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WELCOME TO PROFESSIONAL TRAVEL! 

 
 
 
 
We are honored to have been selected by Moen Incorporated as your business 
travel management partner.  Our entire staff is committed to delivering services and 
solutions that exceed your expectations.   
 
Since 1963, Professional Travel has managed customized travel management 
programs for many of the country’s most successful and respected organizations.  
As one of the largest privately owned Travel Management Companies in the country, 
Professional Travel is uniquely positioned to reduce your overall travel costs while 
efficiently servicing your individual travel needs. 
 
Our account implementation team has assembled the enclosed packet of information 
to familiarize you with our services, staff and procedures.  We advise you to review 
this information thoroughly and to contact us directly should you have any questions.       
 
Thank you again for the opportunity to work with each of you and we look forward to 
earning your complete confidence and satisfaction.   
 
 
Sincerely, 
 
 
 
 
Robert Sturm     Rob Turk 
President and CEO    Executive Vice President 
 
 
 
 



Professional Travel Contact 
 
 
 
 
 
TELEPHONE NUMBERS: 

 (440) 734-4099 - LOCAL RESERVATIONS   
(800) 663-6027 - RESERVATIONS NATIONWIDE 

 (440) 734-4528 - FAX 
(866) 406-8728 - After Hours “800” Service 

Membership Code:DP2   
HOURS OF OPERATION: 8:00AM – 9:00PM (ET)  

 MOEN DOMESTIC AGENTS TEAM: PRESS 1   
Robin Meadows    robinm@protrav.com 
Jill Vince     jillv@protrav.com 
Susanna Clapp    susannac@protrav.com 
Erin Schuler                                         erins@protrav.com 
Marcia Wolf     marciaw@protrav.com 
Carolyn Nehrenz    carolynn@protrav.com 
Joyce Reparsky    joycer@protrav.com  
MOEN INTERNATIONAL AGENTS TEAM: PRESS 2    
Kathleen France    kathleenf@protrav.com   
Peggy Adams     peggya@protrav.com 
Grace Salonia    graces@protrav.com 
Kim Wright     kimw@protrav.com  
GROUPS / MEETINGS: ext. 4754 
Susan Geers   ext. 4020 susang@protrav.com  
MOEN TRAVELNET:   http://www.moentravelnet.com 
     ext. 4594 Click on Book Travel 
  
 

At any time, you may display up to the minute itinerary information online at 
 www.viewtrip.com. 

 

www.protrav.com 
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A. TRAVEL ARRANGEMENT PROCEDURES 
 
1. Introduction and Welcome 
 

On behalf of the employees of Professional Travel, Inc., we would like to welcome you.  
Professional Travel is one of the nation’s largest and most successful travel management 
companies and has been in business under the same ownership and management since 1963.   

 
Our partnership in Radius, the Global Travel Company, the world’s largest travel 
management consortium, makes available to our customers over 4,600 locations both 
domestic and international.  Our corporate headquarters are located in the Cleveland area, 
with other wholly owned and partner offices throughout the United States. 

 
2. Office Location and Hours 
 
  Your service office is located at: 
   
  Professional Travel, Inc. 
  Corporate Headquarters 
  25000 Great Northern Corporate Center, Suite 170  
  Cleveland, Ohio 44070 
 
  Local Cleveland:  440-734-4099  
  Toll Free:   800-663-6027  
  FAX:    440-734-4528 
 
  After Hours:   866-406-8728 

Membership Code:DP2 
 
  Office Hours:   8:00 AM - 9:00 PM, ET 

     Monday through Friday 
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3. Making Reservations  
• Traveler Profile 

It is important that we have a record of your travel preferences and membership numbers.  
The profile information is confidential and maintained in our computer system to provide 
individualized service for every traveler.  Please fax the completed Traveler Profile to 
Professional Travel at 440-734-4528 or send it via E-Mail to lynnp@protrav.com  as 
soon as possible.  

• Reservation Procedure 
Reservations should be called in as soon as the traveler has a tentative schedule.  
Booking early allows you to take advantage of lower fares and increases the chances that 
you will get your preferred seat assignment.    
When you telephone Professional Travel, please be prepared to answer the following 
questions:  
a) Your name and company/division. 
b) State purpose of your call, i.e. new reservation, change, cancellation. 
c) Passenger(s) last name, first name.   
d) Passenger(s) home and business phone numbers. 
e) Reservations may also be emailed to our office by accessing www.protrav.com and 

clicking on the “Travel Request Form” link on the right hand side of the site. 
f) Domestic reservations should be made using the online booking product by accessing 

“leave open for site link here” www.moentravelnet.com.  
• ViewTrip 

Through ViewTrip, Professional Travel gives you the ability to get detailed information 
about your itinerary with just a few keystrokes. Information is available online, anytime.  
To access your travel information, simply visit www.viewtrip.com. Once there, you can 
view details on any booked itinerary by entering the reservation number of that itinerary 
and your last name/surname.  Click the “Electronic Expense Receipt” link on the screen’s 
left side to print off a detailed receipt.  
You can view travel details anytime, and the information found at the ViewTrip site is totally 
secure. Only someone with your reservation number (such as an assistant, spouse or 
child) can access trip details. ViewTrip also will display complete itineraries up to 24 hours 
after the last day of travel for a specific trip.  ViewTrip is a great way to save you time 
because you’re able to access the information you need...online, anytime. 

 
• Refunds 

If you have an unused paper or electronic ticket, Professional travel will apply the value of 
that ticket to the next qualifying trip.  Please advise your reservation agent of any en route 
changes that may have been made directly with the airline so we can apply any credits 
accordingly. 
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4. After-Hours Emergency Assistance  
This number should only be utilized for emergency purposes after 9:00PM and on 
weekends and holidays.  
Professional Travel provides its clients with a toll free after-hours emergency service.  
During the hours of 8:00AM - 9:00PM, ET Monday - Friday, call Professional Travel at 440-
734-4099 or 800-663-6027.  
For reservations or emergencies after normal business hours, call our 24-hours, 7 days a 
week emergency service after 9:00PM, ET at 866-406-8728.  You will be asked for 
Professional’s identification number that is DP2 (also printed on your itinerary).    

5. Corporate and Preferred Hotel Rates  
Professional Travel provides its clients with discounted hotel rates at over 20,000 properties 
worldwide.  If you would like to receive a directory, contact the Corporate Travel Department at 
440-734-4099 or 800-663-6027.  

6. Group Travel  
Please advise our reservation agent if your traveler is part of a group or convention.  When you 
have ten or more travelers flying to one destination, there is a possibility that Professional can 
obtain an additional discount.  

7. Vacation Department  
Professional Travel provides vacation or personal travel services as well as business travel.  
We are able to obtain bulk purchasing power through our membership in Radius, the Global 
Travel Company, that allows us to offer significant discounts for many cruises and tours.  

8. International Travel  
Professional Travel provides assistance in the procurement of passports, visas, and other 
requirements of foreign travel, such as health certification.  As visa requirements differ from 
country to country, Professional Travel will advise travelers of the necessary documentation 
and time required to process visas. 
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B. BUSINESS TRAVELER – TIPS & SUGGESTIONS 
 
1. Introduction  

This manual is an educational and reference guide for all business traveler clients of 
Professional Travel, Inc.  The information in this manual has been designed to address many 
questions and topics that affect all business travelers and to help make your traveling 
experiences more enjoyable so you can concentrate on the objective of the trip itself.  

2. General Tips   
Make sure Professional Travel has a completed personal travel profile on file, reflecting all of 
your personal travel needs, especially frequent flyer programs, seating preference, etc.  It is 
essential that you list your name on our profile exactly the same way you registered 
your name with all of the frequent traveler programs in which you participate to 
eliminate the possibility of accrual errors.  

a) Always review your itinerary when you receive it.  Do not wait until the day of 
departure or on your way to the airport.  

b) Plan as far in advance as possible for each trip.  Not only will this help reduce costs 
but it will also help your travel agent in assigning your seating preference and 
accommodating any special requirement you may have.  

c) Make two photo copies of all important documents, i.e. airline tickets, drivers license, 
credit cards, passport, etc.  Keep one copy at home or the office and bring the second 
copy with you in a safe place away from the originals.  

3. Seats & Boarding Passes  
At Professional Travel, we understand that seats and boarding passes are very important.  Our 
travel agents make every possible effort to assign the seating arrangement of your choice.  
You should, however, be aware of the following:  

a) Security measures imposed by the airlines no longer allow agencies to pre-print 
boarding passes.  You may get your boarding pass from the airport at time of check in, 
or at an authorized airline ticket office.  Many airlines allow you to check-in and secure 
boarding passes through their website.   

b) Booking further in advance will help ensure that you get the seat you desire.  
c) Airlines will typically release seat assignments 10 - 20 minutes before departure.  If 

you check in late, your seat assignment could be lost.  
d) Not all airlines pre-assign seats.  Exit Row and Bulk Head seats are often held by the 

Airlines until day of departure.  
e) Airlines do not pre-assign all seats on each flight.  A percentage of seats (usually 10%-

30%) are restricted for airport check-in.  
f) An unscheduled change of aircraft by the airlines or overbooking can alter your seat 

assignment. Always double check with the gate if a flight appears to be overbooked or 
in the event of an equipment change. 
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4. Ways to Lower Travel Expenses  
Plan ahead!  Travelers should give themselves and their travel arrangers plenty of advance 
notice in order to maximize savings opportunities.  

a) Be flexible in making travel arrangements.  If possible, check schedules for lower 
fares before setting your meetings or appointments.  This way you can try to schedule 
around the best rates.  

b) Familiarize yourself with your company travel policy including all special booking 
procedures and corporate discount rates.  

c) Familiarize yourself with all of the services and procedures of Professional Travel, Inc.  
Time is money; the more you know about all of our services the more effectively we 
will work together.  

• Airline Savings  
a) Although it was already mentioned above, Book In Advance!  Most airline discount 

fares require advance notice and the inventory for discount fares is limited.  Booking in 
advance will increase your chance of obtaining a discount fare if applicable to your 
travel patterns.  In addition, it offers your travel agent more time to search out more 
unpublished fares.  

b) Familiarize yourself with any special corporate discounts your company or travel 
agency may have with individual airlines.   

c) Plan before booking.  Most airfares now carry a cancellation or change penalty.  
  

d) When possible, stay a Saturday night.  With 7-21 days advance notice and a Saturday 
night stay, your airfare will normally reduce by a minimum of 40%-60%.   This savings 
should be weighed against additional expenses you will incur for the extra travel days.  
(Please refer to your company travel policy).  

e) Combine the trip with other destinations or trips.  With today’s erratic pricing structures 
of the airlines, it is sometimes less expensive to travel to two or more destinations 
than round-trip to the same destination.  

f) Consider alternative airports (i.e. Akron vs. Cleveland) for potential, substantial 
savings. 
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• Hotel Savings  
a) Once again book as far in advance as possible.  Many hotels are utilizing the same 

inventory pricing formulas as the airlines, whereby rates increase as the hotel fills up.  
b) Familiarize yourself with all corporate hotel discounts your company and travel agency 

have negotiated.  
c) Utilize third party discount promotions when no corporate discounts are available, i.e. 

entertainment company, AAA, etc.  
d) Always cancel unused hotel reservations.  Most hotels charge a one night deposit for 

no-shows.  
e) Make phone calls from pay phones or pre-paid calling cards from your hotel room 

telephone to avoid expensive line charges from the hotel and their long distance 
phone carrier.  

f) Dine outside of the hotels.  Most hotels charge 10%-30% higher rates for meals than 
local restaurants.  

g) Always ask when you register at the front desk if there is a lower rate available.  Many 
hotels offer walk-up discount rates, promotions, or upgrades that are cheaper than 
any corporate discount.  These discounts and promotions cannot be reserved in 
advance and are only available to those who ask upon check-in because they are 
based upon occupancy at the time of check-in.  

h) Be informed of your quoted rate and all other charges prior to check-out.  
Overcharges are more common than you might expect. 
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• Car Rental Savings  
a) Once again book in advance.  Car rental companies have begun to reduce their 

inventory to control costs.  It is not uncommon for a car rental company to be sold out 
of one or more car classifications at anytime.  

b) Familiarize yourself with your company’s and travel agency’s corporate discounts.   
c) Familiarize yourself with your company’s travel policy in regards to car rental 

insurance.   
 

d) Familiarize yourself with the car rental company’s policy before leaving the lot, i.e. is 
the car unlimited mileage, who is responsible for the gas in the car, etc?  In years past, 
most car rental companies required you to return the car with a full tank or pay a high 
penalty.  Today, some car rental companies pre-charge you for the gas in the car and 
expect you to return the car empty.  

e) Book a smaller car and then try to upgrade at the counter.  As car rental companies 
sell out of smaller cars first, you will have a better chance to upgrade.  Be cautious of 
car rental agents who try to sell you an upgrade at a reduced rate.  Chances are they 
are already sold out of your car category so you are probably going to get the car 
anyway.  

f) Always ask when picking up your car if this is the best rate.  Like hotels, many car 
rental locations are independently owned and operated and will offer walk-up 
discounts or upgrades for those travelers who have the time and patience to ask or 
barter at the counter.  These rates are controlled by each individual location and are 
based upon their inventory at the time of rental.  

g) Double check all charges before signing.  National statistics show that up to 33% of all 
travelers are charged an incorrect amount for a car rental.  Wrongful charges, errors, 
etc. are very common.   
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5. Travelers Rights  
• Being Bumped  

As we all know, having a ticket in hand with an assigned seat and boarding pass is not 
always a guarantee of passage.  Airlines are permitted to overbook their flights by 
approximately 10% to compensate for no-shows and last minute cancellations.  To reduce 
your chances of being bumped you should follow four basic procedures:  
a) Always try to have pre-assigned seats in advance.  Even if you cannot receive the 

seat preference of choice, always have a seat number assigned.  
b) Remember you can always try to change the seat at the counter.  
c) Avoid peak travel periods when flights are more likely to be overbooked, i.e., early 

Monday morning, Friday afternoons, the day before or after a holiday, etc.   
d) Arrive at the gate at least 30 minutes prior to departure even if you have a boarding 

pass.  Most airlines reserve the right to give your seat away even with a boarding pass 
if you do not show up at the gate within 20-30 minutes of the scheduled departure.  

• What To Do If You Are Bumped 
 

Almost all airlines will try to find a volunteer to be bumped to accommodate a business 
traveler.  However, if you have the time or you are the chosen one being bumped, the 
airline should provide compensation.  The guidelines or formula used for compensation by 
most major airlines are as follows:  
You can receive the face value of your fare, up to $200.00, if the replacement flight arrives 
within two hours of your original arrival schedule.  You can receive twice the face value of 
your fare, up to $400.00, if the replacement flight arrives outside of two hours from the 
original flight (4 hours for international travel).  
Airlines are required to offer compensation either in cash, a free ticket, or travel voucher at 
the gate.  Most airlines are eager to compensate you immediately to avoid a future claim.  
However, by accepting, you have agreed to their compensation and will probably not be 
able to collect any future damages.  Instead of cash or a free ticket, most airlines are now 
offering one of several different travel vouchers.  Listed below are two tips before 
accepting compensation:  
Read the fine print of any free ticket or voucher before you accept it.  Many times the free 
ticket has a six month expiration date with many other travel restrictions so you may not 
ever be able to use it.  Only accept the free ticket or voucher if you feel you will be able to 
use it or will be able to legally transfer it to someone else.  
As an alternative to cash or a free ticket, ask for 10,000 - 30,000 bonus miles.  Or, ask for 
a free annual membership to their VIP airport clubs, etc.  Don’t be afraid to barter.  If you 
cannot negotiate or receive fair compensation, decline it.  You can always settle the matter 
with the airline’s customer service department when you get home. 
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• Flight Delays & Cancellations   
Flight delays or cancellations are usually the result of weather problems, mechanical 
problems or airport congestion.  If the delay or cancellation is due to weather, chances are 
it is affecting all airlines and flights.  If it is due to mechanical or scheduling problems, you 
need to be alert and assertive to avoid unnecessary delays.  Listed below are several tips 
or suggestions:   
Most airlines post or announce delays in 10-20 minute increments instead of coming right 
out and saying a flight is going to be 45 minutes or 1-2 hours delayed.  At the first word of 
a delay or cancellation contact Professional Travel to find out if there are any other flights 
leaving around the same time that they can protect you on.  By acting immediately, you  
have a better chance of getting a seat on another flight, if the original flight is delayed 
indefinitely or canceled.   
If you do not have quick access to a telephone, go over to the desk or gate of another 
airline, if close by, and ask them to check their schedules.  They will be more objective and 
have a larger incentive to help you.  
If the flight you are originally scheduled on is canceled or delayed indefinitely (over 30-60 
minutes), the airline is responsible to book you on another flight.  Most airlines will 
automatically try to offer you passage on their next flight.  However, if there is a better 
schedule on another airline, they are obligated to book you passage and pay any 
difference in fare.  This practice is titled “Rule 240” in the travel industry.  As a frequent 
traveler you should become familiar with this term and not be afraid to reference it when 
your flight is indefinitely delayed or canceled.  
Also, if you are greatly inconvenienced don’t be afraid to ask for additional compensation, 
i.e., travel voucher, free ticket, additional mileage, etc.   
Please note: Some new regional discount airlines do not honor or are not required to 
comply with Rule 240, so they may not be obligated to book you on another airline or even 
offer compensation for being bumped or for flight cancellations.  Also, the less expensive 
your ticket is the more reluctant an airline will be to switch you to another carrier.  Be firm 
but professional in your persuasion.   
If you are unable to receive satisfactory compensation from an airline, you can always 
contact Professional Travel for assistance or the Consumer Affairs Division of the 
Department of Transportation at (202) 366-2220.   
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• Lost Luggage 
The maximum liability paid out by most airlines on domestic travel is $1,250.00 per person.  
The liability for international travel is $9.07 per pound and based upon the Warsaw Pact.  
Each airline uses their own depreciation formulas and may decline refunding the value of a 
certain item they feel is excessive in your estimate.  Legally, you have little recourse other 
than to plead your case to the airlines.  Listed below are several suggestions or tips when 
traveling with luggage.  
Always make a pre-trip list of everything that you would want to include in a claim if your 
luggage was lost.  This should include a general description of each object, brand name 
and purchase price, location and cost.  Keep the receipt of expensive purchases that you 
know you will be traveling with on a regular basis for proof of costs.  
a) Carry valuables on the plane whenever possible.  
b) Never leave the airport until you have filled out a lost or damage claim form.  Once 

you physically leave the airport any claim can be declined by the airlines.  
c) Be sure to keep a copy of the claim form, the person’s name whom you spoke with 

and a copy of your airline ticket and baggage claim stub.  Also, get a phone number 
and name to follow up on your claim before leaving the airport.  In most cases, your 
claim will be a 3-6 month process requiring you to make several phone calls to 
expedite the process.  

d) Before traveling, double check with your own personal homeowner’s insurance and 
the company’s insurance to see what is covered.  In many cases, your personal 
homeowners insurance will cover your personal belongings.  If you’re not covered, 
you may want to purchase some additional luggage insurance.  

e) Before traveling with expensive company equipment, supplies or samples, be sure to 
double check your company insurance and policy.  Most airlines will not pay a claim 
for business equipment, supplies, etc.  

• Delayed Luggage 
If your luggage is temporarily delayed, the airlines will always deliver your luggage to your 
home, hotel or offices as a courtesy.  If your luggage is delayed over 24 hours, you may 
receive compensation.  This is especially true if you are away from home and will need 
additional clothing for your trip.  As a general rule, most airlines will incur half of the 
purchase cost of any new approved purchase.  However, compensation is limited to 
travelers who can prove need. 
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• Hotel Overbooking  
a) Hotels like airlines, often overbook.  Listed below are several travel suggestions and 

tips when making hotel reservations:  
b) Hotels only hold room reservations to approximately 4:00PM.  If you are going to 

arrive after 4:00PM be sure to guarantee your reservation with a credit card.  If you 
need to cancel, do so before 4:00PM to avoid a one-night charge to your credit card. 

c) (Some hotels allow a 6:00PM cancellation policy).  
d) Before traveling, make sure you have your confirmation number and/or the name, time, 

date and telephone # with whom the reservation, was originally made.  If you have to 
cancel your reservation, be sure to keep the cancellation number on file in case the 
hotel charges your credit card.  

e) If you are going to be arriving extremely late, after 9:00 PM, or later than originally 
expected, be sure to notify the hotel.  A hotel may think you are a no-show and give 
your room away even if you have a credit card guarantee.  

f) If you are attending a big convention, conference, trade show, etc., and the 
reservation is booked through a group desk, other than directly with the hotel, be sure 
to call the hotel directly 7-14 days prior to your arrival to re-confirm your reservation.  It 
is better to call the hotel directly ahead of time to be sure they have your room and 
any special requests than be sorry upon arrival.  

• What To Do If You Are Refused A Room 
Even by following the above steps you can still occasionally find yourself stranded without 
a room.  In these circumstances, the hotel should provide the following service and 
compensation:  
a) The hotel should call to confirm you a new reservation at an alternative hotel and 

provide transportation to the hotel.  
b) The hotel should pay for your first night stay at the new hotel or provide you with equal 

compensation in the form of a credit or voucher.  
c) The hotel should allow you to make free long distance phone calls to your office and 

family, or clients to notify them of the change.  
If the hotel has a room but it is not in the room category that you confirmed, you should 
normally receive a free night credit to your hotel stay, especially if the new room is a 
downgrade in category.    

d) The important thing to remember is don’t be afraid to ask or barter.  If you don’t ask 
they probably won’t offer! 
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• Car Rental Overbooking 
Car rental companies, like airlines and hotels, will also overbook to compensate for no-
shows and last minute cancellations. Listed below are several suggestions and tips when 
making car rental bookings:  
a) Before traveling, make sure you have a confirmation number identifying car category 

and rate.  
b) If you are going to be arriving later than originally planned, try to notify Professional 

Travel, Inc. or the car rental vendor directly.  
• What To Do If You Are Denied A Car 

Even by following the above procedures you can still run into a problem.  In these 
circumstances, the car rental company should provide the following:  
a) The car rental vendor should confirm for you an equal or greater size car with an 

alternative car rental vendor.  
b) The car rental vendor should pay any difference in costs for the new rental.  
c) The car rental company should provide some type of compensation for your 

inconvenience, i.e. pay for one day rental, provide free coupons or upgrade vouchers 
for future rentals, credit you with bonus mileage, etc. 
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6. Travelers Safety & Security 
Business travelers, just like leisure travelers, are susceptible to safety and security problems.  
Criminals prey on business travelers because they are usually easier targets and carrying 
more valuables, i.e., expensive equipment, credit cards, money, etc.  Experts agree that the 
number one safety and security problem facing travelers is that they get so caught up in the 
excitement, stress or fast pace of the trip that they fail to use the same good sound judgment 
that they would use at home.   

a) Always try to have pre-assigned seats in advance.  Even if you cannot receive the 
seat preference of choice, always have a seat number assigned.  

b) Remember you can always try to change the seat at the counter.  
• General Safety & Security Tips  

a) As time-burdensome as it may be, always compile a check list of everything you bring, 
i.e. clothes, supplies, etc.  If your luggage is lost or stolen either on the plane or 
somewhere in-between, insurance companies and/or the airlines will be more willing 
to compensate you and this will also help expedite your claim.  

b) Do not leave flashy identification on your luggage that can draw attention.  Write your 
name, business address and phone number on the outside of your luggage instead of 
your own home address and phone number.  

c) Always try to carry all valuables on the plane.  Do not enclose money or other 
important documents in your check-in luggage.  

d) If attending a conference or seminar, immediately take off your name tag as you leave 
the function.  

e) If you are an avid jogger, wait until you return home or use the hotel’s internal fitness 
equipment, unless you are very knowledgeable of the surroundings.  Many hotels are 
only several blocks away from unsafe areas.  One wrong turn could present problems.   

f) After dark, always try to take a cab, especially in a new area.  
g) Remember, alcohol impairs judgment.  
h) Travel light and be organized so you can move swiftly and more confidently.  Thieves 

will be less likely to prey on you.  
i) Have all travelers keep a diary of any problems and/or travel tips by destination.  This 

information should be reported to the travel manager/planner and then distributed to 
all travelers.  Prior traveler experience is always the best education.  
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• Car Rental And Driving Safety Tips    
a) Always thoroughly check the car before departing the car rental lot.  This includes 

making sure all the locks, lights and windshield wipers work and be sure there is a 
spare tire, etc.  It is better to take a few minutes at the beginning than to be sorry 
down the road.  

b) Make sure you have planned your driving route ahead of time or receive explicit 
instructions from your car rental vendor.  Being lost is not only unproductive time, but 
you can always venture into an unsafe area.  If you have a long flight you may wish to 
take a shuttle to your hotel and then pick the car rental up at the hotel.  

c) If another motorist informs you that something is wrong with your car try not to stop, if 
possible. Instead, proceed to the next service station or a well lit populated area.  

d) Use good judgment when driving and be alert.  Thieves prey on rented cars.  If 
possible, try to use a car rental company who does not have large identifiable signs or 
marks that will tip people off that you are in a rented car.  

e) Have keys out ahead of time when approaching the car and be aware of persons 
around you at all times.  

f) Leave valuables locked in the trunk.  
g) Always park in well lit and visible places.  
h) Always keep the car’s gas tank at least half full.  

• Hotel Safety & Security 
If possible, pre-qualify a hotel ahead of time for the following qualifications or 
characteristics:  
a) Well lit parking lots.  
b) Key cards instead of regular keys.  
c) Well lit corridors.  
d) Internal hallway entrances to rooms: not external access from the outside.  
e) Rooms with secured windows; doors with peepholes, functional dead bolts and chains.  
f) If possible, check out the hotel’s security service.  Does the hotel have on-site security 

guards and front desk personnel 24 hours a day?  
g) Never leave valuables unattended in your room.  If you have to leave them behind, 

lock them in a briefcase or baggage.  
h) If an unexpected visitor knocks at the door, never open it.  Use the peephole or chain 

to identify the visitor.  If the person identifies him or herself as an employee of the 
hotel you can always call the front desk first to clarify before opening the door. 
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• Hotel Safety & Security ( Continued )  
i) If you order food, try to meet and pay for the delivery outside your door or even in the 

lobby, especially if it is from a source outside the hotel.  
j) Leave a light on before leaving your room so you return to a well lit room.  
k) Rather than posting a maid service tag on your door, notify the front desk clerk.  
l) Meet with new acquaintances in the lobby first before bringing them into your room.  

7. International Travel Tips & Security  
a) Photocopy your passport, visa and other documentation and carry it with you. This 

should be kept in a secure place other than where your originals are located.   
b) Verify all proper documentation required to travel to any foreign destination. Entry 

requirements have been changing for all passport holders in recent years. You may 
obtain current information from your Professional Travel agent or by visiting the 
http://www.travisa.com/ site or you may wish to check with the country’s tourist board 
or the nearest consulate. This will ensure you have all the proper identification and/or 
medical requirements.           
Using Professional Travel provides Moen with one source to obtain information on the 
location of travelers during an emergency situation. As an added precaution, travelers 
should leave a copy of their itinerary with their travel arranger and/or business 
associate, as well as with family members. This should include all air, hotel and rental 
car information and, if possible, a contact at your arrival destination  

c) Become familiar with the exit customs for your destination. Some locations do not 
permit you to depart with any local currency, so make sure all your currency is 
converted prior to departure.  Use up your foreign currency for tipping when you leave 
the hotel or for cabs to the airport, as well as for departure taxes that can only be paid 
in local currency upon departure at the airport.  A guide to prepare you for the 
requirements for reentry back to the United States is available and includes a list of 
what you must declare to Customs in the US.  

d) Carry with you the address and telephone number of the U.S. Consulate office closest 
to your destination.  

e) Professional Travel can provide you with a city travel guide upon request.  This guide 
will include travel tips about local restaurants, information on hotels and local customs 
for the area, and will include any travel warnings for your destination.  

f) Bring ample supplies of prescriptions and a back-up pair of eye glasses or contact 
lenses. Always keep proof of insurance and your doctors’ names and phone numbers.  
Make sure you have your AIG International Medical Insurance card with you when 
traveling outside the United States.        
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7. International Travel Tips & Security ( Continued)  
g) Protecting your belongings:  

Leave spare cash, jewelry, passports, tickets and personal papers in a secure place 
such as a hotel safe.  Report lost or stolen items immediately to the local police and 
keep a copy of the police report to be used for future insurance claims.  It’s also very 
important to provide information about any incidents to the nearest U.S. Embassy or 
Consulate.  

h) Credit cards are not as widely accepted at all places overseas especially taxi cabs, 
restaurants, etc. as in the US.  If possible, bring enough foreign currency to get you 
through the first day and bring two different credit cards.  

i) When faced with an emergency while traveling in a foreign country due to a strike, 
political unrest or a natural disaster, a combination of being prepared and keeping a 
level head will help to remedy the situation. More detailed information and helpful 
travel tips are available in the “Travel Safer Booklet” provided by Professional Travel.  

j) If this is your first overseas trip, be prepared for jet lag upon your arrival.  If possible, 
try to have your contact meet you at the airport.  Jet lag hits everyone differently and at 
different times.  It can also lessen your immune system and your judgment. 
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8. Useful Web Sites  
• World Health Organization                 http://www.who.int/ith/en/  
• Center for Disease Control    http://www.cdc.gov/travel/  
• U.S. Department of State     http://usembassy.state.gov/  
• Homeland Security      http://www.dhs.gov/dhspublic/  
• Travisa for passport/visa information    http://www.travisa.com/  
• Gelco for your expense reporting     http://gelcoexpense.com 

Help desk 1800 444 9532 
Customer service 952 947 1501  

• AIG International Medical Services     www.aig.com  
Group# FO/Moen   Policy#GTP8033442-B  
1800 626 2427 for assistance in US or Canada  
01-713 267-2525 call collect via your AT&T operator to Houston.  

• Credit card Program JPMC Visa     http://www.paymentnet.com 
         Phone:  800-270-7760  

Use your AT&T 1-800-882 Card while in the US. 
1-816-654-6004 call collect while traveling   

• Moen webmail site      https://webmail.moen.com/ 
For use when traveling Off-Site   

• Galileo ViewTrip      http://www.viewtrip.com    
• Professional Travel       http://www.protrav.com   
• Weather Services  

The National Weather Service Domestic and International Weather  
http://www.weather.gov/forecasts/graphical/sectors/conus.php  
Intellicast Domestic and International Weather      
http://www.intellicast.com/IcastPage/LoadPage.aspx              
The Weather Underground Domestic and International Weather  
http://www.wunderground.com  
The National Hurricane Center                           

  http://www.weather.gov/forecast/graphical/sectors/conus.php  
  
 
 
 
 
 
 

17. 



9. Frequent Flyer Information                                                                                                                     
• Important Frequent Flyer Announcement 

Security issues require that the name on airline tickets match the traveler’s drivers license.  
This has created some difficulties for travelers to accrue frequent flyer mileage.   
It is just as imperative that the names on the traveler’s driver’s license match each 
individual airline’s frequent flyer account.            
Suggestions listed below are to ensure that the security screening process is 
thoroughly conducted and frequent flyer mileage is accrued properly:   
a) Name on driver’s license should match frequent flyer account numbers and airline 

ticket.  
b) All frequent flyer accounts should be enrolled identically.  
c) Don’t use nicknames when enrolling in frequent flyer programs.  (I.e. Bill for William, 

Becky for Rebecca etc.)  
d) If necessary, contact each frequent flyer program to make any corrections.  
e) Verify and update your Professional Travel Profile with your Team. 

 
 
  

• Frequent Flyer Phone Numbers 
For your convenience, below please find the phone numbers of each airline to make any 
changes necessary: 
 
  

   American   Continental   Delta     
   800-882-8880  800-554-5522  800-323-2323   

Northwest  Southwest     United   US Airways  
800-447-3757  800-445-5764      800-421-4655  800-428-4322  

 
  

If you are currently not signed up on a particular airline program, please contact the 
appropriate airline above to enroll. Once enrolled, please contact Professional Travel 
(below), so they may input this information into your traveler profile for future 
reference/tracking purposes.   
Please feel free to contact Professional Travel for additional information. 
Phone: 440-734-4099 Toll Free: 800-663-6027 
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