhey can.

& [ [ Rt mranet
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Your flight reservation has been made

Do you want to select a seat assignment now?

Add a car rental to this itinerary.

Add a hotel reservation to this itinerary.
A detailed version of your itinerary can be viewsd in the My Prafile section of State of Washington.

Your Trip Locator (PNR) is M4W6Z3 and web site itinerary number is 2134561

In order to make changes or to cancel any part of your reservation(s), you must call your travel consultant.

You can only choose seats for the following airines: American Airlines, Delta, Northwest, and United.

United Airlines, Flight 0750
Departs: Seattle-Tacama International Airport, Seattle
Arrives: Chicago-0'Hare International Airport, Chicago
Seat: SMITH/TOM

Class: Coach(T) Meal

Plane JET
Mileage (1726), Stops (), Flight Time (3.44)

United Airlines, Flight 1244

Departs: Chicaga-O'Hare International Airpart, Chicaga Date: 253N
Arrives: Washington Dulles International Airport, Washington Date: 253N
Seat: SMITH/TOM

Class: Coach(s) Meal

Plane:757

Mileae (590). Stans (). Fliaht Time (1.37)

[Eore [ [ (8 Kol ranet
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Actiress [ ] htpijjwashington travelssp.comdefau.ssp
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From: (Airport Codes)  Depart On:
Dec, 2003 7] [251]

: (firport Codes) Return On:
an, 2004 5] [1 o
@ Round Trip € one way

# of Passengers:

@A) advanced Search ovtons

Reaister with State of Washinaton

'BOOKING MAIN

FLIGHT SEARCH

Agent-Assisted Reservations
University Facility and Staff (338) 435-7188
State Agency Employees (358) 435-7189
Online Support (888) 835-4030

Book Travel Online - Bosrsma Travel is pleased to offer for the State of Washington employees a
customized real-time booking engine for your flights, hotel and car reservations. Our booking engine offers
you the same sophisticated searsh parameters of the online giants. Your negatiated rates ars loaded inta the
booking engine. Each State Agency and department can have many unique features, such as, travel policies,
ghast credit cards and an unlimited number of groups.

By booking online at wwn.Wabookonline.com we offer you significant savings on fess. As a full servics travel
agency we can also provide you agent-assisted reservations.

TRAVEL TOOLS

City Guides
LS. State Department Travel Advisaries

Centers for Disease Control and Prevention
Passports & Visas

Passport Services

Passport Applications

World Clogk/Time Zanes

Curreney Converter

Travel Documents

Driving Directions

Register today and start experiencing your own custamized booking engine desianed far your needs, your
negotisted rates and your travel policies. If you would like to join one of our scheduled virtual training
sessions, click here.

NEWS

Boersma Travel is pleased to offer any State Agency Administrators, Group Managers, Travel Arrangers and
Travelers hands-on training of our online booking tool. The WebEx training sessions will offer you a highly
dynamic and flexible e-learning classroom available to you directly from your desktop. The s-learning
classroom will include login procedures, profiles, how to make a reservation, groups, ghost credit cards, travel
policies and how we can make it unique to your state agencies unique needs. Training Schedule January 15,
2004 - 10am PT January 29, 2004 - 10am PT To register... Full artile.
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Flight Search
Flight Status

FLGHTS

Advanced

@new search

view flights by price | Build trip flight by flight

Coom ) Crsorne)

Seattle, WA - Seatte-Tacoms International Airport to Spokane, WA - Spoksne Internationsi Airport

Ghoose from the following trips

*price includes fare for all passengers requested

$117.00

United Airlines - 6306 - EMBRAER 120 BRASILIA - Stops:0 (seat map)
Departs: Seattle-Tacoma International Airpart, Seattle (SEA)
Arrives: Spokane International Airport, Spokane (GEG)

Class: Coach (T)
*This is a code sharing fight with UNITED EXPRESS/SKYWEST

United Airlines - 6306 - EMBRAER 120 BRASILIA - Stops:0 (seat map)
Departs: Spakane International Airpart, Spakane (GEG)
Arrives: Seattle-Tacoma International Airpart, Seattle (SEA)

Class: Coach (T)
*This is  code sharing fight with UNITED EXPRESS/SKYWEST

$117.00

United Airlines - 6306 - EMBRAER 120 BRASILIA - Stops:0 (seat map)
Departs: Seattle-Tacoma International Airpart, Seattle (SEA)
Arrives: Spokane International Airport, Spokane (GEG)

AS:30 AM  Date:2SIAN

At:10:29 AM Date:2SIAN suniTED
At10:44 AM Date:01FER
AUI1iS4 AM Date:0lFER suniTED

AS:30 AM  Date:2SIAN
At10:29 AM_Date:2SIAN suNiTED

|

[ T

7
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i soare Advanced Flight Search

Flight Status

Note: Flight availability and prices are not quaranteed unless you book your selections

Round Trip One Way Multiple Cities
Search By Price @ Buld Tip © € [

Departure And Destination Cities

From (dirport Codes)  Depart Date Depart Time
I [Dec, 2005 5] [EI[T [ preference B
To (pirport Codes) Return Date Return Time

I [ran, 200 5] [T E[ [ preference 5]
Passengers

11 Adults (age 12-61)
0] children (Age 2-11)

0] seniors (Age 62+)
0] tnfants (Under 2)

@ Infants In Lap C Infants In Seat

Flight Preferences

Airlines (Select up to 3) Ticket Class
“Seloct A Aines-- | [--seiect ciass
REEE 5

i arann |

I Non-stop flights only
™ avoid most change penalties

™ No advance purchase restrictions

Dore

(e T
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‘ddress [€] hit:fjwashington travelasp.comjflghts/summary.asp. H8e \U"ks ”\N“"“” AntiVius g3 ~

FLGHTS

Flight Search Flight Summary

Flight Status
@new search

Review the flight information and pricing below. Click on Rules next to the fight number below to view any rules and
restrictions.

e e (o)

Passengers Fare  Taxes Service Total
GST(01): $90.23  $2677 4500  $122.00

Flight Details

United Airlines FL 6306 (Rules)

Departs: Seattle-Tacoma International Airport, Seattle At:9:30 AM Date: wuNITED
Arrives: Spokane Internatianal Airport, Spokane At:10:29 AM Date:
Class: Coach

United Airlines FL 6306 (Rules)
Departs: Spokane International Airpart, Spakane
Arrive:

Date:

suNITED
Date:

Seattle-Tacoma International Airport, Seattle
Coach

Class:

View flights by price | Build trip flight by flight

Below are the lowest fares available fram State of Washington based on your initial search. Click Continue below if you wish |

Contains commands for working with the selected tems. Z

Bistart] | D 0 & W@ | &) ntosiline.. | 15 inbox -0u.. [T state of . 1=} Windows T, | ] tate o e, | &) Travel .. | &) eating ch. | [« M a8 s237m





2 Seating Chart - Microsoft Internet Explorer provided by Worldspan Go!

United airlines (Flight 6306)

LEGEND

B ALABLE (ETTERED A-)

@ ovauee

® vour seLecrion

@ exrrow- Reserved

2 AIRLINE ASSIGNED.

) CEEECEEEIEMEEE
B GEEEEEE B





of Washington Tra 9 osol plorer provided by Worldspan Go P[] 3

Flo £k Gew Favorkes Tod Heb|@%end| | &
Qe © - [x] 1B D s Lirovres @rese @212 & L) B
Address [2] htps/jwashingtan. travelasp.comfights/addpassengers.asp B e |unks | norton antirs 1]

FLGHTS

Elight Summary > Passengers > Add/Edit Passengers
Flight Search

Flight Status

(*) Indicates required information

Passenger 1 - Adult

B T —

Niddle Tnitial: [

LT e E—
[

Seating: No Preference

Meal Preference: Wa Preference

Assistance: Wa Preference

Please make sure the name above matches the name on the frequent traveler account(s) below. Confirm your frequent flyer information when you
check in at the airport. (Add/Edit Accounts)

united ailines [
Come)

I N Coca et
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Actiress [ ] htpijjwashington travelssp.comdefau.ssp
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From: (Airport Codes)  Depart On:
Dec, 2003 7] [251]

: (firport Codes) Return On:
an, 2004 5] [1 o
@ Round Trip € one way

# of Passengers:

@A) advanced Search ovtons

FLIGHT SEARCH

User: Tom Smith
Company: Washington State University

'BOOKING MAIN

Agent-Assisted Reservations
University Facility and Staff (338) 435-7188
State Agency Employees (358) 435-7189
Online Support (888) 835-4030

Book Travel Online - Bosrsma Travel is pleased to offer for the State of Washington employees a
customized real-time booking engine for your flights, hotel and car reservations. Our booking engine offers
you the same sophisticated searsh parameters of the online giants. Your negatiated rates ars loaded inta the
booking engine. Each State Agency and department can have many unique features, such as, travel policies,
ghast credit cards and an unlimited number of groups.

By booking online at wwn.Wabookonline.com we offer you significant savings on fess. As a full servics travel
agency we can also provide you agent-assisted reservations.

TRAVEL TOOLS

City Guides
LS. State Department Travel Advisaries

Centers for Disease Control and Prevention
Passports & Visas

Passport Services

Passport Applications

World Clogk/Time Zanes

Curreney Converter

Travel Documents

Driving Directions

Register today and start experiencing your own custamized booking engine desianed far your needs, your
negotisted rates and your travel policies. If you would like to join one of our scheduled virtual training
sessions, click here.

NEWS

Boersma Travel is pleased to offer any State Agency Administrators, Group Managers, Travel Arrangers and
Travelers hands-on training of our online booking tool. The WebEx training sessions will offer you a highly
dynamic and flexible e-learning classroom available to you directly from your desktop. The s-learning
classroom will include login procedures, profiles, how to make a reservation, groups, ghost credit cards, travel
policies and how we can make it unique to your state agencies unique needs. Training Schedule January 15,
2004 - 10am PT January 29, 2004 - 10am PT To register... Full artile.
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Reservations

Payment Information

The credit card must belong to one of the passengers. The Billng Address information must match the address for the specified credit card account.

Saved Credit Cards =
Company Cards
@ P Chase Margan

Authorization Code And Company/Department Information

Company: Washington State University

Group/Department: [General
Autharizatian Cade: (Purpose of Trip code, Purchase Order, stc.)

Special Requests/Instructions

Camments:
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Delivery Options

Paper Tickets require an additianal $35.00 fee based on the specific airine's charges. The delivery address must be the same as the billing address
Eticket @

Paper °

Contact Information

Contact Phone (Required)
(734 71 Joazo

Cell Phane

o

Email Address (Required)
[comments@bosrsmatravel.d
@ Himl Format

© Plain Text

© Do Nt Send an Email

Rules Confirmation

United Airlines FL 0750 (Rules)
United Airlines FL 1244 (Rules)
United Airlines FL 0923 (Rules)
United Airlines FL 0189 (Rules)

€ Ihave read and agree to all the rules and restrictions of the fare for the itinerary being purchased and ticketed by Boersma Travel - 1.877.7TRAVEL, I have
also read and accept the Terms of Service for uss of the Boersma Travel website.
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car search

Add a car to Itinerary 2134561 (PNR Locator M4W621). Start with a new itinerary.
Note: If you will be booking flights on your itinerary, they must be baoked before cars or hotels.

Pickup (Airport Codes) Pick-up Date Pick-up Time

[ia [ram, 2004 S [25H [ [imazem H
[EErr—

The Drap-off lacation defauls ta the Pickup lacation.
Drop-off (Airport Codes)  Drop-off Date Drop-off Time

[ia [Feb, 2000 S| [T & 7] [izasem  E

Company (Selectup to3)  Car Class
“No Preference- —Ho Preference— ]

ace
dvantage
lamo
americar

Corporate Discount
Best Rate- 1] =

*Best Rate does not reflect corporate rate.
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tic Company:

GARs

car search

Add a car to Itinerary 2134561 (PNR Locator M4W621). Start with a new itinerary.

(@ click Select below to choose a rental car
(®)new Search

249.00/Weekly Rate

BUDGET (2D)
Compact, Car, Automatic, Air
Terminal (counter in airpart terminal)

255.00/ Weekly Rate

BUDGET (2D)
Intermediate, Car, Automatic, Air
Terminal (counter in airpart terminal)

267.00/Weekly Rate

BUDGET (2D)
Ful size, Car, Automatic, Air
Terminal (counter in airpart terminal)

363.00/Weekly Rate

BUDGET (2D)
Standard, 4 Wheel dr, Automatic, Air
Terminal (counter in airpart terminal)

365.99/Weekly Rate
BUDGET (2D)

Washington State University

User: Tom Smith

GAR RENTAL SEARCH

Pickup Location
i

Dropoff Location
i

Pick-up Date.
an, 2004 3] [25 ]
Pick-up Time
iiazeM o

Drop-off Date ||
Feb, 2004 7] [1 ]

Drop-off Time
1246 PM o]

Car Class
Compact 7

Company (Select up to 3)
o Preference:

ace
dvantage
lamo
americar

Corporate Discourt
foudet
o)

N
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BUDGET (2D)

Pick-up:

25340

Washington Dulles International Airpart, Washington(1D)

Vehicle Type
Campast, Car, Automatic, Air Conditianing

Rules

Hours Of Operation
SUN 251AN OPEN 24 HOLRS SUN D1FEB OPEN 24 HOLRS

Free Miles
Unlimited free miles

Mileage Charge
Ho mileage charge

Guarantee Information
GUARANTEE NOT REQUIRED

Minimum Rental
1DAYS

Maximum Rental
30 DAYS

Pickup Time Information
EARLIEST-N/A LATEST-N/A

Latest Return
WA

Rate Guarantee
365 DAYS FROM BOOKING DATE

General Information
STATE WASHINGTN

ONE WAY RENTAL ALLOWED .DROP FEE MAY APPLY
CREDENTIALS REQUIRED FOR RENTAL,

THE MINIMUM RENTAL PERIOD IS 001 DAYS

Drop-off:
o1Fen Budaet

Washington Dulles International Airpart, Washington(1D)

Dore

(e T





COMPLETE RESERVATION




3 State of Washington - Microsoft Internet Explorer provided by Worldspan ... JBIIEI |

Reference Codes

Ref Point, Distance Ref Code
COMMERCE DEPARTHMENT 0 C comrpe
INTERIOR DEPARTHMENT 0 1 InTERA
INTERSTATE COMMERCE COMMISSION 0 1 InTERS
WHITE HOUSE 0 T THEWHI
DIAL-AN-EVENT 0 * D DlaLaN
DISTRICT OF COLUMBIA CHAMBER O 0 D pIsTRL
DULLES NATIONAL AIRPORTS INF 0 * N NAINFO
WHITE HOUSE 0 T THEWDC
WASHINGTON MONUMENT 0 W WASHDR
KOREAN WAR VETERANS MEMORIAL 0 * K KoREN
FRANKLIN D ROOSEVELT MEMORIAL 0 * F FRANKK
TRINITY COLLEGE 0 * T TRINDC
DISTRICT OF COLUMBIA - NIV, 0 0 * D DIsTDC
GALLAUDET UNIVERSITY 0 * G GhLLAY
GEORGETOWN UNIVERSITY 0 * G GEORDA
MOUNT VERNON COLLEGE 0 * M Mounpe
SOUTHEASTERN UNIVERSITY 0 * § soutpe
STRAYER COLLEGE 0 * § STRAYE
INTL. TRADE CENTER 0 * 1 T
FBI HEADQUARTERS 1€ F FeIHEA
FEDERAL TRADE COMMISSION 1€ F FEDEDC
HEALTH HUMAN SERVICES 1€ H HEALTH
JUSTICE DEPT, 1€ wstic
LABOR DEPARTMENT 1€ L LaBORD

STATE DEPARTMENT 1w S STATED





€] http: fwashington travelasp.comjhotels/default asp.

IR Lshnnn s Dot

D Genprat AumEEs

State of Washington is processing your request.

Please wait
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HOTELS

Hotel Reservations

Company: Washington State University

Add a hotel to Itinerary 2134561 (PNR Locator M4W621). Start with a new itinerary.

(®)search Again

Select the hotel below to view pricing and availability information.

Name / Address Distance
MARRIOTT DULLES AIRPORT
45020 Aviation Drive, 1 (nE)

Dulles DC 20166 US

HILTON DULLES AIRPORT

13869 Park Center Road, G
Herndon VA 20171 US

CANDLEWOOD SUITES HERNDON

13845 Sunrise Valley Drive, 2 (E)
Herndon VA 20171 US

DAYS HOTEL CONFERENCE CENTER

2200 Centreville Road, 3
Herndan VA 20170 US

HAMPTON INN WASH DUL AP N
45440 Holiday Drive, 3 (E)

Price Range

149.00 - 214.00

67.00 - 302.00

75.00 - 150.00

109.00 - 232.18

89.10 - 129.00

User: Tom Smith

HOTEL SEARGH

Airport Code
iaD

City Name.

state (US onl
—Select State—— ]

Countr,
—Select Country— ]
Check-in Date

an, 2004 3] [25 5]

Check-out Date
Feb, 2004 7] [1 ]

srooms T3]
sagues [
#chitdren [0
(e )

(I T
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HOTELS

Hotel Reservations

MARRIOTT DULLES AIRPORT
45020 Aviation Drive , Dulles , DC

Map - Directions
Phone: 703-471-9500
Taxes: 9.5 %

o Check Availability
o Book It

Amenities

All Rooms - Air Conditioning Data Port Interior Corridors
Private Bath Or Shower Hair Dryer Ironing Bd/Trouser Pres

Off Site - Train Access

On Site - Business Center Banquet Faclity Business Services
Conference Rooms Concierge Desk Exec Floor/Club Level
Exercise Faciity Free Parking Indoor Pool Elevator Outdoor
Pool Jacuzai/Hot Tub Lounge/Bar Laundromat Tennis Courts
Sauna Restaurant Wheelchair Access Elev Raom Service

Some Rooms - Wheelchair Accessible Handicap Raoms
Connecting Rooms Non-Smoking Rooms

Company: Washington State University
G

ATTRAGTIONS

Attraction: Distance
(mi

Reston Town s

Center

Wolf Trap Cultural s

Center

Sully Plantation s

Capital Expo 6

Center

Bull Run Natl Park 15

Manassas 15

Battlefield

Nissan Pavillon 18

Center

Arlington National 25

Cermetery

National a0

Monurments

Union Station- a0

[Eore

(I T

N
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Hotel Reservations oLvmpIa
December 18, 2003 18:47:04.95
Current  539F 3
Add a hotel to Itinerary 2134561 (PNR Locator M4W621). Start with a new itinerary. Thu Hi SOF Lo 30°F

Fri Hi S19F Lo 409
Sat Hi 489F Lo 379F

Note: If you will be booking flights n your itinerary, they must be baoked before cars or hatels

Sun Hi 489F Lo 350
Search by Airport Code or City
Mon Hi 469 Lo 36°F
sirport Code: ook up) addtional options
)
“on- Search within [15 miles ] of City OR Airport
City Hame -oR-
Zip code:
State (US ont o
T attraction: o0k up)

Country (Non US Ol
—Select Country— B

General Info

check In chck out
san, 2003 5 [5] [70 eb, 2004 = [T o [0
Hotel Chain

o Preference
ACCOR HOTELS
ADAMS MARK HOTELS

AL SUITES HOTELS C-0 VIP RES
ALLEGRO RESORTS MKTG CORP

Rooms Aduts Children

(e T
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Hotel Reservations

Please click Add a Frequent Guest Account if you have an account with this hotel and would like to include your Frequent

Guest Number with this booking

Add or Edit a frequent quest account

Smaking Preference No Preference

GOVERNMENT RATEG

Price per night
Tax
Total per ight;

GOVERNMENT RATEG

Price per night
Tax
Total per ight;

STATE GOVERNMENT RATEG

Price per night
Tax
Total per ight;

STATE GOVERNMENT RATEG

(Rules) Select this room ()
$150.00
$21.75

$171.75

(Rules) Select this room ()
$150.00
$21.75
$171.75

(Rules) Select this room ()
$150.00
$21.75
$171.75

room ()

(Rules) Select thi

|

Dore

(R T
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Reserva

Payment Information

The credit card must belong to one of the passengers. The Billng Address information must match the address for the specified credit card account.

Saved Credit Cards

Personal Cards (Save 3 new credit card to your profile or edit an existing card)
There are na credit cards saved in your persanal prafile

Company Cards

@ P Chase Margan

Specify A Credit Card Below

€ Specify a credit card below

Credit Card Type Name (On Credit Card)
Select Card Type-— ] [Tom Smith 1]
Card Number Strest Suite/Apt#.

Expiration Date city State/Province Zip Code

[oec ol [2003.5] I I I

€ Ihave read and agree to all the rules and restrictions of the fare for the itinerary being purchased and ticketed by Boersma Travel - 1.877.7TRAVEL, I have
also read and accept the Terms of Service for uss of the Boersma Travel website.

I T —





Fle Edt Vew Favortes Toos Help  @Send|

Qe - () - (%] 2] 1| seh S cravortes @Prede €| - - @ -] B

Adefress [[2] htps: jsecure.nporta.comjtravelaspjreservation.asp ] B e |unks | norton antirus
‘You can only choose seats for the following airlines: American airlines, Delta, Northwest, and United
United Airlines, Flight 0750
Departs: Seattle-Tacoma Internatianal Airport, Seattle Date: 25340
Arrives: Chicago-O'Hare International Airport, Chicago Date: 25340
Seat: SMITH/TOM
Class: Coach(T) Meal:
PlaneJET
Wileage (1726), Stops (), Flight Time (3.44)
United Airlines, Flight 1244
Departs: Chicago-O'Hare Internatianal Airport, Chizaga at: 9:05 P Date: 25340
Arrives: Washington Dulles International Airport, Washington At1142PM Date: 259N
Seat: SMITH/TOM
Class: Coach(S) Meal:
Plane:757
ileage (590), Stops (), Flight Tirme (1.57)
United Airlines, Flight 0923
Departs: Washington Dulles International Airpart, Washingtan At 1246PM  Date: 01-FER
Arrives: Chicago-O'Hare International Airport, Chicago At: 1343 PH Date: 01-FEB
Seat: SMITH/TOM
Class: Coach(S) Meal:
Plane:757
ileage (590), Stops (), Flight Tirms (2.03)
United Airlines, Flight 0189
Departs: Chicago-O'Hare Internatianal Airport, Chizaga at: 250 P Date: 01-FEB
Arrives: Seattle-Tazoma International Airport, Seattle At 5110 PH Date: 01-FEB
Seat: SMITH/TOM
Class: Coach(T) Meal:

N
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car Rental Informat

BUDGET (2D) - Confirmation Number 40699628US4
Compact, Car, Automatic, Air

Rate Information

$249.00 - USD (WK)
Hileage: UNL

Pickup/Drop-off Information
Washington Dulles International Airport, Washingtan (T)
Local Phane: 703-437-9559

Pick-up Drop-off.
25340 oL-FER
114z P 12:46 P

Driver Information
SMITH Tom
Corp Discount Number: T356320

Hotel Information

HILTON USA-THE CAPITAL HILTON
1001 16TH STREET
WASHINGTON DC 20036

Ph: 202 393 1000
Fxi 202 639 5784

Canfirmation #: 3173325525

Room Information

Guest Nome: | SMITHToM

Rooms reserved: 001

Room Rate: 150.00{USD)

Check-in 2538 - 1500

Check-owts  ou/reB - 1200

Room Type:  AGDAZA

Descripton

Cancellstion: 4PH CKL ON ARR DATE

=
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air Travel
‘Auto Rental
Lodging

Meals

Appr. Expenses
Reimbursement
Exp. Approval
Tntl, Travel
Corp. Cards
Gen. Policies

View Policy
Corporate Main

Corporate Home > Policy Builder > Air Travel

Lowest

are Policy

preferred Class of Service - Domestic
select policy 5]

Preferred Class of Ser:
select policy 5]

e - International

Time Window

Departure/arrival time must be no mare than [select pafiey 5] plus or minus requested time

* Advance Booking

Travel arrangements should be made at least [select pafioy 5] in advance.

Connections

User: Deanna Kierczak (LLOSONT)

"CORPORATE

For the lowest fare, connections and stopover flights can be selected. Routing requires no more than [select poliey ] additional

interim stop(s) each way.

(I T
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EE

Ghoose from the following trips

*price includes fare for all passengers requested

$592.00 [EXCEEDS POLICY - $400.00 per passenger]

America West Airlines - 27 - AIRBUS INDUSTRIE (ALL SERIES) - Stops:0 (No Seat Map)
Departs: Detrait Metropolitan Wayne County Airpart, Detrait (DTW)
Arrives: Phoenix Sky Harbor International Airport, Phoenix (PHX)
Class: Coach ()

America West Airlines - 60 - BOEING 757 (ALL SERIES) - Stops:0 (No Seat Map)
Departs: Phoenix Sky Harbor International Airport, Phoenix (PHX)
Arrives: Seattle-Tacoma International Airpart, Seattle (SEA)
Class: Coach (W)

America West firlines - 558 - AIRBUS INDUSTRIE - SPECIAL VERSION - Staps:0 (No Seat Map)
Departs: Seattle-Tacoma International Airport, Seattle (SEA)
Arrives: Phoenix Sky Harbor International Airport, Phoenix (PHx)
Class: Coach (B)

America West Airlines - 232 - AIRBUS INDUSTRIE (ALL SERIES) - Stops:0 (No Seat Map)
Departs: Phoenix Sky Harbar International Airpart, Phoenix (PHX)
Arrives: Detrit Metropolitan Wayne County Airport, Detroit (DTW)
Class: Coach (B)

$1,664.32 [EXCEEDS POLICY - $400.00 per passenger]

Northwest Airlines - 215 - BOEING 757 (ALL SERIES) - Stops:0 (seat map)
Departs: Detrait Metropolitan Wayne County Airpart, Detrait (DTW)
Arrives: Seattle-Tacoma International Airpart, Seattle (SEA)
Class: Coach (Y)

Northwest Airlines - 212 - 753 - Stps:0 (seat map)
Departs: Seattle-Tacoma International Airpart, Seattle (SEA)
Arrives: Detrait Metropolitan Wayne County Airport, Detroit (DTW)
Class: Coach (Y)

$1,664.32 [EXCEEDS POLICY - $400.00 per passenger]

Northwest Airines - 211 - 753 - Stops:0 (seat map)

Detror, T - Detrort Metropontan Wayne Courty AToort o Seatils, WA - Seatie-Tscom Tnternations] AToor

AuBi1S AM
at9:28 AM

0:15 A
16 PM

AUBILS AM  Date:130CT
At10:59 AM Date:130CT

At12:07 P Date:120CT
AGLISIPM  Datei120CT

Meal:Lunch

At12:40 P
At7i53 PM
Meal:Lunch

CONTINUE

I —

I —

I —

I —

CONTINUE

CONTINUE
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Corporate Main  employee Setup for Washington State University

Clients
Search Fill out the names and email addresses to setup your employee's accounts.

Department for this group:

General 3

Email Address Password _ FirstName _Last Name _GDS ID

L. [reminga@boersnftravel [Linda [Rerminga. [

2. [ksachs@boersmefravel [kathieen [sachs [

3. [oersmatravel com [ravel [Jahn [Futler [

4 [oersmatravel com [iravel [Jim [Kimble [

s [ [ [ [

o [ [ [ [

4 [ [ [ [

e [ [ [ [

o [ [ [ [

o] [ [ [ [

The Message that they wil

You have been approved to book travel on behalf of Washington State
University on the State of Washington site.

receive:

Your account was setup by Deanna Kierczak
(dkiercaak@boersmatravel.com). You can contact Deanna if you have any
questions

Visit State of Washington to login and start booking your trips.

Add your comments to accompany the standard message:
[This 1o for test purpased] =]

(I T
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From: (Airport Codes)  Depart On:
Dec, 2003 7] [261]

: (firport Codes) Return On:
an, 2004 5] [z o
@ Round Trip € one way

# of Passengers:

@A) advanced Search ovtons

User: Kathleen Sachs
Company: Washington State University
Book for Others

'BOOKING MAIN

FLIGHT SEARCH

Agent-Assisted Reservations
University Facility and Staff (338) 435-7188
State Agency Employees (358) 435-7189
Online Support (888) 835-4030

Book Travel Online - Bosrsma Travel is pleased to offer for the State of Washington employees a
customized real-time booking engine for your flights, hotel and car reservations. Our booking engine offers
you the same sophisticated searsh parameters of the online giants. Your negatiated rates ars loaded inta the
booking engine. Each State Agency and department can have many unique features, such as, travel policies,
ghast credit cards and an unlimited number of groups.

By booking online at wwn.Wabookonline.com we offer you significant savings on fess. As a full servics travel
agency we can also provide you agent-assisted reservations.

TRAVEL TOOLS

City Guides
LS. State Department Travel Advisaries

Centers for Disease Control and Prevention
Passports & Visas

Passport Services

Passport Applications

World Clogk/Time Zanes

Curreney Converter

Travel Documents

Driving Directions

Register today and start experiencing your own custamized booking engine desianed far your needs, your
negotisted rates and your travel policies. If you would like to join one of our scheduled virtual training
sessions, click here.

NEWS

Boersma Travel is pleased to offer any State Agency Administrators, Group Managers, Travel Arrangers and
Travelers hands-on training of our online booking tool. The WebEx training sessions will offer you a highly
dynamic and flexible e-learning classroom available to you directly from your desktop. The s-learning
classroom will include login procedures, profiles, how to make a reservation, groups, ghost credit cards, travel
policies and how we can make it unique to your state agencies unique needs. Training Schedule January 15,
2004 - 10am PT January 29, 2004 - 10am PT To register... Full artile.
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Aderess [[2] htp:/jwashington. travelssp.comjcorporateertangerselect asp

V2 parimntol__— User: Kathleen Sachs

Casour)
Company: Washingtan State University (LPAOFILE |
Quzwe)

Book for Others

Arrange Travel for Another Indi

ual
Gompany: Washington State University
Group: General

You are authorized to book travel for the individuals listed below.
Click on a name in the list to book travel for that individual

Name Book Travel Group  Email Address

John Fuller BOOK  General (ifuler@boersmatravel.com)
Jim Kimble BOOK  General (jkimble@boersmatravel.com)
Linda Reminga BOOK  General (Ireminga@boersmatravel.com)
Kathleen Sachs BOOK  General (ksachs@boersmatravel.com)
Tom Smith BOOK  General (comments@boersmatravel.com)

I N Coca et





olicy Notificatio =18 x|

[t th ottt a
J & & w | - X 0 O

Rey Ryl Foerd | e voe | proveus e | addees

T e

Dat

Manday, October 27, 2003 1:24 PH
comments@boersmatravel.com
Boersma Travel Policy Notication

BOERSMA TRAVEL

["ewaiL |

Boersma Travel Policy Notification

Notification of Travel Policy Deviation
You are receiing this email because a travel reservation has been made which falls outside of your corpany's travel policy, and you are listed as the company or
department manager. Please review the following reservation immeiately. Should you wish to cancel this reservation, immediately call Boersma Travel at 677-7-TRAVEL

Name of Traveler: Moe Tell
Type of Reservation: Flight

Folicy $200.00
Booking: $597.50
Reason Given: Traveling |

Hinerary:

Delta Air Lines, Flight 5806

Departs: Cincinatti/Northern Kentucky International Airport, Covington 2:40PM  Date: 03-NOV.
Arrives: Houston Intercantinental Airpart, Houston 12 pM Date: 03-NOV
TELL/MOE

Class: Coach(M)

Delta Air Lines, Flight 5805

Departs: Houstan Intercantinental Airpart, Hauston At 10:47 AM  Date: 10-NOV








