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13.

LODGING

a. The use of a travel agency to reserve hotel accommodations is
discouraged. The traveler is required, to use the State of Texas travel
management services contract for hotels in order to arrange the most
favorable rate unless cost benefits may be achieved by other means.
Questions regarding this contract may be addressed to the Purchasing
Department at (956) 318-2626. Additional information may be obtained
by visiting: www.window.state.tx.us/procurement/prog/stmp/.

b. Hotel reservations should be made in advance in order to obtain the
most economical rates (government, conference, and other available
discount rates, etc.).

C: If traveling in-state, the County will pay the most economical single
occupancy room rate up to a maximum of $100 plus applicable tax per
night (i.e. ocean view would not be allowed). However, If the traveler is
staying at the hotel where the seminar/conference/meeting is held, the
County will pay the applicable single occupancy room rate, conference
rate, or government rate. )

d. If traveling out-of-state, the County will pay the most economical single
occupancy room rate up to a maximum of $300 plus applicable tax per
night (i.e. ocean view would not be allowed). However, if the traveler is
staying at the hotel where the seminar/conference/meeting is held, the
County will pay the applicable single occupancy room rate, conference
rate, or government rate.

e. Hotel reservations made with the department’s travel card must be
made through the Purchasing Department. The travel card cannot be
utilized to book hotel reservations with rates higher than allowed by this
policy. Hotel reservations at a rate above the allowable rate must be
paid using the traveler's own personal credit card or funds (see Travel
Card Procedures). If a spouse and/or dependent(s) accompany the
official or employee, the County will not reimburse the difference in hotel
room rates above the single occupancy room rate.

fa Arrival one night before the day the meeting or conference begins is
acceptable whenever same day travel is not practical. However, arrival
the same day the meeting or conference begins is required if the
meeting or conference is taking place within 100 miles from the
traveler's normal place of work and the meeting or conference begins at
or after 10:00 AM. Arrival the day that the meeting or conference
begins is encouraged whenever the meeting or conference begins at or




