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MEMORANDUM FOR:  All NOAA Employees

FROM:

  R. J. Dominic




  Director, Finance Office/Comptroller

SUBJECT:

  Travel Advisory 00-3 UPDATED
  Interim Guidance for Travel Management Center       (TMC) Services

The new Departmental nationwide contract for TMC services still has not been awarded.  In the meantime, SATO has agreed to extend our current contracts through September 29, 2000, in the Herbert C. Hoover Building, Washington, D.C., the Silver Spring Metro Complex and field locations already serviced by SATO.  Employees should experience no change in the way reservations and ticketing are handled at these locations.  

To avoid a lapse in travel services, SATO has also agreed to provide interim travel management services for the period of July 31, 2000, through September 29, 2000, to Department of Commerce (DOC) employees in field offices where current TMC contracts have expired and contractors will not provide TMC services.

During this interim period, DOC employees in field offices who will need to obtain common carrier tickets and do not have access to a TMC will need to:

1) call SATO's reservation center in San Antonio, Texas, on

   1-800-736-9899. 

2) provide a copy of the approved travel order to SATO


   before a ticket is issued.  SATO’s reservation center 
   facsimile number is 1-800-840-8494.

3) use their individual Citibank Government travel card.


   The complete Citibank account number must be referenced


   on the passenger receipt when travel vouchers are


   submitted to the servicing finance office for


   reimbursement.  
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Employees who do not have an individual Citibank Government travel card must obtain a card by calling:

NMFS - Christine Lowe on (301) 713-0155

NWS - Marilyn Land (301) 713-0420 x104

All other NOAA offices - LeVon Washington (301) 413-3060 x158

Invitational travelers and employees who are exempt from using the individual Citibank Government travel card in field offices who will need to obtain common carrier tickets and do not have access to a TMC will need to:

1) call SATO's reservation center in Silver Spring,

   Maryland, on (301) 713-2410. 

2) provide a copy of the approved travel order to SATO

   before a ticket is issued.  SATO’s facsimile number is


   (301) 713-2226.


3) charge their tickets to NOAA headquarter’s 


   centrally-billed account. 

Electronic tickets will be issued whenever possible to avoid delivery or mailing charges.  SATO will charge an $18.00 transaction fee for each ticket issued.

Travelers who made reservations with their current TMC, but have not been issued a ticket, are required to provide SATO with the following information in order to expedite the issuance of tickets:


1) their bureau name (NOAA), 

2) the name and phone number of the TMC with which they     


   made their reservation(s), and 

3) a copy of their itinerary which will include their record     locator number.

Since SATO will not increase their current staffing level and will not have access to traveler profiles from previous TMCs, service may be slower during this interim period.  Therefore, employees are discouraged from making any reservations for travel beyond the next few months.  It is important to be patient and understanding towards SATO employees during this interim period.

Please call Rachael Wivell or Pat Oliver in the NOAA Travel Office on (301) 413-3060 if you have any questions.

