Minutes

Department of Commerce
eTravel Deployment Workgroup (Policy) Meeting

HCHB, Room 4830

April 21, 2005

11:00 a.m. – 12:00 p.m.

 

Attendees Present:

Pam Switek (OS/OAS), Elaine Russell (Census), Theresa Hollowell (OAS/TMD), 

Tom Hollmer (PTO), Gerrie Tzul (OAS/TMD), Rhonda Jackson (OAS/TMD), 

Daniel T. Frank (GSA eTravel PMO), Avery Smith (eTravel PMO), Tom Murphy (EDA), Hamilton Humes (ITA), Dana Gray (EDS), Rachael Wivell (NOAA), 

Pat Oliver (NOAA), Brenda Barth (NOAA), Karen McBride (OS/OFM), 

Jim Woods (OS/OAS).

Introductions were made, and a signed roster of attendees was established.

Jim Woods opened the meeting by introducing the facilitator Rachael Wivell and turning the meeting over to her. 

The following items were identified as necessary for effective meetings:

a. Establish weekly two-hour working meetings.

b. Ensure that each bureau is properly represented.

c. Each representative should be able to make policy decisions on behalf of their bureau. 

Jim Woods suggested that, prior to getting started, the group should establish and prioritize eTravel polices.  In addition, he suggested the group select 2-3 three policies at a time and circulate for comment.  This is a perfect opportunity to standardize policy across the Department. 

GSA/PMO was asked to obtain and share information regarding established business rules and policies in other Federal agencies.  Two of those agencies include USDA and NSF.  

Split Disbursement:   Questions were raised regarding how the Department will handle the  payment of per diem and lodging expenses on the travel card.  Split disbursement, where payment is sent to the traveler for per diem and directly to the hotel for lodging expenses, will require an MOU between DOC and Citibank.

Jim Woods asked that the GSA PMO provide us with the best practices of other agencies regarding split disbursements. 

Closing:  

Rachael Wivell proposed that she and Pat Oliver prepare and circulate draft policy to bureau representatives for review and comment.  At the next meeting the group will prioritize the policies and select a few to begin working on.

Jim Woods suggested that we review the format(s) from other agencies as a possible template for communicating DOC eTravel guidelines.  In addition, that Rachael Wivell is the primary contact for future meetings, calls, etc. regarding the policy group.  Elaine Russell will represent Census at any future meetings and Jim Woods will represent OSEC.  

 

Meeting adjourned at 11:29 am.

