University of North Dakota

Direct Billing of Lodging

Confirm with the lodging establishment that the direct billing authorization is for single room lodging only

(no meals, non-business related telephone, or other incidental charges).

Moving Expense Lodging is Not Allowed
PRIOR TO TRAVEL, SUBMIT COMPLETED FORM TO ACCOUNTING SERVICES, STOP # 8356.

Individual Lodging is: (please check appropriate box)
     FORMCHECKBOX 
 UND  EMPLOYEE      FORMCHECKBOX 
 ND STATE EMPLOYEE     FORMCHECKBOX 
 NON-EMPLOYEE       FORMCHECKBOX 
 STUDENT

               (Account 521015 or 521075)
           Excludes UND Employees                              (Account 623200)
           (Account 521105)






(Account 623200)

	For employees, provide justification indicating why normal travel reimbursement policies cannot be followed:

	


	

	Name of Individual Lodging
	

	
	

	

	VISA Type (for Non-Resident Aliens Only) Non-resident aliens must adhere to all non-resident alien policies/procedures on the Accounting Services website at www.und.edu/dept/accounts/policies

	
	

	
	

	Name of lodging establishment
	City/State of lodging establishment

	
	

	
	

	Arrival Date
	Departure Date

	

	

	Purpose of trip


	Fund(s) and Amount(s) to be charged:

	ACCOUNT
	FUND
	DEPARTMENT
	PROGRAM
	PROJECT
	AMOUNT

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	
	
	

	Department Contact Name
	Phone #
	Mail Stop #


	
	

	Departmental Approval (NOT the person Lodging)
	Grants Approval

	
	

	
	

	Accounting Services Approval
	Date


If paid from grant/contract funds, obtain Grants & Contracts Administration’s approval

7/19/2011
Original/approved Direct Billing of Lodging will be returned to the Department 

and MUST be attached to voucher when making payment.

