University of Texas at Dallas

Direct Bill Request - Hotel Room

TO:

Hotel Name:  












Fax Number:  









  

FROM:
The University of Texas at Dallas



Department Name:








 

Cost Center  #:  







______


Authorized Signature: 







    



Telephone/Fax Number: 







 

UTD requests that you reserve a room and direct bill UTD (via invoice) for the following guest:

Guest Name:  





Dates of Stay:  




Number of Room Nights:  



Relationship to UTD (circle one):  Must be U.S. Citizen or Permanent Resident Alien to use this form, otherwise use alien information collection form:


Employee
  Prospective Employee
Student
Independent Contractor

UTD will be responsible for (check one):


Room & City Tax Only  


Direct Bill All Charges  




Room, City Tax & Meals  


Room, City Tax & Phone Calls 



Other (Please Specify)  











Hotel Confirmation #: 







Room Rate:  









Per Hotel Employee:  








Phone Number:  








NOTE TO HOTEL & DEPARTMENT:  After confirming, fax this completed form to the UTD requestor and to Procurement Management Travel at 972-883-2348.  Any questions about UTD Travel Policies should be directed to Pete Bond at 972-883-2300.

