

DIRECT BILLING OF TRAVEL LODGING EXPENSE

The Department of Education may directly pay hotels/motels for an employee's lodging expense and parking charges at the lodging site for travel which results in overnight stays. The employee must have reservations and advance approval to charge lodging expenses to the Department. An employee may not charge lodging expense to the Department in excess of the reserved single room charge for government employees. Lodging which is to be paid from a source independent of state managed funds will not be charged to the Department. The employee will be required to pay all other expenses at checkout time, such as meals and telephone charges, billed to his/her room. Reimbursement for non‑lodging expenses will continue to be claimed on an Expense Reimbursement Document.  

ADVANCE APPROVAL
An employee desiring to charge lodging expense directly to the Department should first obtain approval for travel. Upon receiving approval for travel, the employee should contact the hotel/motel directly and attempt to reserve lodging for which the hotel/motel will directly bill the Department. Page 2 provides a list of items the employee must communicate to and obtain from the hotel/motel at the time reservations are made. 

NOTE: If the hotels/motels will not allow lodging to be charged to the Department, the requesting employee will assume responsibility for lodging payment.

If the hotel/motel allows lodging to be charged to the Department but requires an authorization to be presented at check-in, employees (in the State Office Building) may complete a Direct Billing Authorization (DBA) and obtain the signature of the Leadership Council member (LCM) or designee.  A sample DBA is shown on page 3.

NOTE: The address can be modified to include the Team or Section. 

The LCM or designee will: (1) approve the DBA by signature; (2) file a copy of the DBA; and (3) return the original DBA to the requesting employee. 

CHARGING LODGING
When the traveling employee checks into the hotel/motel, he/she should present a State I.D. Card and a DBA, if applicable, to the hotel/motel, specifically calling to their attention that he/she intends to charge only lodging, and parking if applicable, to the Department. The employee will pay for non‑lodging items upon checkout. 

BILLING/PAYMENT OF LODGING EXPENSE
A DBA will direct the hotel/motel to submit an original invoice and the DBA to the Department.  If the invoice and DBA are received by Central Accounting, Central Accounting will forward the invoice and DBA to the appropriate Team/Section for NIS input and Approval.

Expense vouchers for employees for travel in which lodging was directly billed to the Department should have "DB" in the Lodging column and the name of the lodging establishment and city in the particulars column for each appropriate day. 


INSTRUCTIONS FOR MAKING DIRECT CHARGE


LODGING RESERVATIONS

1. 
Contact hotel/motel and provide them the following data: 

(a)  Employee(s) name(s) ,Title, or Committee Member, etc. 

(b)  Agency Name and Team/Section

(c)  Type and Duration of Accommodations required 

2.
Ask the hotel/motel if the employee may charge lodging expenses only to the Department. 

(a)
NO ‑ The hotel/motel requires payment at time of checkout which will be the employee's responsibility. 

(b)
YES ‑ Notify the hotel/motel that the employee will present a State I.D. card from the Department, that only lodging and parking at the lodging site is to be charged, and that food and miscellaneous expenses are to be paid by the employee at checkout time.  If the hotel/motel requires an authorization at time of check-in, complete a Direct Billing Authorization Form. 

3.
Record the name of the hotel/motel employee who made reservations and allowed lodging to be charged at that hotel/motel. 

 Procedural questions should be directed to Central Accounting.

Direct Billing Authorization
	TO:
	
	
	

	
	Lodging Establishment
	City
	State


FROM:

You are hereby authorized to bill the Nebraska Department of Education for ROOM and PARKING CHARGES ONLY incurred:

	BY:
	
	at
	
	per day for
	
	nights.

	
	Employee Name
	
	
	


Confirmation Number:

To ensure prompt payment, please return this form with your invoice, which should indicate your Federal I.D. number, the date(s), cost of room, and parking if applicable. 

DO NOT INCLUDE TAX - The Nebraska Department of Education is a state government agency not subject to taxes


(FTIN: 47-0491233).
THE EMPLOYEE IS RESPONSIBLE FOR ROOM COSTS ABOVE THE AUTHORIZED AMOUNT (MEALS, PHONE CALLS, ETC.)

SEND INVOICE TO:
Nebraska Department of Education




Attn:




301 Centennial Mall South




P.O. Box 94987




Lincoln, NE 68509-4987
Authorized Signature






Phone Number
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