DIRECT BILLING AUTHORIZATION (DBA)
Purpose:  To provide employee with prior written approval to Direct Bill Nebraska Department of Education for charges for overnight lodging for hotels and motels.  For lodging only, meals charged to an employee’s room shall be the responsibility of the employee and can be claimed for reimbursement on an Expense Reimbursement Document.
1) To be completed prior to travel – only if required by hotel/motel prior to 
check-in.

2) To be kept in the section until the invoice from the hotel/motel is received 
and ready for payment.

3) Submit original DBA and original invoice to Central Accounting for 
processing.

4) If Contractor:


a) provide contract number


b) does this hotel/motel bill expenses need to be liquidated

5) Requires fiscal review and fiscal initials


NOTE: ALL DBA’s must have original signatures.

NOTE: Dates and dollar amounts on DBA’s must match hotel/motel invoices exactly. 

NOTE: Phone calls must be coded to Account Code 4212 and requires an authorized approval signature to be paid.

NOTE: 1) When two individuals stay in a room, only the expense of an employee may be paid.  Only the single government room rate (must be written on the bill), parking and phone can be paid.  2) When the lodging is for a contractor pay only according to the terms of the contract.

It is DAS Accounting policy that a person must be more than 60 miles from his or her workplace in order to be eligible for lodging.  We realize there may be reasons to pay for lodging for distances less than 60 miles such as medical conditions or weather, in those instances the reason must be clearly stated on the disbursement document.

Ref:
NAS Manual CONC-005 Travel Expense Polices #4
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