	INDIRECT WORK PLANNING DOCUMENTATION (WORK PACKAGE)

	CWBS Level 5 Number:
	C.5.03.01.15
	CWBS Level 5 Title:
	Financial Operations

	CWBS Level 6 Number:
	C.5.03.01.15.01
	CWBS Level 6 Title:
	Payroll and Travel Accounting

	CWBS Level 7 Number:
	C.5.03.01.15.01.02
	CWBS Level 7 Title:
	Travel Accounting

	Technical Manager:
	
	
	     

	Phone:
	
	Indirect Cost Pool:
	G&A

	Program Finance:
	
	Fiscal Year:
	FY-2004

	DOES THIS WORK PACKAGE CONTAIN INEEL ES&H INFRASTRUCTURE ACTIVITIES?    FORMCHECKBOX 
   YES     FORMCHECKBOX 
   NO

IF YES, PROVIDE A SUMMARY OF ES&H ACTIVITIES:

     

	General Scope Statement:

Travel Accounting processes approximately 8,000 expense reports, check requests and relocation claims per year.  Payments and reimbursements include domestic and foreign travel expense reimbursements, relocations, interviews, temporary assignments, meeting room rentals, etc.  Travel Accounting also processes and pays the monthly airfare bill and accrues travel costs.  Numerous monthly reports are provided to management, DOE, and individual customers to help control travel costs.  Travel Reservations provides for an in-house travel agency for the INEEL employees.  The travel reservations make all travel arrangements relating to approved company travel, including airline, hotel and rental vehicles for employees, new hires, summer students, and interviewees.  Contracts are in place with American Express Travel, Bon Voyage Travel, Worldspan and U. S. Bank Visa to provide the needed travel services.

	Work Scope Changes per Change Control (CCB) Action:

     

	Workscope Drivers (Program Execution Guidance (PEG), regulatory or statutory requirements, company initiative, etc.):

DOE Contract

Federal Travel Regulations sections 300-302

Federal Acquisition regulations, 31.205-46

Department of Energy Acquisition Regulations, 970.3102-16


	Major Milestones/Performance Measures:

Timely processing of expense reports, temporary assignment reimbursements and airfare payments/accruals. 




	Specifically Excluded Work Scope:

     

	Description of Distributions (If Applicable):

     


	Funding Authorization

($000)
	Routine:

     
	One-Time:

     
	Total:

     
	Technical Manager Signature: 

	Gross:
	$  275.3
	$       
	$  275.3
	

	Net:
	$  275.3
	$       
	$  275.3
	Date:       
	     

	Revision #:
	Revision Reference:
	Date:
	Authorized Change

Routine:
	Authorized Change

One-Time:
	Revised Authorization  

(Gross/Net)

	
	
	
	
	
	Gross:
	Net:

	1
	     
	     
	$       
	$       
	$       
	$       

	2
	     
	     
	$       
	$       
	$       
	$       

	3
	     
	     
	$       
	$       
	$       
	$       

	4
	     
	     
	$       
	$       
	$       
	$       



