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SPECIAL BOARD OF DIRECTORS MEETING

Minutes of September 5,2012

The special meeting of the Board of Directors was held in the first floor
Conference Rooms lA, 1B and 1C at 1 Aviation Circle. The Chairman
called the meeting to order at 1 :00 p.m. Nine Directors were present
during the meeting:

Michael A. Curto, Chairman
Thomas M. Davis III, Vice-Chairman
Robert Clarke Brown

H.R. Crawford
Shirley Robinson Hall
Michael L. 0 'Reilly

Richard S. Carter

Warner H. Session

William W. Cobey Jr.
The Secretary and Executive Management were present:

John E. Potter, President and Chief Executive Officer
Margaret E. McKeough, Executive Vice President and Chief
Operating Officer

The Chairman announced that the Special Meeting was to address three
action items.

TRAVEL POLICY

i. PROPOSED AUTHORITY

The Chairman noted that the revised Travel Policy had been discussed
that morning in the Executive and Governance Committee Meeting; the
Committee had moved its adoption. Mr. Brown said that he would

vote

against the proposed policy. He supported the need for a much clearer
travel policy than the existing policy, and that he supported much of the

contents of the proposed policy. It had, however, included a fundamental flaw in that separately and independently appointed Members of the
Board had fiduciary responsibilities to use theìr best judgment in exercising their duties as Directors. Part of the exercise of those duties was
decisions about where to travel, and Mr. Brown said he did not believe
the Board should cede those ° decisions to a single person, the Chairman,
1 Aviation Circle, Washington, DC 20001-6000 · ww.mwaa.com

as the proposed policy would do. For that single reason, he would vote
against the policy.

The Chairman then called for a vote; he announced that the voice vote
was in favor. He said the record would reflect Mr. Brown's vote in opposition.
o A copy of the Travel Policy is attached to these minutes.

II. RECOMMENDATION TO AWARD A FEE MANAGER TO CONTRACT, LEASE, MARKET AND MANAGE FOOD/BEVERAGE
AND RETAIL CONCESSIONS AT BOTH AIRPORTS
Mr. Session, Chairman of the Business Administration Committee,

moved the following resolution, which was unanimously adopted:

WHEREAS, The separate management contracts issued in
1995 for food service and retail concessions at Ronald Reagan
Washington National Airport and Washington Dulles Interna-

tional Airport have been operating under extensions since
their original expiration date of June 30, 2010, and are now

scheduled to expire December 31,2012.
WHEREAS, The Business Administration Committee concurred in pre-solicitation terms and evaluation criteria for a
single contract at both Airports on March 21, 2012;

WHEREAS, A Request for Proposals was issued April 6, and
three proposals were received June 18;
WHEREAS, The staff evaluation committee has recommended

the selection of MarketPlace Development, Inc., of Boston,

Massachusetts;
WHEREAS, The proposed contract includes a 10 percent Lo-

cal Disadvantaged Business Enterprise participation requirement, and Airport Concession Disadvantaged Business En-

terprise leasing goals of 25 percent for retail and 35 percent
for food and beverage; and
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WHEREAS, The Business Administration Committee is satis-

fied with the results of the competitive process and recommends that the Board of Directors approve the award of the
contract to MarketPlace, now, therefore, be it
RESOLVED, That the President and Chief Executive Officer is
authorized and directed to enter into a contract with MarketPlace Development Inc., consistent with the terms presented

to the Business Administration Committee at its September 5,
2012 meeting.

The final resolution filed in the Board of Directors Office includes a copy
of the staff recommendation paper.
III. APPROVAL OF THE AWARD OF A CONTRACT TO PURTESTING ON THE
DULLES CORRIDOR METRORAIL PROJECT
CHASE ELECTRICITY FOR STARTUP

Mr. Davis, Chairman of the Dulles Corridor Committee, moved the adoption of the following contract:
WHEREAS, Phase 1 of the Dulles Corridor Metrorail Project is
scheduled for turnover to the Washington Metropolitan Area
Transit Authority (WMATA) in August 2013;

WHEREAS, The rail traction power system must be tested be-

pur-

fore the turnover date and the Airports Authority must

chase the electricity used to conduct the tests;
WHEREAS, Dominion Virginia Power is the exclusive provider

of electric power in the project area, and provides power to
both Airports;
WHEREAS, The rate structure for power available to the project has been established by the Virginia Energy Purchasing

Governmental Association for governmental agencies, including the Airports Authority;
WHEREAS, No other sources of electricity are available;
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WHEREAS, The proposed contract, which will terminate on
the turnover date, is projected to cost $10.1 million;
WHEREAS, The Dulles Corridor Committee is satisfied with
the management proposal; now, therefore, be it
RESOLVED, That an exception is granted to the requirement

for full and open competition and that the President and
Chief Executive Officer is authorized and directed to contract

with Dominion Virginia Power for interim electric service for
the rail system testing through turnover to WMATA in 2013,
consistent with the terms presented to the Dulles Corridor

Committee at its July 18,2012 meeting.

A vote count was required, as the resolution provided for a sole-source
contract award; all eight Directors present at that time voted in the affirmative.

The final resolution filed in the Board of Directors Office includes a copy
of the staff recommendation paper.
The Chairman reported that William A. Hazel, a former Board Member

appointed by Governor Gilmore in 1998, had recently died. He served as
Planning Committee Chairman, and had left the Board in 2007. Mr. Davis said he would be attending the funeral, and would be pleased to represent the Authority. He said Mr. Hazel had been a giant in the development of Northem Virginia, and would be missed on many fronts.
The Chairman said the Special Board Meeting would be the last public
meeting of the day; an Audit-Legal Committee Meeting would be held en-

tirely in executive session. The Committee would hear an update on the
inspector general report and discuss pending litigation matters. No actions would be taken.

Mr. Davis said he was aware that Mr. Stottlemyer had spoken to the
Chairman. He also said that he wanted to go on the record with his ob-

jection to the indemnification funding of litigation between Directors. He
understood it would be discussed later in the Audit-Legal Committee

Meeting.
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The Chairman noted that Sean Connaughton, the Virginia Secretar of
Transportation, had sent a letter about the status of Mr. Stottlemyer's

appointment in view of charges that his position on the University of Virginia Board of Visitors was a "public office", thus allegedly disqualifying

him from Authority Board Membership. Secretary Connaughton had
asked that the letter be made a part of the day's records; the Chairman
therefore directed that it be attached to the Minutes.
The Meeting was thereupon adjourned at 1:05 p.m.

Quince T. Br' kle , Jr.

~

Vice Preside t and Secretary
Attachments (2)

1fi1/li
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The purpose of this Policy is to outline travel procedures for allowability, fiscal
responsibilty and consistency in control and reporting. The Policy applies ball

Travelers, including all Directors, all employees, and non-employees (such as job
candidates, external procurement panel members, etc.) traveling on behalf òf the
Metropolitan Washington Airports Authority (Airports Authority). Any exceptions for
a category of Traveler are explicitly noted in the applicable section.

This Policy shall be distributed to all Directors and employees and supersede
Airports Authority Directive AC-001B, dated April 15, 2005, and the Travel and
Business Expense Guidelines for Board of Directors, dated December 3, 2008.
This Policy will be presented to Directors during members' initial orientation and
reviewed with Directors annually thereafter and presented to employees during
new
em 10 ee orientation.

3.0

Definitions

3.1. Actual Expenses

Payment of authorized actual daily expenses incurred, up to the limit
prescribed by Section 9.1.3 of this policy, as appropriate. Entitlement to
reimbursement is contingent upon the presentment of receipts for actual

expenses.
3.2. Approving Official
Those authorized to approve Travel Authorizations or Expense
Reimbursement Requests. The Approving Offcial is responsible for
ensuring knowledge and compliance with this Policy.
3.3. Board Offce

Includes the Directors, the Vice President & Secretary, and Board staff.
3.4. Daily Expenses

Actual expenses incurred by the. Traveler on a daily basis while in a travel
status. Allowable Daily Expenses may include the Traveler's meals and
internet connectivity fees,
Incidentals, Transportation, lodging (including
business center fees, and related expenses), and parking.
3.5. Domestic Trips
Trips taken within the continental (contiguous) United States

(excludes

Alaska, Hawaii, and U.S. Territories).
3.6. Expense Reimbursement Request

The Expense Reimbursement Request is the Traveler's statement to the
Airports Authority of costs incurred on behalf of the Airports Authority.
The Board Office and non-employees (such as job candidates, external
procurement panel members, etc.) submit the Expense Reimbursement
Request using the Form AC-13, which is available on Livelink, under MA-20
(Finance), in the Finance Forms folder and in the warehouse at each airport.
The Vice President & Secretary shall transmit all documentation to Accounts
Payable for the Board Office. Employees submit this form electronically
through the Oracle EBS system using the appropriate MWAA Employee
Expense Entry template (i-Expense).
3.7. Incidentals

A Daily Expense that includes: fees and tips given to porters, baggage

carriers, hotel staff, and staff on ships.
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3.8. International Trips

Trips taken outside of the continental (contiguous) United States. Trips to
Hawaii, Alaska, and U.S. Territories are also considered International Trips.
3.9. Local Travel

less than 250 miles round trip from the Traveler's work
location that does not require an overnight stay. Local Travel may be via
personal vehicle, Airports Authority-owned vehicle or public transportation.
Use of Airports Authority-owned vehicles is encouraged.

Anyone-day trip

3.10. Mileage Rate
The per mile amount reimbursed to a Traveler when using his/her privately owned
owned automobile on official business. Use of a privately owned vehicle is only
this Policy. The
or as stated in Section 5.6.5 of
only authorized for Local Travel
Airports Authority follows the rate set by the IRS. The Mileage Rate is the same
for Local and non-local TraveL. The rate shall be updated as required by the Offce
of Finance and documentation on the current mileage rate is included in

Attachment 1 - TO: Users at CF, Users at DCA; Users at lAD; Userf
Mileage Rate FROM: Wanda Onafuwa, Accounts Payable Manager

DATE: January 1, 2012
SUBJECT: IRS Mileage Rate
The IRS standard business mileage rate effective January 1, 201~
Please use this rate on all expense reimbursement requests for trc
December

31, 2012.

For all employees the Oracle i-Expense module will reflect the cur

non-users of i-Expense we have updated the appropriate Expense
forms found in the MA-20 forms folder on Live Link.
Should you have additional questions please contact me at extens

Thank You.

3.11. Personal Expenses
Expenses not considered necessary to conduct official Airports Authority
business. Personal Expenses that may not be reimbursed include expenses
Local
for movie rentals, health club costs, sundries, non-business related
Travel, and alcoholic beverages.

3.12. Personal Travel
Any travel not considered official business.

3.13. Transporttion
The means by which a Traveler gets to and from an authorized destination.
Transportation may be accomplished by common carrier (e.g. bus, rental
car, plane, train, or taxi), privately owned vehicle (if using a car service, only
an amount up to a cab fare for an equivalent trip will be reimbursed) and
Airports Authority-owned vehicle. Refer to Section 5.6 for Transportation
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guidelines and restrictions.

3.14. Travel Advance
Funds advanced via Form AC-10, Travel Authorization/Advance, to a
Traveler prior to traveling on the Airports Authority's behalf. Travel
Authorization/Advance forms are available on Livelink, under MA-20
(Finance), in the Finance Forms folder and in the warehouse at each Airport.

3.15. Travel Authorization
Written approval for a Traveler to leave his/her work location and incur
expenses on behalf of the Airports Authority. Form AC-1 0, Travel
Authorization/Advance, specifies the dates, places to be visited, department,
estimated cost for the trip, and other pertinent information. The Travel
Authorization/Advance Form shall be completed and approved before the
trip, in accordance with Section 5.1. Travel Authorization/Advance forms are
available on Livelink, under MA-20 (Finance), in the Finance Forms folder
and in the warehouse at each Airport.

3.16. Travel Authorization Number
A sequential number assigned by the Traveler's offce that uniquely identifies
letters (always MWAA), followed
each Travel Authorization. The format is 4
by 2 digits designating the fiscal year, followed by 3 digits (the MA routing
number of the Traveler preceded by zeros if less than 3 digits), followed by a
3-digit trip number. The four elements should be separated by dashes, e.g.,
MWAA-03-022-010. The person preparing the Travel Authorization/Advance
Form is responsible for obtaining the 3-digit trip number from the Traveler's

offce.

3.17. Traveler
Any person authorized to travel on behalf of the Airports Authority.

4.0

Policy

4.1. General Policy

The Airports Authority shall pay for or reimburse reasonable actual,
authorized and properly documented expenses incurred while traveling on
offcial business. Expenses include Transportation, Daily Expenses and
other expenses necessary to complete the purpose of the trip in the most
expeditious and cost effective manner to the Airports Authority. Expenses
claimed that are found to be in violation of this Policy shall be rejected by the
Approving OfficiaL. If payment or reimbursement occurred and further review
by management, accounting staff, or audit determines it was made in error,
the Traveler shall be required to make restitution.
4.2. Prudent Use of Travel Funds

Expenses incurred relative to the purpose and location of the travel must be

reasonable.

4.3. Trip Summary
When requested by the Approving Offcial, the Traveler shall provide a
written summary describing any event attended, key business-related
activities, and the results and benefits to the Airports Authority.
4.4. Travel Reporting

Quarterly, the Airports Authority will deliver to the Board Offce a report of all
travel activity, which includes the travel of all Directors and employees.
4.5. Annual Audit

The Office of Audit shall conduct an annual audit of all travel expenses and
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present results of the audit to the President and CEO and Executive and
Governance Committee of the Board.

Metropolitan Washington Airports Authority, Policies and Procedures, Offce of Finance

7

Topic:
Function:
Section:
Applicability:

Travel Policy

Topic No:

To Be Determined

General Accounting
Cash Disbursements

Updated:
Owner:

September 5,2012
Offce of Finance

Airports Authoritv-wide, includina Directors

Status:

5.0
Travel

Authorizations

FINAL

5.1. Preparing the Travel Authorization/Advance Form

The Travel Authorization/Advance Form (Attachment 2 - Form AC-10
(Travel Authorization/ Advance)) shall be prepared to provide an estimate of
the cost of non-Local Travel for budgetary purposes.

The Traveler's offce must maintain a copy of the Travel
Authorization/Advance Form until it has been submitted to Finance.

5.2. Approving Officials for Travel Authorizations
Approval must be made in advance by...
If the Traveler is...
Chairman of the Board
Vice-Chairman of the Board
Board Offce (other than
Chairman of the Board
Chairman)
President and CEO
("CEO")

CFO

Executive Vice President

CEO

,

and COO ("COO")
Vice President

CEO or

Air Service Planning &
Develooment Staff

Vice President

Staff or other Traveler not
listed above

Domestic Trips:
Vice President

COO

International Trips:
Vice President, and
Either the CEO or COO

Travel Authorization approval by the Chairman of the Board or Vice
Chairman of the Board shall be applied consistently and shall not be
unreasonably withheld.

The Board Offce is not required to obtain a Travel Authorization for travel to
Board and Committee meetings and any function, meeting, or event

other

than conferences for which the invitation has been extended to all Directors
or Directors on the same Committee. If there is a vacancy or extended
on the Board, the Chairman of the
unavailability of an Approving Offcial
Board or other Board Officer shall submit a Travel Authorization to the Board
Secretary for approvaL.

5.2.1. Responsibilty of Approving Offcials for Travel Authorizations
It is the responsibility of the Approving Offcial to ensure, prior to
authorizing travel, that the requested travel is reasonable, in compliance
with this Policy, and that suffcient funds for travel are available in the
department budget.

5.2.2. Appeal of Denied Travel Authorization
If a travel request for the Board Offce is declined, the Traveler may appeal

the decision to the Executive and Governance Committee. .
5.3. Allowable Costs

Allowable costs include: round trip mileage to and from the point of common
carrier Transportation, standard parking (not including valet parking, unless
valet parking is the only option available), taxi fare to and from the point of
common carrier Transportation or work location, shuttle bus fares, common
carrier Transportation, Daily Expenses, car rental, telephone charges as
described hereafter, and conference or meeting fees if appropriate. NOTE:
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Mileage to or from the airport may not be approved on workdays if the

Traveler is required to report to work before or after the trip and works at the
airport at which the flight is departing or arriving.

5.4. Amending a Travel Authorization/Advance Form
If travel plans change significantly, an amended Travel
Authorization/Advance should be prepared. Significant changes are defined
as changes that either increase or decrease the number of travel days or
vary the estimated cost by 20 percent or more.

A Travel Authorization/Advance may be amended by (a) canceling the
original Authorization and. preparing a new Authorization using a new
Authorization Number; or (b) amending the existing Authorization and
initialing the changes; or (c) preparing a new Travel Authorization/Advance
with the changes using the same number and stamped or marked
"amended". Under "Remarks," the reason for the modification should be
explained in detail. The Approving Offcial shall approve the amended

Authorization. .

5.5. Business and Personal Travel Combined
If a Traveler desires to combine a business trip with personal time, the
Traveler shall indicate that in the appropriate section of the Travel

leave.

Authorization/Advance Form and annotate the dates of personal

Approval to combine Personal Travel with business travel is at the sole
discretion of the Approving OfficiaL. The Traveler shall reimburse the Airports
Authority for the difference the Airports Authority would have paid for the
most direct route to the business destination. Allowable expenses, as

defined,. are only reimbursable for the Traveler for the business portion of the
trip.
5.6. Transportation

If a Traveler wants to use tickets that include weekend days to obtain
and specifically note
this on the Travel Authorization before their purchase. Evidence of the
savings received from a weekend stay shall be provided in the form of dated
quotes from the airline, hotel and estimated subsistence for the weekend
savings on airfare, the Approving Offcial must concur

stay versus the weekday airline ticket round trip

cost.

To minimize costs, Travelers are encouraged to book Transportation as
early as possible.

5.6.1.Air Travel
Travelers are required to obtain discount fares to the extent possible and
purchase economy class tickets. Unrestricted or changeable tickets are
allowable. Travelers may upgrade to a different class at their own
expense. If travel is outside of the

continental (contiguous) United States,

the Board Offce may purchase the next higher class over economy
without prior approval, unless the next higher upgrade results in first class
accommodations which must be approved in advance by the Approving
OffciaL. Travelers other than the Board Offce may request advance
approval from the appropriate Approving Official for the next higher class
over economy if travel is outside the continental (contiguous) United
States. Travelers may, with advance approval from the appropriate
Approving Official, purchase other than economy class when necessary to
accommodàte a medical disability or other special need. Blanket
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authorization of other than economy class transportation accommodations
is prohibited; authorizations shall be on an individual trip~by-trip basis.
Baggage fees charged by airlines for checked luggage will be reimbursed

for up to two bags.

5.6.2. Train Travel
Travelers are required to purchase economy class or Acela business class
tickets for train fares. The appropriate Approving Official may authorize the
next higher class or Pullman car fares if the trip is greater than 6 hours or
the travel is overnight. Travelers may, with advance approval from the
appropriate Approving Official, purchase other than economy class when
necessary to accommodate a medical disability or other special need.
Blanket authorization of other than economy class transportation
accommodations is prohibited; authorizations shall be on an individual tripby-trip basis.

5.6.3. Car Rental
Car rental shall be authorized only when local Transportation is not
practical or would be more expensive. Car rentals, if authorized, are limited
to intermediate size vehicles. The Approving Offcial shall annotate the
justification for use of a rental car in the "Remarks or Special Provisions"
section on the Travel Authorization/Advance.

To the extent possible, the Airports Authority encourages Travelers to
coordinate Transportation services when two or more Travelers are
traveling at the same time to the same destination. Travelers shall not
utiize

the car rental pre-paid' gasoline option.

The Airports Authoritý maintains insurance for Travelers renting

automobiles while on official travel. The Airports Authority wil not
reimburse the Loss Damage Waiver (LDW) and Personal Accident
Insurance (PAl) provisions of a rental car agreement. The Traveler shall
use personal funds to purchase LDW or PAl or provide personal auto
insurance coverage to cover any Personal TraveL. The business portion of
the rental car expense shall be a ratio of total business days used to total
days of the rental car contract.

If the Traveler is involved in an accident while traveling on offcial business,
he/she shall report the accident to the local authorities, the car rental
company, their supervisor, or, in the case ofa Member of the Board of
Directors, the Chairman of the Board, and follow the Airports Authority's
procedures as outlined in the Risk Management Claims Procedure
ManuaL.

5.6.4. Private Aircraft
The use of a non-commercial privately owned aircraft

is not authorized.

5.6.5. Personal Vehicle
Travelers are not authorized to use their personal vehicle for Airports
Authority business, except for Local Travel or when authorized by the
Approving OffciaL. The Traveler's insurance policy for his/her personal
vehicle shall be the primary policy when that vehicle is used on Airports
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Authority business. The Airports Authority provides coverage for liability in
excess of the Traveler's policy.

5.6.6. Travel Routing
Travel shall be arranged by the route and Transportation mode that is most
cost effective to the Airports Authority, except when otherwise necessary
for Air Service Planning & Development purposes and must be authorized
in advance by the Vice President of Air Service Planning & Development.
The Traveler shall bear any additional cost incurred as a result of deviation
from this route for personal reasons. Travelers shall indicate all
calculations clearly on the Expense Reimbursement Request to support
the amount claimed. If the Traveler is authorized to use a privately owned
vehicle, reimbursement is limited to the lesser of actual expense at the
current Mileage Rate or the direct route advance purchase ticket.

5.6.7. Taxis, Shuttle Services and Other Courtesy Transporttion
Transportation expenses in the performance of Airports Authority business
travel are reimbursable for the usual fare plus tip for use of a taxi, shuttle
service or other courtesy transportation.

5.7. Hotel Accommodations
If traveling to an event and a host hotel is provided at a reasonable rate,
Travelers should stay at the host hotel unless rooms are sold out at the host
hotel rate. If rooms are no longer available at the host hotel rate, the
Traveler should make every effort to find a room at a comparable cost.

If purpose of the travel is for a meeting or event that does not include a host
hotel, the Traveler should make every effort to find a hotel with reasonable

rates.
To minimize costs, Travelers are encouraged to book lodging as early as
possible. In addition, the lowest possible (government, conference,
corporate) rates at the selected hotel should be obtained when making hotel
reservations. Non-standard, premium/deluxe suites or upgrades are

acceptable only when there is no additional cost to the Airports Authority.
Travelers may upgrade at their own expense. Travelers should provide their
credit card information at check in to ensure that they are biled directly for all
hotel char es.

6.0
Travel Advances

6.1. General

The Board Offce and employees may request Travel Advances to cover
their estimated out-of-pocket expenses while traveling on offcial business.
The requested amount of the Travel Advance may not exceed the total cost
estimate authorized in the Travel Authorization/Advance request.
6.2. Approval and Submission Requirements

A Traveler may request a Travel Advance by completing Form AC-1 0, Travel
Authorization/Advance Request (Attachment 2 - Form AC-10 (Travel
Authorization/ Advance)), and having it approved by his/her Approving
OffciaL. To allow suffcient time to process the request, Travelers are
encouraged to submit the request at least 10 business days before the start
of the trip.
6.3. Payment of Travel Advances

Metropolitan Washington Airports Authority, Policies and Procedures, Offce of Finance
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Generally, Travel Advances will be paid to the Traveler no sooner than 15
business days before travel commences.

Travel Advances shall not be issued through the Agent Cashier.

6.4. Repayment of Travel Advances

Travel Advances must be settled by completing an Expense Reimbursement
Request (see Section 9.0). If the amount submitted in the Expense
Reimbursement Request is less than the amount of the Advance, the
Traveler must send a personal check payable to MWAA routed to Accounts
Payable (MA-22B) with the Expense Reimbursement Request. Travel
Advances may also be repaid by returning the original check.
6.5. Failure to Repay Advances and Potential Payroll Deduction

The Traveler shall submit an Expense Reimbursement Request within 30
days after returning from the trip. Any Travel Advance stil outstanding 45
days after returning from the trip shall be referred to the Controller who shall
notify the Traveler and the Traveler's Vice President that the amount will be
deducted from his/her next paycheck within 10 days and future requests for
Travel Advances to the Traveler will be denied.

7.0
Making

Reservations

The Traveler may use the Airports Authority travel agents or his/her personal
method of payment. If a Travel Authorization is required as defined in Section 5.2,
the Traveler MUST obtain the Approving Offcial's signature and a Travel
Authorization number prior to purchasing any tickets. If it is determined a ticket
was purchased or reservation requiring a deposit was made prior to approval and
receipt of a Travel Authorization number, the Traveler may have to pay for the

items purchased.
7.1. Travel Agent

The Airports Authority has an established contract with a travel agency
(Attachment 3). The Traveler may use the travel agent to make airline or
train reservations. Hotel reservations, and/or car rental reservations (if
authorized) may be made by the travel agent if a personal data sheet
completed by the Traveler is on file with the agent. When making
reservations with the Airports Authority's travel agent, Travelers should be as
flexible as possible on their departure and return dates to take advantage of
discount fares. The travel agent charges a fee for the service, which is part
of the total cost of the ticket.

In the event of a national security incident, the travel agent wil be able to
provide vital information on the Traveler's itinerary and/or current location.

7.1.1. Problems with Ticketing or the Travel Agent
The travel agent provides a toll free number to be used during the travel
period. The Airports Authority's travel agent and Airports Authority staff
making the arrangements can easily remedy most ticketing reservation
problems. If a problem cannot be resolved with the travel agent, the details
should be reported to Accounts Payable, MA-22B.
7.2. Using the Internetor Contacting Carriers Directly

Travelers may use the Internet or contact carriers directly in an effort to
obtain better prices. The Traveler is expected to use/obtain discount fares to
the extent possible and purchase only economy class tickets.
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8.1. Reimbursable Expense for Local Travel
Reimbursable expenses for Local Travel while on Airports Authority business
include mileage, standard parking (not including valet parking, unless valet
parking is the only option available, public transit (Metrorail), and tolls.
Accounts Payable shall reimburse expenses incurred during Local Travel
upon receipt of an approved Form AC-13, Expense Reimbursement Request
(Attachment 4). Local Travel reimbursements may be signed by the
Department Manager or designated offciaL.

Only Travelers on offcial Airports Authority business on their regular day off
shall be reimbursed for meals during normal working hours.
Mileage to and from the workplace on a regularly scheduled day off is not
reimbursable if an employee is reporting for work to perform his/her regular
duties. Union employees shall refer to their current executed agreement with
the Airports Authority.

8.2. Local Travel From Home Versus Work
If Local Travel to a meeting or training is from home rather than work on a
normal business day, the normal commuting expenses to and from work
shall be deducted from the claim.
8.3. Airport Authority-Sponsored Activities and Events

Travelers shall not be reimbursed for Local Travel expenses or meals
incurred while participating in Airports Authority-sponsored activities and
events for which attendance is not mandatory.

9.0

Expense
Reimbursements

9.1. Completing the Expense Reimbursement Request
9.1.1. General Guidelines
The requestor must complete an Expense Reimbursement Request to
request reimbursement of travel expenses. Expense Reimbursement
Requests must be typed and signed by the requestor or submitted
electronically through the i-Expense system. The address used on the
form should be the requestor's preferred check mailing address or noted
electronic funds transfer for direct deposit. The accounting code on the
bottom of the form must be the same as that on the Travel Authorization.

9.1.2. Receipts
Requestors shall maintain all receipts related to travel on Airports Authority
business. If submitting the Expense Reimbursement Request electronically
through the i-Expense system, receipts must be submitted electronically
and must be legible. Those not required to submit the Expense
Reimbursement Request electronically must attach original receipts to the
Expense Reimbursement Request and forward them to Accounts Payable,
MA-22B.
Detailed receipts are required for all expenses in excess of $25.00. For a
credit card purchase, the signature page, as well as the detail of the
purchase, are required. The requestor shall provide receipts for room/hotel
meals that show total daily meal expenses of more than $25.00 per day.
(Hotels will provide this receipt upon request.)
The original itinerary and receipt for airfare shall be provided to document
the travel. It is important that the employee's name, method of payment,
date, time, airline flight numbers and applicable changes are clearly
evident from the documentation provided.
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Requestors may submit
a per diem claim up to $25.00 without receipts for
total daily meal and Incidentals expenses (including applicable taxes and
tips). Reimbursement requests for meals and Incidentals totaling more
than the allotted $25.00 per diem require detailed receipts.

Travelers shall be reimbursed for the actual cost of lodging for the
business portion of the trip. The Traveler's lodging receipt must show each
night registered. A lump sum billng, covering a number of days, is not
acceptable. Online bookings may preclude daily charges from showing on
the hotel receipt, however in this event, the Traveler must obtain evidence
from the hotel indicating dates of stay. Travelers are discouraged from
pre-payment lodging expenses unless clearly documented significant
savings is evidenced in the Travel Authorization/Advance and approved in
advance by Approving OffciaL. The Traveler may claim Daily Expenses for
the business portion of the trip only.

Receipts for gasoline purchases for a rental car are required regardless of

cost.
9.1.3. Daily Expenses for Meals and Incidentals
Daily Expenses for meals (including applicable taxes and tips) and
Incidentals should be reasonable and must not exceed the authorized limit,
as defined in Attachment 5. The Office of Finance shall adjust this limit to
remain consistent with federal trave.1 policy.

9.1.4. Allowed Expenses for Travel
Tips in excess of the following amounts may be denied:

· $2.00 per incident for baggage handlers, porters, shuttle drivers
· 20 percent of bill for meals
· 20 percent of trip charge for taxis
A claim for any expense involving tips will constitute a certification on the
part of the requestor submitting the claim that those amounts were actually
given to the service provider.
Dry cleaning and laundry expenses are allowed only for trips exceeding six
(6) nights and seven (7) days. Rental cars are allowed only if approved on
the Travel Authorization/Advance Form. Gasoline purchases incurred while
traveling on business purposes shall be reimbursed only with receipts,
regardless of cost. Work-related phone calls (e.g., to the office, voicemail,
or other necessary business calls) as well as reasonable personal phone

calls shall be reimbursed.
Meals provided in the prepaid
cost of activities will not be reimbursed if the
requestor chooses to obtain his/her meals elsewhere. Exceptions may be
granted by the Approving OffciaL.

Mileage is reimbursable to and from the destination at the Mileage Rate set by the
set by the IRS per mile traveled for business. See

Attachment 1 - TO: Users at CF, Users at DCA; Users at lAD; Usel1
Mileage Rate FROM: Wanda Onafuwa, Accounts Payable Manager

DATE: January 1, 2012
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I RS Mileage Rate

SUBJECT:

The IRS standard business mileage rate effective January 1, 2012 is 55.5 cents pi
Please use this rate on all expense reimbursement requests for travel beginning J
December

31, 2012.

For all employees the Oracle i-Expense module will reflect the current mileage rati
non-users of i-Expense we have updated the appropriate Expense Reimbursemer
forms found in the MA-20 forms folder on Live Link.

Should you have additional questions please contact me at extension 71201.

Thank You.

9.1.5. Personal Expenses
Personal Expenses are not reimbursable.

9.2. Approving Officials for Expense Reimbursement Requests
If the reauestor is...
Chairman of the Board

Board Offce (other than
Chairman)
CEO or

COO

ADDroval must be made bv...
Vice-Chairman of the Board
Chairman of the Board

CFO or Desianee

Vice President

CEO or

Staff or other requestor
not listed above

Vice President or Designee

COO

the Board or
the Chairman of
Expense Reimbursement Request approval by
Vice Chairman of the Board shall be applied consistently and shall not be
unreasonably withheld.
If there is a vacancy or extended unavailability of an Approving Official on
the Board, the Chairman of the Board or other Board Officer shall submit an
Expense Reimbursement Request to the Board Secretary for approvaL.
9.3. Currency Conversion

The Airports Authority wil reimburse for out-of-country expenses for
approved international travel on the basis of credit card statements and
receipts, including currency conversion fees and credit card foreign
exchange fees, for business-related transactions. The reimbursement rate is
based on the exchange rate used by the Traveler's credit card company in
calculating its "local currency" payment. The use of Automated Teller
Machines (ATMs) is encouraged to minimize these fees.
9.4. Submission Requirements

The Board Office and non-employees (such as job candidates, external

procurement panel members, etc.) submit the approved Expense
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Reimbursement Request using the Form AC-13 (Attachment 4), which is
available on Livelink, under MA-20 (Finance), in the Finance Forms folder
and in the warehouse of each airport. The Form must be submitted to
Accounts Payable (MA-22B) within 30 days after completion of the trip. If a
Travel Authorization/Advance is required, a copy should be submitted with

the Expense Reimbursement Request.
Employees must submit Expense Reimbursement Requests electronically
through the i-Expense system within 30 days after completion of the trip. If a
Travel Authorization/Advance is required, a copy should be submitted with
the Expense Reimbursement Request. Upon appropriate approvals, the
electronic Expense Reimbursement Request will be routed to Accounts

Payable.

9.4.1. Cancellation With Charges Incurred
If a trip is cancelled and charges were incurred (e.g., airfare or hotel
reservations), an Expense Reimbursement Request shall be prepared and
brief
approved by the Approving OffciaL. The Traveler shall provide a
written explanation for the cancellation, submit the Expense
Reimbursement Request with a copy of the Travel Authorization/Advance
Form clearly marked "CANCELED," and return any Advance money
received to Accounts Payable, MA-22B, within 10 business days of the

cancellation.
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10.1. Travel Expenses Paid by Outside Parties

10.0

In circumstances when an employee's expenses are eligible for
reimbursement by a third party, the employee should submit the Travel
Authorization to Accounts Payable (MA-22B) and note on the Travel
Authorization the third party reimbursement, including the name and billng
contact for the third party. After submitting the Expense Reimbursement
Request, Accounts Payable will submit an invoice to the third party directing
reimbursement be made directly to the Airports Authority.

Miscellaneous

10.2. Personal

Injury Accidents

A Traveler has the responsibility to seek medical attention if he/she is injured
while traveling on offcial business and to notify his/her immediate supervisor
as soon as possible. The Workers' Compensation insurance company shall
determine if the injury wil be compensable under the Virginia Workers'
Compensation Act. The Traveler should follow the Airports Authority's
internal reporting procedures as outlned in the Risk Management Claims
Procedure ManuaL.

A personal accident policy is also in effect for foreign Travelers. The Traveler
shall contact the Risk Management Department prior to foreign travel for
current policy information.

11.0

Exceptions to the
Policy

Exceptions to this Policy shall be explained in detail on the Expense
Reimbursement Request. When circumstances arise that are not directly covered
in these written procedures, Travelers are expected to use sound judgment and
provide detailed documentation on the reimbursement request in support of

variances.
Any exception to this poHcy requested by the Board Offce must be approved in
writing by the Chairman of the Board of Directors. If denied, the decision may be
appealed to the Executive and Governance Committee.

Any exception to this policy requested by staff must be approved in writing by the
CEO

12.0

or

COO.

Questions regarding this Policy should be directed to Accounts Payable, MA-22B,
on (703) 417-8722.

Questions
13.0

Effective Date
14.0

.

Approvals
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Attachment 1 -

TO:

Users at CF, Users at DCA; Users at lAD; Users at PSD; Users at DCE

Mileage Rate

FROM:

Wanda Onafuwa, Accounts Payable Manager

DATE:

January 1, 2012

SUBJECT:

IRS Mileage Rate

The IRS standard business mileage rate effective January 1,2012 is 55.5 cents per mile.
Please use this rate on all expense reimbursement requests for travel beginning January 1-

December 31,2012.
For all employees the Oracle i-Expense module will reflect the current mileage rate. For
non-users of i-Expense we have updated the appropriate Expense Reimbursement Request
forms found in the MA-20 forms folder on Live Link.
Should you have additional questions please contact me at extension 71201.

Thank

You.
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Attachment 3 Airports

Globetrotter Travel Management Services, Inc.

Authority Travel

travel~globetrottermgmt. com

Phone: (301) 570-0800 (Press 1 for Reservations)

Agent
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.Form AC-12

Metropolitan Washington Airports Authority

FINAL

Page_1_of_1_

EXPENSE REIMBURSEMENT REQUEST 2012

(Expense
Reimbursement
Request)

l "1,1 ' 11' 'i \ I , . ,¡ I
EXPENSES

'lilJ0

$0.00
0.00
$0.00
$0.00
$0.00

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
I certif that these expenses were incurr for offcial business and were not pr\lously reimbursed.

Attachment 5 -

Daily Meals &
Incidentals Limit

Daily Expenses for meals (including applicable taxes and tips) and Incidentals
must not exceed the authorized limit, which is based on §301-11.18 of the Federal
Travel Regulation.

As of August 31,2012, the authorized limit for daily meals and incidentals is $71.
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COMMONWEALTH of VIRGINIA
Office of the Governor
Sean T. Connaughton
Secretary of Tranportation

September 4,2012
Mr. Michael Curo
Chairman
Metropolitan Washington Airport Authority
i Aviation Circle
Washington, D.C. 20001

Dear Chairman Curto:

YouJ;~nd Goveror M,tponnell received similar letters from Mr. Andrew Keyes, counsel to
DennißMarir,e;irry¿hichN1r. K~y~~ .fo.fVards;an~.al'gumentbyJvir,; Martìré 'th.at,.Virginia MWAA

apppintee; Mr.:St.a:ttlewyer,isáne)igible to sehle'Qeça.use!he:'~atstj setvé'SthepeQPlê:ôfNirginia as
a Member oftheBoard of

Visitors of

the College of

Wiliam

and Mar. Mr. Martire apparently

'feelsiJ:at Mr. 'Stotthmiyer':s:seiyicewith'the'"ÇÇ)UegeiS inconsistent with the requirement of
Virginia Code,Section, 5.1..15 5(B), Which states; irrpm-, lhat;~'W1WAA) Membeísshâll. Iiot hold

elective or appointive'public office. . . ."

. '.

Commonwealth from MWAA
what it is - frivolous mischief
indicating that this letter is being treated as anything other than
motivated by Mr. Martire's litigation strategy in hischallengetohisremovalfór cause on June
14 ,2012, by Governor McDonnell. Nonetheless, I am authorized to convey the
Commonwealth's views before MWAA's meeting on September 5th, 2012.
As far as I know, there has been no communication to the

il .. . . . . .

Mr. Stottlemyer was

thoroughly vetted prior to his appointmènt by Goverror McDonnelL. He

meets all federal, Virginia and MW AA requiremenfsfot ser.ìcèoÌi the Board. The Governor

Visitors at the College of Wiliam
and Mary when he appointed him to the MWAA Board. There is nothing in Mr. Marire's letter
that suggests to the Commonwealth that MW AA should be deprived of Mr. Stottlemyer's
was aware of

Mr. Stottlemyer's valued service on the Board of

consi.derable skil and knovxledge. TheCoffmonwealth' i$verý¡grRtefuL t(LMr, Stbttlemyer for
his willngness to.contribute to the:councilsofMWAA..:J;:!:'?;',;', .,,0'. '" ' , "

-': :;, ~ ", ~:; o. . ';..::~:TU :H~!_.\ ~-\':~".:'

Section 5.1 ;.j5 5 (B). ech'òe~ federal. ßtattoryåndcl'y1WAA iritertal teqtiifemènts. inlèñdc.d .to; ':
prote~t the in.dependence:qf the MW AA Board,', See~49.:;tT.S;Ci.§i.49106(c)(4)(A) iand:MWAA

By-la!\s, Section l.bb).' . ,. ,!' ~,';::: '" .'"

Patrick Henry Building. 1111 East Broad Street. Richmond, Virginia 23219 · (804) 786-8032 · Fax (804) 786-6683 · TTY (800) 828-1120

\
:x;r :;

Mr. Mid:ie/ C-uto

SeptelTlrer4; 2012

Page2

It acts to bar the appointment of members of the legislative a.rdrexecutive'branches of tJ;e
Commonwealth Government, just as the federal statute restricts appointment of Members of
Congress or presidential appointees to the Board. MWAA's by~iàws confirm that there is no
volunteer
prohibition on MWAA members being appointed to par-til1e, civic or other sorts of
posts.

Prior to his removal, 1\1' Mamre served on the MW AA Bûard while at the same time being an
Commission on Transportation
Govemor O'Mal1ey's Blue Ribbon
appointed member of
Funding. He'also served, while an active MWAA Board.Member, asa memberofthe.:.l
Pennsylvanià Workforce Investment Board. . At no time did he resjgn, ask to be remoye,d, or
suggest to MWAA or to the Commonwealth that these appointments disqualified him from
the Cömmonwealth'sviewthat l\1r. Martire's
MWAA service. This circumstance buttresses
attack on Mr. Stottlemyer is nothing more than a wasteful, litigation-driven effort to compromise
and distract the functions of the MW AA Board at a timè when.it faces significant issue~ related

infrastructure. '

to the operations of

Reagan National and Dulles

Intemational Airorts and their

access . ,

ThatMr. Martire's attk on Mr.Stottte,myer wasconveyêG)IîYWiUiams & Connolly is not lost
paid by
on the Commonwealtl. I would appreciate your assllaiceMtlkftoIls and airport fees
Virginians are not heing diverted from their intended us,eEd,Wi,fj:fiatce, inwholeor in par, Mr.
be they

Marh'e's attacks on MWAA and its Board Members;

Messrs; Stottlemyer. Davis,

Conn~r, Ms. Merrick, Dr. Chapman, or Ms. McConnélL

I ask that you forward this statement to Mr. Brinkley for inclusion in the record of your
September 5th meeting. Please do not hesitate to contact me if you have any questions about this
statement.
Sincerely,

~

