To: Irma Alvarez  - -
Human Resources


Tracy Ramsey - - Travel Management – GSS

cc:   Cheryl Slone  - - Enron Travel


 Johnny Ross - - Enron Travel 


 Terri Page - - American Express Rep.

In brief meeting 9/25/01 with Irma Alvarez, Cheryl Slone and Johnny Ross, we agreed to try to implement the following procedure, for one month to see how it fits the business needs.  We may revise the procedures as needed going forward as we review how successful it is working. 

Our goal is to maximize information sharing and minimize work effort.

· Enron Travel agrees to provide American Express Balances upon receipt of the Stock Options request, which will be sent to email address ‘Enron Travel’, with the exception of ETS, expatriate program and analyst and associate programs. 

· Enron Travel will provide copies of signed Card Agreements as needed, upon request from HR rep. 

· Enron Travel will be point of contact of verification of expense reports pending or paid in XMS.   With exception of expense reports not in XMS, HR will need to contact AP Help-desk. 

· Human Resources will remove Enron Travel, Cheryl Slone, Johnny Ross, and Tracy Ramsey from all termination notices, in an effort to eliminate duplicate work. 

· Human Resources will provide Payroll AMEX Deductions report for each pay period for internal order number 700002658, genial ledger number 30404000 beginning with period ending 9/30/01, until Enron Travel has access to Data Mart and has been trained on running this report. Approximate date expected for access and training is no later than Mid-October 2001.

