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Getting Started

Now that you've joined forces with DAVISVILLE
TRAVEL, an American Express Representative agency,
making travel arrangements will become a great deal easier.
However, starting off on the right foot isthe key to a
successful, long term working relationship. That means
carefully following instructions to complete a few basic
implementation steps, and becoming familiar with the many
features and benefits of our businesstravel service.

Your Company Profile

DAVISVILLE TRAVEL isworking for you before
you make your first call, because our counsel ors have already
been trained in the unique rules and requirements of your
company. Thisinformation, called the Company Pr ofile, has
aready been entered into our computer and includes
information on your company's approved billing method,
delivery locations, and most important, your travel policy. This
means that our counselors will always offer flight, hotel, and
car rental options that are in compliance with policy and we'll
always be able to confirm any special rates that your company
has negotiated. We'll know in advance when travelers may fly
first class, business class, or coach. We'll know that special
rate at the hotel across the street from your field office. And
we'll know what car rental agency offers your company the
best rate. By keeping all this information on record, we'll save
alot of time on the phone and eliminate any problems that may
arise during expense reporting due to travel policy violations.

TheTraveler's Profile

Just as your company has provided us with its
operating requirements, so must you submit atraveler's profile.
Our counselors will refer to the Traveler's Profile every time
you call, so we'll aready know details such as charge card
numbers, seating preferences, airline or car club 1D numbers,
etc. Again, thiswill save you time on the phone and insure that
you receive the services that you expect. Of course, al profile
information is kept strictly confidential.

A Traveler's Profile should be completed for anyone
who travels, evenif it's only once ayear. In completing the
profile, accuracy iscritical, as is thoroughness. If the traveler's
preferences are too detailed to fit on our form, feel freeto
attach an additional sheet of paper.

The profileiscompleted asfollows:

1 Name: Enter the full name. Always enter the full name as it
appears on a passport. Thiswill avoid any problems that might
occur during international travel if the name on the ticket does
not match the name on the passport. The traveler's Employee
ID is necessary to properly identify travelers on billing
statements and management information reports. I nstructions
on your company's format for the ID code will be provided by
your company's travel coordinator or agency representative.
Names and numbers are essential so we may contact you with
confirmations and changes.

2 Business Information: Company name, business phone and
address, department and division, and, when appropriate, floor
numbers are necessary so that we can deliver documentsto the
correct location and contact you whenever necessary.
Information on whether tickets are to be charged to a corporate
charge card or a company account will be provided by your
company'stravel coordinator or aDAVISVILLE TRAVEL
agent representative. If your tickets are not charged to an
individual corporate card, we will need a credit/charge card to
guarantee your hotel reservations for late arrival.

3 Travel Information: Thisisyour opportunity to relay in-
formation on travel preferences. Indicate seating preferences,
special meal requests, club ID numbers, medical alerts, etc.

4 Personal Information: We need personal information to
help us or an airline locate you in the event of any last minute
schedule changes. Also, many customers ask us to record a
personal charge card number so that personal travel expenses
may be properly billed when requested.

5. Authorization: Each profile must be signed by the traveler
and/or traveler arranger. Y ou will be advised if your company
reguires an additional authorizing signature.




DAVISVILLE TRAVEL Traveler Profile

Type or Print Clearly

Please Check One O New Profile O Profile Update (Enter your name, company name and revised info)

Traveler

I nfor mation Full

Name
(First,
Last)

Title:

Employee ID:
Company:
Division/Dept:
Business Address
City

Business Phone

State Zip

Business Fax:
Email Address:
Cell Phone:

Per sonal
Information Home

Address
City State Zip
Home Phone .
Emergency Contact: i Relationship:

Phone:

Credit Card Info

Card Type Account No: Exp Date
All Business Air Tickets are charged to the following Credit Card:
Card Type Account No: Exp Date
My Personal Travel is charged to the following Credit Card:
Frequent Flyer Numbers: List in order of Preference
Infor mation Please note, company preferences take priority
Airline: i No: i Airline i No:
Airline: i No: i Airline: i No:
O NonSmoking 0O Smoking 0 Aisle 0O Window O Other

Car Membership ID Numbers: List in order of Preference
Please note, company preferences take priority

Car Co: : CD: ID: Car Co: CD: ID:

Car Co: i CD: ' ID: i Car Co: i CD: ID:

Hotel ) Frequent Guest Membership ID Numbers: List in order of Preference

Infor mation Please note, company preferences take priority

Hotel | CD: | ID: ! Hotel: | CD: i ID:

Hotel: i CD: 1 ID: ! Hotel: 1 CD: ' ID:
! ONon Smoking 0 Smoking O Other

Passport / Visa

Information

Passport No: : Name Exactly as it appears on Passport:

Date of Birth ; Country of Issue: ; Exp Date:

| authorize charges to my credit card(s) for travel as requested.

X Signature of Traveler Date




Getting Started

To Changeor Add a Profile

From time to time it will be necessary to change a
Traveler's Profile. For example, atransfer within the company
often means that the Traveler's ID or department will change or
marriage may involve a name change. When a new traveler
joins your company, anew profileis required. Profile changes
and additions may be handled simply by placing acall to
Davisville travel. Changes to a charge card, however, must be
made in writing.

Remember, submitting a completed profile to
DAVISVILLE TRAVEL isessential for efficient service. The
alternatives are long delays on the phone and unnecessary
complications, particularly if the traveler needsto call the
AFTER HOURS 24 Hour Emergency Servicel

What You Need to Know

The Company and Traveler's Profiles provide
us with all we need to know to deliver afull range
of services. In addition to information about these
services, which are provided in this Handbook, the
following details are noted in a Fact Sheet at the
back of this guide for easy reference:

+ DAVISVILLE TRAVEL 420 Second Strest,
Davis, CA 95616, Monday — Friday 8:30 to
5:30

e 530-758-4511, 916-448-1951, 800-255-4567

o After hours 24 Hour Emergency Service
800-350-5172 Use coDEALO

Trip Planning

The most critical component in arranging travel is getting
clear and accurate understanding of the travel requirements. If
you provide all the necessary details up front, you can avoid
time consuming revisions later on.

Thefirst rule of trip planning is to Write Down the travel
requirements. Some important points to clarify before you call
DAVISVILLE TRAVEL are:

Air Trave

1 Desired travel day and dates.

2 Departure city and airport In cities with multiple airports
(such as Chicago with O’Hare and Midway), be sureto
specify the desired airport.

3. Desired departure and/or arrival times. In order to be
flexible on flight options (and potentially save money for
your company), clarify which is more critical - the re-
guested departure or arrival time.

4, Desired airline.

5. If the traveler will be flying with someone, request
adjoining seats in advance.

Accommodations

1. Preferred hotel or location (travelers are encouraged
to use your company's preferred hotels or an American
Express preferred hotel partner).

2. Desired infout dates.

3. Designate an alternate hotel in case thefirst choiceis
sold out.

4. Specify any special requirements such as late check
in/check out, meeting rooms, audio-visual equipment, etc.

Car Rental

1 Specify where the rental car isto be picked up and
returned.

2 Clarify the number of people who will be riding in the
car to determine the appropriate size car to reserve.

Don't Delay... With your notes complete, call DAVISVILLE
TRAVEL at once. The earlier you call, the better your chances
of:

e Securing the lowest logical airfare

e Confirming the most convenient flight
«  Getting priority ranking on waitlists

»  Confirming your first choice hotel



Reservations

Trip Record

Be sure to accurately record confirmations provided by
the travel counselor. Accurately recording thisinformation is
essential because it’s the only written record you'll have until
theitinerary is delivered. Reviewing arrangements, making
changes and checking the accuracy of documents become
complicated endeavors if you don’'t maintain accurate notes.

Telephone Tips

DAVISVILLE TRAVEL reservation phone numbers
provided in this Handbook are answered by a team of
counselors specially trained in the requirements of your
company. Any counselor answering these phonesis capable of
handling your request. Although it's natural to develop a
"favorite counselor" over time, such requests often result in the
need for a call-back, or your having to wait ‘on hold’. To avoid
unnecessary delays, always book with the answering counsel or.

When a counselor comes on the line, please give:

1 Your name

2 Your company's name

3 The traveler's name (if different than yours)

4 State that "Thisis a new booking" or "Thisis a change"

At thistime, you should also record the travel counselor's name
and the date in your notes.

I nteractive Travel

The increasing popularity of Interactive Travel has
had a dramatic impact on the travel industry. Accessto
travel information from a personal computer in the
office or on the road has provided a much-anticipated
solution for many travelers.

DAVISVILLE TRAVEL offersan on-line
booking system that enables travelers to make airline,
car and hotel reservations on their personal computers
in real time, in compl ete accordance with corporate
travel policy, 24 hours aday, 7 days a week. With a
click of the mouse, travelers may access
comprehensive information such as lowest fares, seat
maps, meal options, on time arrival information, hotel
amenities and directions. Plus, our counselors have the
ability to easily retrieve the traveler’ s record in order to
provide sup-port with a difficult request or unusual

Airline Reservations

Because your travel counselor will be entering all
information you provide into a computer, it will savetimeif
you state the information in the proper order. In order, please
pro-
vide the following.

1 Day and date of travel

2 Departure city and airport

3 Arrival city and airport

4 Desired departure and/or arrival time
5 Any special requirements

Y our travel counselor will then offer the best available
flight consistent with your company'stravel policy. If thisis
acceptable, advise the agent to confirm. The counselor will
recap flight data, which you should enter in your notes. Now
go on to any additional flights. Asafinal step, seat assignments
will be confirmed whenever possible.

Hotel Reservations

When the air section of the itinerary is complete, you
are ready to move on to hotels. It's important to note that,
unlike air seats, hotel rooms cannot always be confirmed over
the phone. Y our counselor will advise you whether
accommodations are confirmed or "on request." To book a
hotel, please provide:

1 Name of requested hotel and city

2 Arrival/Departure dates

3 Type of room (single, double, suite)

4 Any special requirements (non-smoking room, king
bed, etc.)

Or
1 Thetype of hotel (first class, deluxe) and desired
location. Remember to use your company's preferred

hotelsor DAVISVILLE TRAVEL American Express
Preferred Hotels whenever possiblel

~
-




Reservations

A Word About Hotel
Guar antess. ..

Hotel reservations are often guaranteed for late arrival by
DAVISVILLE TRAVEL on behalf of the traveler. Because a
commitment to pay for that room has been made, the hotel
will not sell the room under any circumstances. If for any
reason, atrip is canceled or the traveler'sitinerary changes, it
isthe responsibility of the traveler to advise either
DAVISVILLE TRAVEL or the 24- hour Emergency Service
or the hotel directly by the cancellation note on your itinerary
time of the hotel to prevent a one night no-show penalty from
being charged to the traveler.

If the reservation is canceled directly with the hotel:

»  Secure either a cancellation number or the full name of
the hotel employee with whom you cancelled the reservation.

* Note the date and time of the cancellation.

Car Rentals

Most car rentals can be confirmed while you are on the
phone. Remember that the travel counselor has already
referred to your Company and Traveler Profile, so we already
know the preferred car rental company, corporate 1D, club and
express service numbers. Please advise your counselor if this
information has changed. To reserve a car:

»  Specify the type of car required (compact, intermediate,
standard) within corporate travel policy. Specia orders
(such asan SUV) may require as long as 24 hours to
confirm.

e Advise where the car will be picked up and dropped off,
if not at the airport.

Special Services

After air transportation, lodgings and car rentals have
been taken care of; indicate any special servicesthat are
needed by the traveler. This could simply be booking a
limousine or conference room, scheduling someone to meet
the traveler at the airport, or arranging for special dietary
needs with alocal hotel. It could also be something more
complicated like arranging for helicopter transportation or
chartering private aircraft. Whatever you need, our staff can
arrange many things that are, indeed, special.

Ticketing Arrangements

An e-ticket itinerary will be emailed directly to your
office. If you have requested a paper ticket, confirm the date
and time that travel documents will be delivered to your
location. Except in cases of advance ticketing requirements
for discounted airfares or late bookings, this will generally be
2-3 days prior to departure.

Those Inevitable Changes

Because we're encouraging you to book as early as
possible, we realize that the itinerary may change several
times before the trip is taken. Don't worry, we expect it;
changes are a part of our business. One thing to note is that
any of DAVISVILLE TRAVEL's counselors can access your
itinerary in order to handle the changes. Thereis no need to
wait on hold or to request a call back from the original
counselor.

Just be sure to advise the answering counselor that you are
changing an existing record. Also, be sure to note all changes,
the date they were made and the counselor's name.

If You Haveto Cancd

Record the date and the name of the DAVISVILLE
TRAVEL counselor who canceled your reservation(s). Note
that cancellation of some airfares will result in the assessment
of apenalty. The counselor will advise you if any apply.
Immediately return all unused tickets or any unused part of a
ticket to DAVISVILLE TRAVEL. (See pages 10-11 for
further information on refund procedures.)



| nter national Travd

In these uncertain times, international travel can be

stressful, with security restrictions often causing unexpected

delays. However, attending to a few extra details can insure a

smoother international trip.

Documentation — DAVISVILLE TRAVEL can alert you

to any special documents required for international
destinations.

A valid Passport isrequired for most international
destinations.

Several countries require aVisa, usualy in the form of
a stamp in the passport obtained prior to arrival in the
country. Japan, Brazil, Egypt, France and Chinaare
examples of popular destinations currently requiring
visas.

A Tourist Card is required by some countries, notably
in Latin America. While Tourist Cards can often be
obtained aboard the aircraft, sometimes they must be
obtained in advance.

An International DriversLicenseis sometimesre-
quired of people planning to drive at their destination.

Although proof of immunization is no longer mandatory
for most destinations, various inoculations may be
recommended.

Passportsand Visas

DAVISVILLE TRAVEL will handle all the details
of obtaining these documents. We'll advise you of all
reguirements and provide you with all the necessary
applications. When they're completed and returned to us,
wel'll send them to the passport office, embassy or
consulate on your behalf. Remember, these documents
may take anywhere from 24 hours to 21 days to secure,
so advance planning is essential. Although
DAVISVILLE TRAVEL assesses aservice charge for
our Passport and Visa Service, fees charged by the
passport office or foreign consulates will be passed on to
your company. One limitation worth noting is that we
can only process passport renewals, not first time
passports, because first time passport applicants must
appear in person to take the required oath.

International Air Travel has afew special rules of its
own.

1 International Airfares, especially for multi city trips,
can be very complicated. In order to insure the lowest
possible airfare, your travel counselor will often refer
these itineraries to the originating airline for fare
calculation or to the American Express International Rate
Desk. In these cases, we will not be able to confirm a
fare to you at the time of booking.

2 Aswith all flights, departure and arrival times for
International flights are confirmed in "Local Time," not
in your time zone. Thisis especially important to note for
trips to or from the Far East and Australia, where there
will be a date difference as well. Y our travel counselor
can advise you how to compute the difference between
your local time and that of another time zone.

3 Reconfirmation of return or continuing reservations
oninternational flightsisrequired 72 hours prior to
departure. Reconfirm directly with the airline, and let
them know where you are staying.

4 Within Europe, train travel is a popular and less ex-
pensive alternative to flying. DAVISVILLE TRAVEL
can book and confirm rail travel in most international
destinations.

I nternational Hotel Bookings - In most cases,
DAVISVILLE TRAVEL will confirm the cost of
international hotelsin dollars. It'simportant to note that
the dollar cost is often based on conversion rates on the
day the booking was made, and may differ from the
conversion rate actually used when the room is billed.

Special Services assume a greater importance in
International travel. A Meet and Assist escort may be
awelcome sight to afirst time traveler in aforeign city.
For business purposes, atrand ator may be essential.
Whatever special services you require, be sure to ask
your travel counselor for assistance. For such services,
local tariffs apply. For help en route, atraveler can stop
in at any of the over 1700* American Express Travel
Service locations worldwide. We call it Worldwide
Customer Care!

*Comprises Travel Service locations of American Express Travel

Related Services Company, Inc., its affiliates and Representatives
Worldwide.






Travel Documents

Electronic Tickets

Electronic ticketing operates similar to the way hotel
reservations are made. An electronic airline ticket resides
on the airline's computer database. At the time of booking,
you are given aflight confirmation number by the travel
counselor. The traveler simply presents the confirmation
number and avalid photo ID at either the airline check-in
counter or at an e-ticket kiosk at the airport in order to receive
aboarding pass.
Note: If you use an e-ticket kiosk at the airport to obtain your
ticket, a credit card or your flight(s) reservation number is
required for identification purposes.

e Travelersretain advance seat assignments, curbside
baggage check in and through flight boarding pass for all
connecting flights

»  Electronic ticketing is accepted by all major U.S. airlines
and a growing number of international carriers.

» Travelersdo not have to worry about tickets being lost or
stolen since thereis no actual ticket issued.

A detailed travel itinerary may be sent viafax, email or
regular mail. A receipt for back up documentation and
expense reporting is sent regular mail.

e Check-In

In an ongoing effort to ease security-related delays at
airports, airlines are turning to the Internet and
technol ogy-enabled options that provide advance boarding
passes. Currently the major airlines (American, United,
Continental, Delta, Northwest and USAIir) allow their
passengers to print out boarding passes or security
documents from their home or office, reducing the need to
visit the ticket counter before heading for the airport
security checkpoint. The process is especially convenient
for those who are not checking bags and want to rush right
to the gate. Most online systems currently allow only
domestic check in, though Northwest allows for
destinationsin Asia, Europe, Mexico and Canada.
Northwest also offers the widest window of check-in time,
up to 30 hours ahead. Continental provides a 12-hour
window, matching AA's. To check-in online, most airlines
require:
»  your departure city/airport AND
e confirmation number OR
» eTicket number
»  Frequent Flyer number

FAQs

How do | check in with an Electronic ticket?
Just like a paper ticket, you can check in at the ticket counter,
at the gate or at an electronic ticket kiosk.

How do | change or cancel my flight?
Just call your travel counselor. All changes can be made right
over the phone.

What if | need to get a refund?

Requesting arefund or an electronic ticket to be reissued is as
easy as aphone call. There are no special tripsto [Agency
Name] or to the airport required in order to have your paper
ticket reissued or refunded.

What about a lost ticket?

Thisis not a problem with electronic ticketing because there
is no paper ticket to lose!

Wheredo | get areceipt?

Y our electronic ticket receipt will be emailed to you.



Travel Documents and Deliveries

Prepaid Tickets

In certain instances, when an airlines does not allow for
electronic ticketing, DAVISVILLE TRAVEL will arrange for
aprepaid ticket to be picked up by the traveler at the airport:

*  When alate booking precludes any other means of
delivering the ticket OR

*  When anew booking is made after business hours
through the 24-Hour Emergency Service.

Airline regulations state that prepaid tickets may only be
offered for reservations made within 24 hours of departure
(excluding Saturdays, Sundays, and holidays). Also, airlines
assess a service charge for prepaid tickets.

Travelers should be advised to arrive at the airport at least
three hours before flight time to claim their prepaid tickets;
they should know the originating airline and flight number
and should be prepared to show proof of identity to the airline
agent. If aprepaid ticket is not claimed, DAVISVILLE
TRAVEL must be notified as soon as possible in order to
arrange arefund.

Paper Tickets

Documents received from DAVISVILLE TRAVEL will
include air tickets and a copy of the itinerary.

e Airline Tickets should be checked carefully against your
notes to insure accuracy. Check the passenger name and
the routing, and insure that there is a coupon for each
flight segment. Also check the status box for the code
"OK”. Any other notation means that your reservation is
not confirmed. RQ indicates that spaceis still on request,
and WL signifies that your traveler is waitlisted.

e Theltinerary includes al the pertinent details of the trip
and should be checked against your notes. A copy of the
itinerary should go with the traveler, and a second to
secretary, spouse, or anyone needing to know the
traveler's plans. Items of particular value on the itinerary
are hotel names, addresses, and phone numbers (for
contacting atraveler enroute), hotel and car rental
confirmation numbers (in cases when a front desk-clerk
or car-rental agent denies knowledge of a confirmation),
and the 24-Hour Emergency Service Number.

« Ticket stufferson avariety of topics are occasionally
included. "Important Information™ is a periodic update
explaining aservice issuethat is of interest to both
travelers and travel arrangers. It aso offers helpful tips.

Ddliveries

Documents are mailed via ups and there is a traceable
method id number for tracking purposes.




In Transit

Checkingin at theairport

Early arrival at the airport is the best insurance against
missing a flight or getting bumped. Travelers should plan to
arrive at least two hours early for domestic flights and at least
three hours early for international flights. Keep in mind that
as of January 1, 2003, The Travel Security Administration
began screening 100% of checked baggage at all 429
commercial airports across the United States.

» |If aflight isdelayed, travelers should be advised to stay
close to the gate. It is not uncommon for airline personnel
to give conflicting information on when a delayed flight
islikely to depart. When the flight finally begins
boarding, atraveler wandering through the airport may
not hear the call and consequently miss the flight.

» If aflight isoverbooked, airline personnel will ask for
volunteers willing to give up their confirmed seat for
monetary compensation and/or reduced rate travel. Many
companies regulate the use of such compensation, so
check your corporate travel policy. If there are not
enough volunteers, the airline will deny boarding to
confirmed passengers in accordance with its particular
boarding priority. With few exceptions, persons denied
boarding involuntarily are entitled to compensation. The
complete rules for the payment of compensation and each
airline's boarding priorities are available at all airport
ticket counters and boarding locations. Note that these
practices do not necessarily apply to foreign carrier
flights originating outside of the United States. Also,
travelers checking in less than 10 minutes prior to a
domestic departure or 40 minutes prior to an international
departure may not be eligible for denied-boarding
compensation.

« If aflightiscancelled during regular business hours, the
traveler should immediately call DAVISVILLE
TRAVEL. After hours, the traveler should contact the 24
Hour Emergency Service. The phone number is printed
both on the ticket jacket and the itinerary. By calling
DAVISVILLE TRAVEL, 1) the traveler does not have to
wait in line with potentially hundreds of other stranded
passengers, 2) DAVISVILLE TRAVEL will confirm the
next/best flight, not just the next flight on the same
carrier and 3) DAVISVILLE TRAVEL isableto make
any other itinerary changes that the delay causes, such as
protecting a car rental reservation, changing alimousine
pick up time, etc.

Checking in at the hotel

Like airlines, hotels often overbook as a matter of policy.
Rooms booked by DAVISVILLE TRAVEL are aways
Guaranteed for late arrival. Most hotels adhere to the
following "Walk Policy" i.e. if no room is available despite a
guaranteed late arrival, the hotel will:

1 Provide accommodations at a comparable hotel.
2 Provide free transportation to the hotel.

3 Pay the cost of the first night's lodging.

4 Provide one free long distance call.

If ahotel does not acknowledge your reservation, ask to
speak to the night manager and show your itinerary with the
confirmation number. If thisis unsuccessful, phone the
Emergency Service from the front desk. Our Emergency
Service counselors are often able to prove that the hotel
acknowledged and confirmed the booking.

24 Hour Emergency Service

Travelers and travel arrangers are never more than a
phone call away from DAVISVILLE TRAVEL. Our 24 Hour
Emergency Service will provide assistance for travelers on
the road or make reservations that cannot wait until business
hours. Our Emergency Service counselors can easily access
your Company Profile and Traveler Profile so you can expect
the same high level of service that you receive from
DAVISVILLE TRAVEL. When calling the Emergency
Service, be prepared to state:

e Your Emergency Service traveler access code

e Your company name

e Thetraveler's name

< If making changesto an existing trip, give the date of the
first flight.

10



Post-trip Details

Although atraveler hasreturned to the office, abusiness ¢«  How to refund a Partially Used RefundableTicket (i.e.,

trip isnot over until all the accounting details are settled, and one or more coupons were used):

any customer service issues are resolved. Prompt attention to

these matters prevent billing problems from surfacing later 1 If apaper ticket is unused return the ticket to

on. DAVISVILLE TRAVEL..

» Refund Procedures: All unused paper documents (air 2 If an e-ticket isreturned please notify DAVISVILLE

and rail tickets, prepaid hotel and car vouchers, etc.) must TRAVEL
be re-turned to the Agency that issued the document in

order for credit to be obtained. Documentsthat are Note: Credits for some tickets may reflect airline-imposed
mailed must be sent by a traceable method back tothe cancellation fees. DAVISVILLE TRAVEL will advise the
issuing office location. traveler of any cancellation penalties at the time of booking.
Also, partial refunds on some tickets (especially international)
*  How torefund aWholly Unused Refundable Ticket must be processed by the airlines. This can often result in long
(i.e., thetraveler did not use any coupon of the ticket): delays before the credit isissued.

If it is a paper ticket, return the ticket to DAVISVILLE
TRAVEL whereit wasissued. If it is an electronic ticket
notify DAVISVILLE TRAVEL.

Theairlines will be notified of the unused ticket and a
credit will appear on your credit card statement.

N\
N
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Post-trip Details

* How to obtain arefund on an Unused Refundable
Prepaid Ticket (i.e. thetraveler did not pickup a prepaid
ticket):

1 Advise DAVISVILLE TRAVEL as soon as possible
that the ticket was unclaimed and will not be used. Note
that

DAVISVILLE TRAVEL is not automatically notified by
the airline when a prepaid ticket has not been claimed.

2 DAVISVILLE TRAVEL will obtain authority to refund
fromthe airline.

3 As soon as authority isreceived (usually immediately)
credit will be processed as described above.

4 The Prepaid service charge imposed by the airlineis
nonrefundable. If a prepaid ticket has been claimed and
issued to the traveler, and all or any part of it has not been
used, standard refund procedures apply.

 How toobtain arefund onalLost Ticket

1 Request a"Lost Ticket Application" from the airline

or DAVISVILLE TRAVEL to be completed and signed
by the traveler. The passenger copy should be retained by
the

traveler, and the other copies returned to the issuing
Location.

2 If the ticket has not been used, credit will be processed
as soon asthe refund isreceived by DAVISVILLE
TRAVEL from the airline (allow 120 days). The credit

will reflect an airline-imposed processing fee, which varies
according to the airline.

Note: Airlines do not accept responsibility for ticket usage if
the lost ticket is found and used by someone else. A refund
will not be issued in these situations. Also, some airlines and
Amtrak will not refund alost ticket.

e How to obtain arefund on Deposits On Hotel
Reservations:

1 Notify DAVISVILLE TRAVEL as soon as possible
that hotel accommodations will not be used. The
DAVISVILLE TRAVEL counselor will provide a
cancellation number for records.

2 DAVISVILLE TRAVEL will initiate and follow up on
the refund request.

3 A credit memo will beissued only after receipt of the
refund from the hotel (allow at least 30 days).

Note: Some hotels impose cancellation fees that will be de-
ducted from the refund.

A Note about NONREFUNDABLE Fares

Nonrefundable fares for most airlines must be used for the
specifically ticketed flight and have no value once the flight
has departed. Some airlines will allow changes to the non-
refundable itineraries before scheduled departure, subject to
certain restrictions and fees.

With the ever-changing Airline Industry, it isimperative
that you review specific farerulesand change fees with
our agency staff for the most complete and updated

infor mation.
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Account Service

Account Service Procedures

Although we al strive to anticipate any problems and
assure a hassle-free business trip, problemsinevitably surface
from time to time. Following isalist of the most commonly
occurring problems, and some tips on how to handle them.

* Hotel or Car Rental Reservations or Confirmed Rates
Not Honored: Contact DAVISVILLE TRAVEL. If a
rate is being disputed, be sure to save any applicable
receipts. DAVISVILLE TRAVEL maintainsthe
complete reservation record on file and will represent you
to the hotel or car rental agency.

* Inaccurateor Unsatisfactory Reservations,
Documentation, or Counselor Service: Contact
DAVISVILLE TRAVEL. All such complaints will be
followed up with the travel counselor and with office
management until resolved.

» Billing Problems: Inaccurate debits or credits to a credit
or charge card statement should be followed-up directly
with the card company. If any back-up documentation is
required, DAVISVILLE TRAVEL can usually provideit.
If your company is centrally billed by the Agency,
contact your company's paying location or the Agency's
accounting department.

How Are We Doing?

At DAVISVILLE TRAVEL, we carefully
monitor our performance to make sure you are
getting the best possible service. One way we
measure this is through a telephone or email
customer service questionnaire. It'simportant to let
us know how we're doing, and it's helpful to get the
good news as well as the bad. So respond to our
survey questions and keep us on our toes!

e
P
—

>4
7

/4
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Travel Tips

Packing L uggage

Pack most loose items in the bottom of your suitcase. Leave
your clothes on their hangersin dry cleaner bags. Put them all
into the suitcase at once and before folding over, put in arow
of small items to avoid a crease in the innermost garment.
When you reach your destination, you only have to pick up
the whole batch of hangers and put them in the closet.

Call Ahead

Phone the hotel or access their Internet website before you go
to find out what amenities the room will have, such as hair
dryers, shampoo, bathrobes. That way you can avoid packing
whatever the hotel provides.

No L eaks
Avoid leaking liquids. Pack solid perfume, deodorant,
cosmetics, etc.

Special Favors

If you or someone you're traveling with isin awheelchair or
is somewhat disabled, ask your airline whether you can use
their executive lounge. This hospitality is often extended.

Luggage
Tag your luggage, both carry on and checked bags. Use
your business address on the inside and outside of all luggage.

Carry On

NEVER check any itemsin your luggage you can’t live
without (i.e. medication, credit cards, cash, toiletries, etc.)
Many items are not easily replaced if lost in your luggage.

Secret Address

Y ou don’t want to announce that your home is empty — even
to peoplein another city. Y ou might want to register at hotels
using your business address. Remove address |abels from
magazines ad newspapers before leaving them in a plane,
train or hotel room.

Sign Language

Putting out the doorknob sign to request maid serviceislike
hanging ared flag that says, “Thisroom is empty.” Don’'t do
it.

No Frills

Many consumers wonder whether no-frills airlines are safe.
According to the FAA, “All carriers must follow the same
rigorous standards.” The low fare airlines fly the same types
of planes asthe major carriersand are just as safe.
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Safety Tips

« Allow plenty of timeto check your luggage and get to the
gate. Generally speaking, you should plan to arrive at the air-
ort two hours before your domestic flight and three hours
before your international flight. If you are flying domestically
from abusy international airport you will want to give
yourself some added time.

»  Double-check your purse and bags before you leave
home for items that might cause a delay at the security
checkpoint.

e All airlinesrequire a government issued photo ID (i.e.
driver'slicense or passport) at check-in. Have yours ready to
present at the ticket counter and security gate.

»  Carry acell phone or other wireless communication
device (e.g. ablackberry) at all times while traveling. If you
haven't done so aready, pre-program [Agency Name]’stoll-
free travel reservations telephone number into your phone.

e Make certain you record and carry with you at all timesa
hard copy of DAVISVILLE TRAVEL stoll-free travel

reservations number, as well as our Emergency Travel
Servicestoll-free number.

» |If you change your plans at the last minute (i.e. at the
airport and directly with the airline) and cannot make that
change through our agency, call us so that we can be up to
date on your current travel plans. If you do not, and an
incident occurs that could impact your new plans or would
have impacted your previous plans, it will be more difficult
for the travel department to track you and assist you.

e Many traveling employees book their trips through third-
party Internet sites. Trips booked through these channels will
not be accessible to atravel counselor in the event of an
emergency. Thiswould impair the travel department’s ability
to track you or book you on another flight. It isimperative
during these uncertain times that you do not book outside our
designated travel agency.

e Cdl your airline' stoll-free customer service number, or
visit their website, prior to leaving for the airport for up-to-
date departure information on your flight.

e Carry backup documents. Make a photocopy of your
passport photo page and any required visa documents. Keep
the originals in a safe place and keep the photocopies with
you.

e Bealert and aware of the people around you and avoid
anyone who looks suspicious. Contact airport security if you
have, or anticipate, a problem.

»  Before embarking on the trip, familiarize yourself with
local customs and laws.

e Plan ahead to make sure you know where you are going.
If you rent a car, ask the car rental company for aroad map
and directions for arriving at your destination.

e If you are traveling overseas, know the location,
direction, and phone number of the nearest U.S. embassy or
consulate, available viathe Internet at
http://usembassy.state.gov/. Also, you can check current
travel warnings by accessing the U.S Department of State at
http://www.tr avel.state.gov/travel war nings.html|
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Glossary

This glossary contains some of the expressions, abbreviations and jargon commonly used in the travel industry

Airport Check-In
The airline has assumed control of pre-reserved seating.
Traveler must obtain seat assignments at airport counter.

ARC

Airlines Reporting Corporation. Provides servicesto the
travel industry primarily related to travel agency accredita-
tion, transactions reporting, financial settlement and ticket
assignment and distribution and control.

Assured Reservations

Unique to rooms guaranteed with an American Express Card.
If ahotel does not have the room that was guaranteed, it is
required to find alternate lodging at its own expense.

Back-to-Back Ticketing

Ticketing method in which the traveler books two overlapping
roundtrip reservations that meet discount fare restrictions
(such as a Saturday-night stay) in order to lower the overall
cost of the trip. This practice violates FAA and airline rules
and regulations and is generally prohibited.

Boar ding Pass
A permit to board a ship, plane, train, or other form of
transportation.

Bumping

The practice of removing a confirmed passenger from a full
flight to make room for a passenger with higher priority; a
full-fare passenger may bump an industry discount or free
passenger.

Concierge

Theindividual or desk (conciergeri€) in a hotel that attendsto
guests' needs, including making theater reservations,
porterage, general information, etc.

Confirmation

A confirmed reservation exists when a supplier either orally
or in writing acknowledges that a booking has been accepted.
Most confirmations are subject to certain conditions.

Consolidator

A travel agency that specializesin liquidating airline seats
(primarily international) that would normally go unsold.
Although there may be significant cost savings, inventory is
limited and tickets are highly restricted i.e. non-refundable,
non-endorsable and non-changeabl e.

Connecting

Any two things that are directly linked to each other.
Connecting flights enable a client to change planes to
Complete ajourney. Connecting rooms or cabins enable
guests to move from one to another without going outside.

Corporate Hotel Rate

A hotel rate that is set in advance for afull year and is not
subject to change. Corporate rates are generally below or in
the low end of the rack rate range and often offer upgraded
accommodations. Only corporations or travel agencies
enrolled in ahotel or chain's corporate rate program are
digible.

CRS

Computer Reservation System. An interactive electronic
system linking individual travel agenciesto a central, airline-
owned computer, allowing agents to make availability
inquiries and travel reservations

Coupon, Flight

A couponis aticket issued for transportation, which
contains the itinerary of the passenger but isvalid only for
carriage between the passenger's point of enplanement and
deplanement on a single flight as noted on the coupon. It also
includes the class of service, stopover code, carrier, date of
travel, flight number, and applicable fare.

Coupon, Passenger
That portion of the ticket that is so marked and that ultimately
is retained by the passenger.

Denied Boarding Compensation

Compensation paid to a passenger holding confirmed reserved
space, who finds the airline cannot accommodate them. The
traveler must have complied fully with the airline's
reguirements as to ticketing, check-in, and reconfirmation
procedures and be acceptable for transportation under the
carrier'stariff.

Direct/Thru Flight
Flight that makes one or more intermediate stops en route to
destination, but no change of planes.

Duplicate Booking

Refers to two reservations made for same traveler for the
same or similar dates; will be canceled by airlineif
discovered. Travel counselors are not allowed to make
duplicate bookings.
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E Ticket

An electronic or ‘€ ticket issimilar to ahotel reservation. An
electronic airline ticket resides on the airline’s computer
database. At the time of booking, the traveler receives a
confirm ation number. The traveler presents the confirmation
number at check-in along with photo ID and receives a
boarding pass.

Leg
The portion of ajourney between two scheduled stops.

Minimum Connection Time
Time established as the minimum required in order to make a
connecting flight; can vary with airport and airline.

No-Show
A passenger or hotel guest who failsto use or cancel a
reservation.

Nonrefundable
Refersto aticket that if unused has no value once the flight
has departed.

Nontransferable
Refersto aticket that cannot be changed to another's name
once it's been issued.

Nonstop
Flight that does not make any stops enroute to a destination.

Open Ticket
A ticket that is valid for transportation between certain points,
but indicates no specific reservation.

Overbooking

The practice of confirming more seats, cabins, or rooms than
are actually available to insure against no-shows. Over-
booking can be unintentional, too.

Penalty

Refersto afee imposed by airline to change or cancel flights
once ticket has been issued. Generally applies to advance
purchase-discounted fares.

PNR

Passenger Name Record. A computerized version of the
traveler’ s reservations (air, hotel, car) created by travel
counselors.

Prepaid Ticket

Reservation is booked and charged to a charge card and
picked up by the passenger at the airline ticket counter.
Airlines assess a nonrefundabl e service charge for this
process. If the prepaid ticket is not claimed by the passenger,
your travel counselor must be notified in order to arrange with
the carrier for an " Authority to Refund" in order to process a
credit. If this procedure is not followed, the passenger will
continue to be charged for the ticket.

Promotional Airfares

Discounted airfares offered by carriers on selected routes and
flights. Promotional fares may have a variety of restrictions,
such as advance purchase or staying over a Saturday night.
Many promotional fares are also "capacity controlled; that is,
only a certain number of seats on specific flights are available
at the discounted fare. In addition, some carriers impose
cancellation fees on promotional fares.

Refund Credit

Credit due atraveler or corporation for an airline ticket or
portion of aticket that was not used and returned to the
issuing office after it was generated. A cancellation can be
considered avoid if aticket wasissued and returned within
the same day asissued.

Red Eye
A scheduled flight that departs at night and arrivesin the
morning. Refersto the passenger's eyes on arrival.

Revalidation
The authorized stamping or writing upon the flight coupon
showing that it has been officially altered by the carrier.

Segment

A leg or group of legs of essentially continuous travel.

Segment Status Codes

OK Reservation confirmed.

RQ Reservation requested, but not confirmed.

WL Waitlisted. Flight booked and passenger put on a
priority standby basis.

Split Ticketing

Ticketing method in which two one-way tickets are issued
instead of aroundtrip in order to obtain alower fare. Most
often applies to international itineraries so that travelers can
take advantage of currency exchange rates.
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Standard Ticket
An air ticket issued by travel agentsthat is valid for travel on
any ARC member airline and other designated airlines.

Standby
A passenger on awaitlist, or one prepared to travel if space
becomes available at the last moment.

Stopover

Anintentional interruption of ajourney, which either prevents
a continuous through fare, or is permitted by the carrier in
conjunction with athrough fare.

Ticketless Travel

With “ticketless travel”, flights must be reserved by either the
travel agency or traveler by contacting the airline directly.
Carriers who offer ticketless travel do not participate in any of
the computer reservation systems (CRS) and do not allow
filing of their tickets through the Airline Reporting
Corporation (ARC).

Upgrade
To move aclient to a better class of service or
accommodations.

VAT

Vaue Added Tax. A consumer oriented tax charged on a
number of European business transactions including hotels,
car rentals, restaurants, trade shows and more. VAT rates vary
in each country from 3.5% to 25%.

Validate

To imprint aticket or voucher with the identifying mark of an
airline or agency, using a plate with raised lettering and a
special machine. Necessary to make a standard ticket legal for
travel.

Visa
A permit to enter a country for a specific purpose. Recorded
in a passport.

Void

A ticket that isissued and returned to the issuing office within
the day it was ticketed, thereby avoiding processing through
the ARC accounting system.

Waitlist

A list of clients seeking transportation or accommodations at
times when they are unavailable. Waitlisted clients are
confirmed as aresult of subsequent cancellations.
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Airlines Reporting Corp
Participating Carriers

Asof February 27, 2003
WWW.ar ccor p.com/carriers.htm

Number Code Carrier Name

450 9B ACCESRAIL

137 VX ACESAIRLINES

053 €l

078 JR AERO CALIFORNIA

929 N6 [REROCONTINENTH

555 su REROFLOT RUSSIAN ATRLINES
044 AR IAREOLINEAS ARGENTINAS|
440 N2 [REROLINEASINTERNACIONALES]
926 BQ AEROMAR

139 AM

152 VH REROPOSTAL AIRLINES|

870 vV REROSVIT AIRLINES

014 AC

427 T

999 CA ATR CHINATNTERNATIONAL CORP]
996 UX

057 AF

098 Al

201 M

646 IW AIRLIB

643 KM ATRMALTA CO.LTD]

086 NZ AIR NEW ZEALAND]

260 FJ ARPACIFICLTD]

244 ™ AR TAHTTTNUI|

649 TS

332 FL ATRTRAN AIRWAYY

027 AS ACASKA ATRLINEY

055 AZ IALITALIA AIRLINEY

205 NH ALL NTPPON AIRWAY Y

902 LL ALLEGRO AIRLINES

327 AQ IALOHA AIRLINES|

401 HP AMERICA WEST AIRLINESTNC]
001 AA AMERICAN ATRLINES)

366 TZ IAMERICAN TRANS AIR]

554 2V AMTRAK

988 oz ASIANA ATRLINES)|

257 0s IAUSTRIAN AIRLINES|
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http://www.aerlingus.ie/
http://www.arccorp.com/participants/www.aerocontinente.com.pe
http://www.aeroflot.org/index.htm
http://www.aeroargentinas.com/
http://www.iwm.com.mx/foroemp/aerint.htm
http://www.aeromexico.com/
http://www.aeropostal.com/
http://www.aerosvit.com/
http://www.aircanada.ca/home.html
http://www.aircaraibes.com/
http://www.airchina.com.cn/english/index.htm
http://www.aireuropa.com/
http://www.airfrance.com/
http://www.airindia.com/
http://www.airjamaica.com/
http://www.airmalta.com/
http://www.airnewzealand.com/
http://www.airpacific.com/apnofr/home.html
http://www.airtahiti-nui.com/home/us/indexus.html
http://www.airtransat.com/
http://www.airtran.com/
http://www.alaska-air.com/
http://www.alitalia.it/eng/index.html
http://svc.ana.co.jp/eng/index.html
http://www.alohaair.com/
http://www.americawest.com/
http://www.aa.com/
http://www.ata.com/
http://www.amtrak.com/
http://us.flyasiana.com/
http://www.aua.com/

095
134
994
111
387
125
236
106
557
160
378
297
781
784
005
230
724
064
006
559
077
114
176
808
071
695
105
422
126
237
846
507
072
169
641
173
075
580
108
131
589
180

6A
AV
ZE
upP
GQ
BA
BD
BW
8B
CX
KX
Cl
MU
Ccz
CcO
CM
LZ
OK
DL
K8
MS
LY
EK
7H
ET
BR
AY
Fo
GA
GH
ZK
Z0
GF
HR
9C
HA
IB

Fl
JL
ow
KE

AVIACSA AIRLINES

AVIANCA
AZTECA AIRLINES

BIG SKY AIRLINEY
BRITISH AIRWAYY
BRITISH MIDLAND AIRWAYSLTD]
BWIA INTL AIRWAYSLTD]
CARIBBEAN STAR AIRLINES|
CATHAY PACIFIC AIRWAYSLTD)
CAYMAN AIRWAYS
CHINA AIRLINES)
[CHINA EASTERN AIRLINES
[CATNA SOUTHERN AIRLINES
CONTINENTAL AIRLINES)
OPA
[CROSSAIR DBA SWISY
[CSA CZECH AIRLINEY
DELTA AIRLINESINC]
DUTCH CARIBBEAN AIRLINES
GYPTAIR
EL AL ISRAEL AIRLINES]
RATES

ERA AVIATION]
ETHTOPIAN ATRLINES ENTERPRISE]
EVA AIRLINES CORPORATION]|
FRONTIER AIRLINESINC]

[GARUDA INDONESIAN AIRWAYS|
GHANA AIRWAYS|
[GREAT LAKESAVIATIONLTD)
[GREAT PLAINS AIRLINES)]

ULF AIR

ARN AIR
HAITI CARIBBEAN AIRLINES
HAWAITAN AIRLINES
BERIA
NDIGO AIRLINES)

CELANDAIR
PAPANAIRLINEY

ET AIRWAYS
OREAN AIR

=
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http://www.avianca.com.co/
http://www.bahamasair.com/
http://www.bigskyair.com/
http://www.british-airways.com/
http://www.iflybritishmidland.com/
http://www.bwee.com/
http://www.flycaribbeanstar.com/
http://www.cathay-usa.com/
http://www.caymanairways.com/
http://usa.china-airlines.com/index-e.htm
http://www.cea.online.sh.cn/html/enindex.html
http://www.cs-air.com/en/
http://www.flycontinental.com/
http://www.copaair.com/english/index.htm
http://www.crossair.com/en/home/index.html
http://www.csa.cz/
http://www.delta-air.com/
http://www.m-link.com/almusaafer/EGYPT/TRANSPOR/egair.html
http://www.elal.co.il/
http://www.ekgroup.com/
http://www.era-aviation.com/
http://www.ethiopianairlines.com/
http://www.evaair.com.tw/english/index.htm
http://www.us.finnair.com/
http://www.frontierairlines.com/
http://www.garudausa.com/
http://www.ghana-airways.com/
http://www.greatlakesav.com/
http://www.greatplainsairlines.com/
http://www.gulfairco.com/
http://www.hahnair.de/
http://www.hawaiianair.com/
http://www.iberia.com/
http://www.flyindigo.com/
http://www.icelandair.com/
http://www.jal.co.jp/english/index_e.html
http://asp1.jetairways.com/
http://www.koreanair.com/

229
133
045
544
069
140
051
080
266
220
232
182
129
533
132
076
453
455
012
050
214
339
079
162
081
157
147
512
065
117
618
377
083
242
526
680
487
337
202
957
047
281

KU
LR
LA
LP
MJ
LI
LB
LO
LT
LH
MH
MA
MP
YV
MX
ME
YX
NA
NW
OA
PK
KS
PR
PH
QF
QR
AT
RJ

SK

4S

A4
WN
JK
NK
SY
TA

P
RO

KUWAIT AIRWAYS CORP]
CACSA AIRLINES]

CAN CHILE AIRLINES

LAPA AIRLINES

LIAT (1974) LTD.

LLOYD AEREO BOLIVIANQ|

LOT POLISH AIRLINES|

LTU INTERNATIONAL AIRWAYS|
LUFTHANSA GERMAN AIRLINEY
MALAYSIA AIRLINES SYSTEM|
MALEV HUNGARIAN AIRLINES)
MARTINAIR HOLLAND]

MESA AIR LINES INC
MEXICANA AIRLINES]
MTDDLE EAST AIRLINES
MIDWEST EXPRESS AIRLINES INCJ
NORTH AMERICAN AIRLINES NG
NORTHWEST AIRLINESINC]
PLYMPIC AIRWAYS

PAKISTAN INTL AIRLINES)

PEN AIR

PHILIPPINE AIRLINES)
POLYNESIAN ATRLTNES
DANTAS AIRWAYS)

DATAR AIRWAYS)

ROYAL AIR MAROC|

ROYAL JORDANIAN AIRLINEY
[GAUDI ARABIAN AIRLINES
ECANDANAVIAN AIRLINES)
[SINGAPORE AIRLINES]

SOLAIR]

BOUTH AFRICAN ATRWAYJ)
[SOUTHERN WINDS]
BOUTHWEST AIRLINEY

BPIRIT AIRLINES

EUN COUNTRY AIRLINES]

[TACA INTERNATIONAL AIRLINES]

TAM AIRLINES
fFAP - AIR PORTUGAL]

[TAROM ROMANIAN AIR TRANSPORT]
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http://www.kuwait-airways.com/
http://www.grupotaca.com/ing/index.html
http://www.lanchile.cl/english/
http://www.lanperu.com/
http://www.labairlines.com/
http://www.lot.com/english/
http://www.ltu.com/
http://www.lufthansa-usa.com/
http://www.malaysia-airlines.com/main.html
http://www.malev.hu/english/default.asp
http://www.martinairusa.com/
http://www.mesa-air.com/
http://www.mexicana.com.mx/mx2/english/home.asp
http://www.mea.com.lb/
http://www.midwestexpress.com/
http://www.northamericanair.com/
http://www.nwa.com/
http://www.olympic-airways.gr/
http://www.piac.com/index.htm
http://www.philippineair.com/
http://www.polynesianairlines.co.nz/
http://www.qantas.com.au/
http://www.qatarairways.com/
http://www.royalairmaroc.com/ver_en/home/home.htm
http://www.rja.com.jo/
http://www.saudiairlines.com/
http://www.flysas.com/
http://www.singaporeair.com/
http://www.solair.com/
http://www.saa-usa.com/
http://www.sw.com.ar/
http://www.iflyswa.com/
http://www.spanair.com/uk/index.asp
http://www.spiritair.com/
http://www.suncountry.com/
http://www.grupotaca.com/ing/index.html
http://www.tam.com.br/
http://www.tap-airportugal.pt/en/index1.html
http://www.tarom.ro/

217
235
566
016
751
037
042
830
932

TG
TK
PS
UA
uw
us
RG
2R
VS

THAT AIRWAYS INTERNATIONAL]
TURKISH ATRLINES INC.]

UKRAINE INTERNATIONAL AIRLINES)
[UNITED AIRLINEY

UNIVERSAL AIRLINES)

USATRWAYS INC. |

VARIG AIRLINEY]

VTA RAIL CANADA]

MTRGIN ATLANTIC AIRWAYY
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http://www.thaiair.com/
http://www.turkishairlines.com/
http://www.uia.ukrpack.net/
http://www.ual.com/
http://www.universal-airlines.com/
http://www.usairways.com/
http://www.varig.com.br/english/rghome-p.htm
http://www.viarail.ca/en.index.html
http://www.fly.virgin.com/

AMENICAn EXpress lravel Represe

Welcome to DAVISVILLE TRAVEL
420 SECOND STREET
DAVIS, CA 95616

Fact Sheet

Reservations: (800)-255-4567
(530)-758-4510
(916)-448-1951

Fax: (530)-758-2401
24 Hour Emergency Service (800)-350-5172
Access CodeisALOS
Office Hours 8:30 AM —-5:30 PM
Monday through Friday

Agency Supervisor Judy Smith
(530)-758-4510

Travel Counselors Sharon Pugh
Brigitte Koepp
Jenni Navas
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