MEMORANDUM 

(IMMEDIATE REVIEW REQUIRED/REQUESTED)
To:
All Elected Offices/ Agencies /Programs/Departments 
From: 
Ovidio Gonzalez, Travel Card Specialist

Hidalgo County Purchasing Department  
Date:   
November 12, 2008
Re:     
Pre-Travel Arrangements Post Travel Obligations and Responsibilities 
Pursuant to the Hidalgo County’s recently approved and adopted Travel Policies and Procedures the following steps need to be completed as part of the pre-travel arrangements and post-travel obligations and responsibilities.  We believe that these simple but essential steps will improve the management and control of official county related business travel. The Purchasing Department is responsible to see that the lines of credit afforded under the County’s State Management Travel Program’s card account are kept current.  At all times, all elected offices, agencies, programs and departments need to refer and comply with the Hidalgo County’s Travel, Policies, Guidelines and Procedures:

I. Pre-Travel Arrangements: 
1. All Travel Forms must signed by the Department Head and submitted to the Hidalgo County Department of Budget  and Management  for approval; 

2. Submit travel forms to Purchasing Department Travel Card Specialist 14 days in advance ( form is attached );
3. Purchasing Department’s Travel Coordinator will make reservations for hotel, airfare (refundable flights  are encouraged and recommended), and/or car rental;
4. Requisition will be entered and a purchase order will be processed immediately following reservations to encumber the funds;
5. Travel Coordinator will submit copies of reservations to user department; 
II. Post -Travel Obligations and Responsibilities:                                     

1. After trip, department has three (3) business (working) days to submit copies of all supporting documentation (i. e. corresponding receipts, vouchers, boarding passes, etc.) to the Hidalgo County Purchasing Department; 

a. All originals must be submitted to the County Auditors Office within 20 business days; 
b. With a copy of same documentation to the Purchasing Departments Travel Coordinator;
2. When invoice /statement arrives;

a. Compare/review against your Purchase Order to make sure everything is correct and no extra items are charged; 
b. On a monthly basis, make sure that there is no outstanding or over due balance on department’s card account;
III. Changes/Cancellations/Corrections-Pre and Post Travel
1. Cancellations  on booked/confirmed reservations;
a. It is the SOLE RESPONSIBILITY of the USER DEPARTMENT to notify and advise (in writing in order to document) the Travel Coordinator of changes (i.e. cancellations, re-scheduling, errors, etc.) so as to avoid unnecessary charges;
b. Failure to timely advise the Travel card Specialist in writing of such charges, errors or cancellation(s) for your travel arrangements can result in unnecessary room charges or other such fees thus reducing your budgets without the benefits  of  the intended travel; 
PLEASE ACKNOWLEDGE RECEIPT OF THIS "MEMO" BY SIGNING AND RETURNING VIA FAX TO 956-318-2629. 
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