
 

  

Business Manager Meeting 

Jennifer Driggers 
Accounts Payable & Travel 

Presenter Notes
Presentation Notes





Form AS540, Lod Cook Hotel & Conference Center 

 Lod Cook payment options: 

 = Yes AS540 LaCarte Contract 

Lodging - Individual  

Lodging - Group  

Conference Room  

 

  

     
     

 

 

 Required Attachments for Lodging: 
 Approved Spend Authorization 
 Reservation Confirmation 

 The AS540 form should be submitted prior to the stay and/or event. Email the AS540 form to Jennifer 
Driggers at jdrigg@lsu.edu. Plan accordingly and allow for processing time. 
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Baton Rouge Airport Parking 
 The Baton Rouge Airport parking facility no longer provides itemized receipts automatically 

 If an itemized receipt is required, please email btrparking@metropolis.io and include the 
following: 
 A copy of parking receipt 
 Vehicle’s license plate number 

 To obtain the state contracted rate of $8.00 per day: 
 Exit the parking facility using the lane with an attendant (attendant is available 24/7) 
 Parking certificate/coupon and LSU employee ID 
 Students must provide a memo authorizing travel on department letterhead and signed by the 

Dean/Director/Department Head/Chair since they do not have an employee ID 

 Exit through an automated lane will result in a higher rate and the maximum amount allowed is 
$8.00 per day 

mailto:btrparking@metropolis.io
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Christopher Business Travel (CBT) Contact Information 

The CBT’s contact 
information has 
been updated to 
reflect the group 
booking phone 
number, current 
travel advisors 
(agents) and can be 
found on the AP & 
Travel website. 

CBT UNIVERSITY TRAVEL TEAM 
Monday – Friday 7a.m. – 7p.m. CT 

Contact Information 
Toll Free Phone: 1.800.961.0720 Local Phone: 

205.874.8538 
Group P: 866-371-3580 

E-mail: StateLAUniv@CBTravel.com 
After Hours: 1.800.961.0720 – Reference ID code 9AW International After Hours: 

801.327.7742 – Reference ID code 9AW 

Domestic and International Travel Advisors* 
Allison Holms: 801.327.7612 Allison.Holms@CBTravel.com 
Cara Hoyt: 801.997.8016 Cara.Hoyt@CBTravel.com 
Jessica Girard: 801.396.6122 Jessica.Girard@CBTravel.com 
Kelley Kokes: 801.327.7678 Kelley.Kokes@CBTravel.com 

Michelle Henry: 801.742.1969 Michelle.Henry@CBTravel.com 
Pooja Malik: 801.327.7662 Pooja.Malik@CBTravel.com 
Robin Pizzella: 801.396.2279 Robin.Pizzella@CBTravel.com 

Group Travel Agents* 
Franklin Rankine: 801.610.6058 Franklin.Rankine@CBTravel.com 

Lorretta Gordon: 801.477.8898 Lorretta.Gordon@CBTravel.com 
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CBT: Traveler Contact Information 

 Employee: Email and mobile phone number is obtained from the employee’s profile 

 Non-Employee Traveler (Guest): 

 Advisor/Agent Booking: Traveler’s email and mobile phone number must be provided 

 Online Booking Tool: Traveler’s email and mobile phone number must be entered as shown below: 



 

 

        
     

 
 

   

  

       
     

     

Airfare - Unused Tickets 

Important Reminders: 

 Monitor unused tickets and reuse them when applicable: 
 Reuse unused ticket on another traveler if the original traveler will not travel 
 Booking tool is not recommended to apply an unused ticket 
 A CBT agent should be contacted to apply an unused ticket 
 A summary of unused tickets is published monthly on the AP & Travel website 

 Airlines Rules apply when applying unused tickets 

 When applying an unused ticket credit, the return date, of the new ticket, must be prior to expiration date 
of original ticket.  The expiration date is usually one year from the date of booking 

 An unused ticket may become a personal expense given the justification provided 



 

  

Unused Tickets 

 Unused Ticket Balance 3/31/2026: 

 Please Note: Exploring options to reduce the unused tickets 
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