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Centrally Billed Lodging Guidelines for Travelers


	
	

	Changes
	
· Effective March 20, 2005, all lodging will post as a centrally billed memo item on your Government Charge Card statement similar to airfare, car rental, taxis and parking
· Travelers will no longer be reimbursed for lodging because it will be billed directly to the government/project account


	Use Government Card at Hotels for…..
	
· Lodging
· Restaurants/bars in the hotel (these vendors are coded to be individually billed to the traveler)
· Telephone access charges
· Parking at the hotel
· Internet access charges
· Laundry (if travel is more than 4 nights in the continental US)
· Lodging Tax (should not be charged, but if hotels insist, present your Traveler’s card and Tax Exempt ID# on your Government Charge Card.  If hotels still insist, pay it)


	Use Personal Credit Card at Hotels for……
	
· Room service
· Entertainment/movie rentals
· Hotel restaurants/bar charges to the room
· Room charges above per diem that are not pre-approved

NOTE:  If you intend to charge any of the above items to your hotel bill, it is recommended you present your personal credit card to the desk clerk at the time of check in with instructions to the clerk.  This will help you expedite your check out.


	Improper Charges
	
· If travelers have an improper charge on the centrally billed account, they need to write a personal check, payable to USGS 
· OR, if the improper charge is discovered before the travel voucher is prepared, that amount can be deducted from your M&IE payment in your voucher.  See your secretary for details.
· To ensure compliance with the new procedures, the Travel Office intends to audit 100% of all lodging receipts for the remainder of FY 2005.
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