How to Complete the ACC-350



Objectives

e Setting up the form as a
template

* Determining what needs
to be on the form

 Obtaining approvals

This is not a replacement for the
travel policy.

All travelers are expected to review
policy and understand it.
This is simply an aid to process the
forms.
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ACC-350 - Creating a template

+ Section 1- setting up your template

* Name
» Payee Number

Travel Services Request

JUVENILE
JUSTICE
DEPARTMENT

TEXAS

o Position/Title

Instructions: + |If you are reguesting s fravel advance, you must submit this completed form to the business office at least 5 work days befors the first day of fravel.
+ Except when travel is required for an emergency response, you will not be eligible for a travel advances if you fail to meet the S-work-day requirement.

° FU N d SECTION 1: Traveler Information
Type of Travel: [ In-State Travel Payment Method: [[] Travel Advance (field staff only) [] Personal Credit Card
° De p't [ Out-of-State Travel [C] Central-Billed Travel Account  [] Individual-Billed State Credit Card
] Moving Expenses
® P ro g ram Date Mame FPayee Number Fosifion/Title
° PC A Fund | Depf Program | BCA | AY Location | Project Flacs of Employment | Designated HQ (Cify) | Dafss of Traval
° P I’OJ e Ct Diestinatian Justification for Travel (Affach addifional pages as needed)
o AY \
e Location

* Place of Employment
 Designated HQ

6/24/2025
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ACC-350 example

TEXAS
u T _1I :
Travel Services Request TTLL;ETW}?;L:

EPARTMENT

Instructions: = If you arz reguesting a travel advance, you must submit this completed form to the business office at lzast & work days before the first day of travel.
+ Except when travel is required for an emergency response, you will not be eligible for a travel advance if you fail to meet the 5-work-day requirement.

SECTION 1: Traveler Information

Type of Travel: B In-State Travel Payment Method: [l Travel Advance (field staff only) [B€ Personal Credit Card
[ Out-of-State Travel ] Central-Billed Travel Account [ Individual-Billed State Credit Card
] Moving Expenses
Dafe Name Fayee Number Posifion/Title
Joy Coward T005774708 Executive Assistant Il
Fumd | Dept. Program | PCA | AY Location | Project Flacs of Employment | Designated HQ (Ciy) | Dates of Travel
0001 |BADGD | 253 J0000 | 2025 |AUS Central Office Austin, TX -
Destination Justification for Travel! (Altach addifionsl pages as needed)
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ACC-350 - Using the Form

Section 1

Travel Services Request

TEXAS
JUVENILE
JUSTICE
DEPARTMENT

Instructions: + |If you are reguesting s fravel advance, you must submit this completed form to the business office at least 5 work days befors the first day of fravel.
+ Except when travel is required for an emergency response, you will not be eligible for a travel advances if you fail to meet the S-work-day requirement.

SECTION 1: Traveler Information

Type of Travel: [ In-State Travel
[ Out-of-State Travel
] Moving Expenses

Payment Method: [[] Travel Advance (field staff only) [] Personal Credit Card

[C] Central-Billed Travel Account

[} Individual-Billed State Credit Card

Dafe ﬁ Mame

Fayee Number

Posifion/Title

Fund

Dapt.

FProgram | PCA

AY

Location | Project

Place of Employment | Designated HQ (City)

Dafes of Travel f

Destination ﬁ

Justification for Travel (Affach addifional pages as needed) f

6/24/2025
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ACC-350 — Using the Form (cont'd)

« Section 2
* Potential expenses

* Meals
 Travel days & rate

O

« Other day(s) & rate

SECTION 2: Complete this section to receive a travel advance or travel approval:

Meals (first & last days): # days @ -3 =% 0.00
Meals (other days): # days @ -3 =E 0.00
Mileage: # miles @ 2 0.59 = 0.00
Lodging: # nights @ 3 = 0.00
Lodging Taxes: # nights 0 @ ] 0.00 ++—15% of lodping rate = 0.00
Reqgistration (only if paid with personal funds): 3 ) 0.00
Other (e.g., fuel for rental, parking, shuttlefaxd, moving expenses) for- L 0.00
Total Estimated Expense: $| 0.00
Advances are authorized for field staff only and (Press Tab key to calculate) ¥ 80%
only for travel that requires overnight stay outside | — s Authorized Travel Advance Amount: $ 0.00

the employee’'s designated headquarters. ey pry ey p——

Travel advance not authorized if using personal or state credit card

Meals & Incidental Expenses (M&IE) rates and breakdown

The M&IE total is the full daily amount for a single calendar day when that day is neither the first nor last day of travel. The amount received on the first and last day of

travel equals T5% of the M&IE total. See M&IE breakdowns for information related to the individual meal amounts.

Primary . Incidental
L. County (i ] M&IE Total Breakfast Lunch Dinner
Destination @ Expenses
Austin Travis $80 $20 522 $33 S5
6/24/2025

Bi=

Filter Results...

First & Last
Day of Travel

$60.00
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https://www.gsa.gov/travel/plan-book/per-diem-rates

ACC-350 — Using the Form (cont'd)

d Section 2 SECTION 2: Complete this section to receive a travel advance or travel approval:
. Meals (first & last days). # days @ b3 =% 0.00
* M | | ea g e Meals (other days): # days @ 8 =3 0.00
Mileage: # miles b] = 0.00
Lodging: # nights 3 = 0.00
Lodging Taxes: # nights 0 @ 3 15% of lodping rate = 0.00
m paid with personal funds): k1 3 0.00
: Other (e.g., fuel for rental, parking, shuttlefaxd, moving expenses) for- o 0.00
* LOd g N g Total Estimated Expense: $| 0.00
° N |g htS & R ate Advances are authorized for field staff only and (Press Tab key to calculate) ¥ 80%
only for travel that requires overnight stay outside | — s Authorized Travel Advance Amount: $ 0.00
the employee’s designated headquarters. ey pry ey p——
Travel advance not authorized if using personal or state credit card

M
Daily lodging rates (excluding taxes) | October 2024 - September 2025

Cities not appearing below may be located within a county for which rates are listed. To determine the county a destination is

located in, visit the Census Geocoder 2.

Primary County @ 2024 n - 2025 Feb M A M
o oun ov ec e ar pr ay

destination @ s Oct Jan

Austin Travis 5173 5173 5173 §187 5187 5187 5173 5173

Showing 1 to 1 of 1 entries

B=

Filter results...
Jun Jul Aug Sep
5173 §173 $173 $173
6/24/2025 | Texas Juvenile Justice Department Presentation


https://fmx.cpa.texas.gov/fmx/travel/mileage/

ACC-350 - Using the Form

Section 3

 Additional expenses

Section 4
» Approvals

Section 5

 Additional approvals

——

SECTION 3: Complete this section for airline travel or car rental to be charged directly to a TJJD centrally billed account

Airline:

*

Car Rental Vendar:

Amount. §

Amount. 5

SECTION 4: Approvals

Employes Supervisor Chief Local Administrator [optional)
Signature Date Signature Date Signatura Date
Department Budget Approval [Opbionsd] Business Manager (for firld staff only]

Signatura Date Signatura Date

SECTION 5: Additional Approvals for Out-of-State and Foreign Travel

Division Director (owf-of-sfafe and foreign fravel)

Chief Financial Officer or Designee (foreign travel only)

Executive Direcior or Designee [foreign travel only)

Signature Date

Signatura Date

Signatura Date
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Reminder

This is not a replacement for the travel policy.

All travelers are expected to review policy and understand it.
This is simply an aid to process the forms.
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For questions:

» Regarding the training video, contact
John Kinsey

« Regarding the Travel Policy, contact Christi
Goods or Sylvia Perez

Thank you for
watching!
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How to Complete the ACC-368 & ACC-369



Objectives

o ACC-368
* When and how to
use
« ACC-369

* When and how to
use

This is not a replacement for the
travel policy.

All travelers are expected to review
policy and understand it.
This is simply an aid to process the
forms.
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ACC-368 — When to Use

» Contract Services
* Enterprise, National, or Hertz
(rental cars)

* American, Delta, or
Southwest Airlines (flights)
* Travel Agency
 National Travel Systems
gov@nationaltravelsystems.com

« TRV.03.05 — Employee Trave],
Reservations

If you do NOT use these vendors, then the
ACC-368 is required.

Certification Form:
Contract Travel Services Exceptions

TEXAS
JUVENILE
JTUsTICE
DEPARTMENT

Traveler Name: [ Dates of Travel:

Vendor Mame(s)™

*If the same exception applies to more than one wvendor, enter each vendor's name abowve.

e fraveler must attach this form to the travel voucher when:

* rental car expense or airfare with a coniracted vendor exceseds the confract rate.

* anon-confract travel service or vendor is used (e.g., hotel is booked directly with the hotel instead of through Hotel

Engine; hotel is booked through travel agency as part of a bundle; non-contract car rental or airfare is purchased); or

exception.

Engine site showing the higher lodging rate or the unavailability of a hotel in the area.

fravel services for the trip.

When exception (1) or {2) below is selected, the fraveler must attach additional documentation to verify the reason for the

# For lodging, the additional documentation must include one or more screen clippings or photographs of the Hotel

# [For car rentals or airfare, the additional documentation muest include one or mere screen clippings or photographs or
ather documentation (e.g., email from travel agency) showing the cost comparison or the unavailability of confract

6/24/2025 | Texas Juvenile Justice Department Presentation
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Certification Form: ]LT':'E?I?E
ACC'368 — HOW to Use Contract Travel Services Exceptions DE:'-r'L'E'T:I-:'E_-“‘[

« Contract Services Exceptions Traveler Name: [N Dates of Travel

Vendor Name(s)™

i Flll |n the top SeCtlon *If the same exception applies to more than one wendor, enter each vendor's name sbove.

. !/
Wlth th e tra\/e | er S [J (1) Lower Overall Cost of Travel. Prices lower than the contracted travel services prices may be available
through the use of fourteen-day or other advanced reservations programs, promotional price reductions,
ﬂ a m e / trave | d ate S / booking directly with the vendor, or other methods that provide a lower overall cost of travel.
an d Ven d Or Nname (S) [J (2) Unavailability of Contract Travel Services. The contracted travel services are not available during the

time or at the location necessary for the business purpose; or the contracted vendor does not provide for
the service required; or the coniracted vendor is unable to provide the contracted travel services due to a

¢ S e | eCt a i’ea SO ﬂ ]COI’ force majeure event.

exce ptlo N [J (3) Special Needs. The fraveler's health, safety, physical condition, or disability requires accommodations,
including medical emergency or other necessary services, not available from a contracted travel services
vendor.

[J (4) Custodians of Persons. The fraveler has custody of a person pursuant to statute or court order and the
traveler iz required to provide a degree of security and safety that is not available from contract travel
sernvice vendors.

[J (5) In Travel Status. The fraveler is in the course of fravel and changes in scheduling render the use of
contract travel services impractical or the appropriate travel services are not available. The traveler shall
make reasonable efforts to secure rates equal to or lower than the contracted travel service rates.

i fi [] (6) Group Program. The traveler is using a group program wherein reservations are made through a
required source to obtain a paricular rate or service.

[J () Emergency Response. The traveler is responding to a public health or safety emergency situation, and
the use of contracted travel services is not available or will result in an unacceptable delay.

[J (8) Legally Required Attendance. The traveler is required by a court, administrative fribunal, or other entity
to appear at a particular time and place without sufficient notice to obtain contracted travel services.

MOTE: This form and any required documentation must be attached to the travel voucher for reimbursement.
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ACC-368 — How to Use

« Contract Services Exceptions

 Additional support
documentation
required for #1 and #2

 No signatures required

When exceplion (1) or (2) below is selected, the fraveler must atfach additional documentation to verify the reason for the
exception.

# For lodging, the additional documentation must inclede cne or more screen clippings or photographs of the Hotel
Engine site showing the higher lodging rate or the unavailability of a hotel in the area.

# For car rentalz or airfare, the additional documentation must include one or more screen clippings or photographs or
other documentation (e.g., email from travel agency) showing the cost companson or the unavailability of contract
fravel services for the trip.

] (1) Lower Overall Cost of Travel. Prices lower than the contracted fravel services prices may be available
through the use of fourteen-day or other advanced reservations programs, promotional price reductions,
booking directly with the vendor, or other methods that provide a lower overall cost of travel.

[} (2) Unavailability of Contract Travel Services. The contracted travel services are not available during the
time or at the location necessary for the business purpose; or the contracted vendor does not provide for
the service reguired; or the contracted vendor is unable to provide the contracted travel services due to a

force majeure event.
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ACC-369 — When to Use

« Hotel Engine
e Rates are above GSA

TEXAS
TUWVENILE
JUSTICE
DEPARTMENT

Request to Increase Maximum Lodging Rate

Must be submitted to the executive director or designee for approval prior to travel
except in cases of emergency travel (less than 24 hours® notice) or for personal safety concerns.

Mame(s) of Traveler(s)

Cesignated Headguarters of Travelen(s) Check-In Datz Check-COut Date
Central Office

Mame of Lodging Establishment FRate Requested AgencyFederal Max.
City [Duty Pomnt) Cioumnity Siate

Reason for Request

l:l Emergency Travel
Check this box if you are notified of the requirement 2 travel less than 24 hows in advance. Please provide
an explanation in the box below.

Mo Safe Lodging Available
Check this box if it is determined that no safe lodging is available for less than, or egual te. the maximum
lzdging reimbursement rate for the duty point. Pleass provide an explanation in the box balow.

Check this box if it is determined that approval of the reguest would result in a decreased total cost of travel.
Document cost savings to the state by completing caleulation table and providing explanation on second page.

Other
For any other business reason(s), document all relevant crcumstances below.

[]
I:l Decreased Total Cost
[]

6/24/2025 | Texas Juvenile Justice Department Presentation 6




ACC-369 — When to Use

« Hotel Engine
e Rates are above GSA

Fairfield Inn & Suites Austin Downtown
2.5-star hotel - 0.7 mi away

W 4.4 Great (120 reviews)

& Eco-friendly

Free breakfast options

@ Refundable rooms

Moxy Austin - University
3-star hotel - 1.6 mi away
¥ 4.4 Great (809 reviews)

Free breakfast options
@ Refundable rooms

& Your company booked here 6 times

Hyatt House Austin/Downtown
3.5-star hotel - 0.4 mi away
| 4.3 Great (1,499 reviews)

Free breakfast options
£3 World Of Hyatt
@ Refundable rooms

6/24/2025

$224

@ Over GSA rate: $187
$266 total w/f taxes & fees

Choose room

$209

@ Over GSA rate: $187
5246 total w/ taxes & fees

Choose room

HE DIRECT

$203

@ Over GSA rate: $187
$239 total w/ taxes & fees

Choose room

| Texas Juvenile Justice Department Presentation
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ACC-369 — How to Use

» Traveler information
 Traveler information
» Traveler's name
* Headquarters
* Hotel name

« Hotel City, County &
State

» Check in/out dates
* GSA rate vs. hotel rate
» Reason for Request
 Select one reason
 Other — type justification

« Up to four (4) travelers on one form

TEXAS
TUWVENILE
JUSTICE
DEPARTMENT

Request to Increase Maximum Lodging Rate

Must be submitted to the executive director or designee for approval prior to travel
except in cases of emergency travel (less than 24 hours® notice) or for personal safety concerns.

Name[sj of Travelens)

Cesignated Headguarters of Travelen(s) Check-In Datz Check-Cut Date
Central Office

Mame of Lodging Establishment FRate Requested %Emcy.'FEdeml =S
City (Duty Pioint) Cioumnity Siate

]

[ ] Mo safe Lodging Available

I:l Decreased Total Cost

|:| Other
For any other business reason(s), document all relevant crcumstances below.

zeaﬁnn for Request <

Emergency Travel

Check this box if you are notified of the requirement o travel less than 24 howrs in advance. Please provide
an explanation in the box below.

Check this box if it is determined that no safe lodging is available for less than, or egual te. the maximum
lzdging reimbursement rate for the duty point. Pleass provide an explanation in the box balow.

Check this box if it is determined that approval of the reguest would result in a decreased total cost of travel.
Document cost savings to the state by completing caleulation table and providing explanation on second page.

6/24/2025 | Texas Juvenile Justice Department Presentation 8



ACC-369 — Approvals

 Signatures
* Traveler(s)
* Supervisor
 Executive Director or Chief Financial Officer

SIGNATURES: Traveler(s) and Agency Representative Must Sign Below
Traveler 1 Traveler 2
> Traveler 3 Traveler 4
_ Supervisor's Signature Date
' Signature of Executive Director or Designee Date :| Approved :[ Denied

6/24/2025 | Texas Juvenile Justice Department Presentation 9



Reminder

This is not a replacement for the travel policy.

All travelers are expected to review policy and understand it.
This is simply an aid to process the forms.
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For questions:

» Regarding the training video, contact
John Kinsey

« Regarding the Travel Policy, contact Christi
Goods or Sylvia Perez

Thank you for
watching!
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How to Make Reservations



Objectives

* How to:
* Booking airfare

 Make hotel
reservations

* Renting a car

This is not a replacement for the
travel policy.

All travelers are expected to review
policy and understand it.
This is simply an aid to process the
forms.

6/24/2025 | Texas Juvenile Justice Department Presentation 2



Approved Vendors:

see TRV.03.05

American, Delta, and Southwest airlines are approved contract
vendors for airfare.

Hotel Engine is an approved contract vendor for hotel reservations.
If you do not have an account, you can request access.

Enterprise/National are approved contract vendors for car rentals
and will bill the agency directly for any reservations.

Hertz is also an approved contract vendor for car rentals but will
require a credit card for the reservation.

- u \
National American ¢
Z

e, | Southwests

6/24/2025 | Texas Juvenile Justice Department Presentation 3



Airfare

ADELTA =

AUS

AUS - MFE

MFEFE

Mc Allen Miller Intl, USA

Book Better. Fly Better,

Trip Summary

Outbound DLA17 7
Change Flight AUS * MFE
Return DLAO5S3

MFE * AUS

Change Flight

Changeable / Nonrefundable

Mon, Feb 24

Thu, Feb 27

Round Trip

Round Trip

1:00am - 12:29pm

4:177pm - 5:58pm

Feb 24-27

Feb 24

Neonstop, Th 29m

Main

Nonstop, Th 41m

Main

1 Passenger

Feb 27

6/24/2025

MODIFY -

1 Passenger

® o

Start Over  Trip Summary

Trip Total

1Passenger

Flights

Taxes, Fees & Charges

Amount Due

2 3

Review & Pay Confirmation

Currency Calculator

$182.66

$44.30

$226-96 USD

| Texas Juvenile Justice Department Presentation
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Airfare

\L, View Seats

Passenger 1

Change Seats

14B,13C

Iﬁ Baggage Allowance (Per Passenger)

Outbound

AUS - MFE

Carry-On

Free (1 pieces)

Carry-On

Free (1 pieces)

1st Bag

#35.00usp

or 3,500 miles
(50Ibs/23kg)

1st Bag

$35.00Usb

or 3,500 miles
(50Ibs/23kg)

6/24/2025

2nd Bag

$45.00 UsD

or 4,500 miles
(50Ibs/23kg)

2nd Bag

345,00 UsD

or 4,500 miles
(50Ibs/23kg)

Texas Juvenile Justice Department Presentation



Hotel Reservations

» Hotel reservations can be made via

Hotel Engine.
« Website: Member Sign l
In | Engine
« Anyone can get an account.

* If you are in the field,
check with your Welcome
Business Office first
regarding the process
at your facility.

« If you don't have an account, you
can request one.

™

-
Eng|r|e Don't have an account? Request Access

Email

6/24/2025 | Texas Juvenile Justice Department Presentation 6


https://members.engine.com/login

Hotel Reservations (cont'd)

« Type in the following information:
» City or Facility
« Check-in Date
« Check-out Date

« Number of rooms and
guests .

e Search ) | oo - Nov
— 2% 1room, 1 guest

[ > Q, Search stays
Saved locations | y

Ron Jackson

Texas Juvenile Justice Depa... Book Trips Groups More a

w
Campus Drive, Brownwood, Texas 76801, USA

* Central Office
11209 Metric Boulevard, Austin, Texas 78758, USA
Evins

*

3801 East Monte Cristo Road, Edinburg, Texas 78542, USA
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Hotel Reservations (cont'd)

Al Texas Juvenile Justice Depa... 3801 East Monte Cristo Road, Edinbur... Mar 14 - Mar 15 1Room, 1 Guest  [le} a =
(E All filters 0) [ 1L Sort: Price high tolow ~ | [ Price v | ( GSA or less ®> [ Starrating v | [ Loyalty eligible ~ | [ Free breakfastavail. | [ Free parking avail. | | Refundable | 12 properties
La Quinta Inn & Suites by Wyndham Pharr North McAllen ME DIRECT Satellite e e
" o {Adam Lee
2.5-star hotel - 7.8 mi away $110 ) ~ § Colonia i g
: =™ + i
% 4.5 Excellent (898 reviews) GSA rate: $110 o 4 TR,
COLONIA
Free breakfast options $124 total
Free parking options with taxes and fees Evergreen
{3 Wyndham Rewards v ]
® Refundable rooms Choose room )
@mpany booked here@ l/57“39?.\‘ CosarChaver
San Carlos 2 4
on [ -TWE;SLCTTO%'EE?EE —. : SR =
Mainstay Suites Edinburg . ; t $70.
a Amber Land {
2.5-star hotel 5.9 mi away $1 1 0 Colonia
* 4.2 Great (595 reviews) GSA rate: S110 S = Nurillo
rst
$124 total piEs
Free breakfast options with taxes and fees S SSEwWELLS /o $110 zville
Free parking options - — Olival
3 Choice Privileges :'/Q $105\.l Morth Alamo
3 Y booked here 2 ti ~——
‘'our company booked here 2 times v
pany A &) MCV \fose2)
»M——@_‘ Phar e/ 1
- i San Juan -{\M i Midway North
Holiday Inn Express Hotel & Suites Pharr by IHG HE DIRECT . _ = RS "“—*H- T
2.5-star hotel - 8 miaway $1 1 0 @ Donna 1
* 4.3 Great (943 reviews) GSA rate: $110 Wesl
@ Eco-friendly SEIE Alamov_ﬁ
$124total b 2 i
Free breakfast options with taxes and fees 6“_‘.. |
Free parking options /
|

{3 IHG Rewards Club

@mpany booked here@

0

S5 Hidalgo Keyboard shortcuts  Map Data ©2025 Google, INEGI  Terms  Report a.;'nap error

@ | Lnspns
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Hotel Reservations (cont'd)

smlﬂ $110

Holiday Inn Express Hotel & Suites Pharr by IHG -
Q) _' Choose a Room

2-star hotel @ |HG Rewards Club @ Eco-friendly N

H‘ @

ALBERT.
NU
201

Times your company has
booked here

ACACIA COLONIA,

ta 2 2 2 J
ok ok

Lopezville = : : |.
= * 1
. 943 reviews
| - FEATURED AMENITIES

) — i (2
: oy 205 W Nolana Loop
= Pharr, TX 78577

p/

(Goocle
\CEGEIS @ MapData Tems Repurlamapeno(

=]l j_
DO

Choose aroom Ij: BIMar14 > Mar15 | [ & 1room,1guest .:] Ij: Q, Update search .:]
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Hotel Reservations (cont'd)

Standard Rate Mar $110

Standard 2 Queen #  Non-refundable © HE DIRECT
Beds & IHG Rewards Club $110
2 Queen beds
£124 total
with taues and foes

e Microwave

e Air Conditioning

e Free WiFi

0 Refrigerator

Reserve

More details

Standard Room - Bed & Nen-refundable & HE DIRECT

type will b.e assigned £ IHG Rewards Club $110
at check-in

£124 total

with taxes and fees

0 Microwave

e Air Conditioning

e Free WiFi

9 Refrigerator

Reserve

More details

6/24/2025 | Texas Juvenile Justice Department Presentation 10



Hotel Reservations (cont'd)

Bﬂﬂk NOW & Secure your stay in less than 2 minutes

Holiday Inn Express Hotel & Suites Pharr by IHG Boo king details

7AS77

205 W Molana Loop, Pharr, TX, 785
Pharr, TX KN
Fri, Mar 14, 2025 3:00 pm CDT

Sat, Mar 15,2025  12:00 pm CDT

1room, 1 guest Edit
B Standard 2 Queen Beds % IHG Rewards Club
(F’ricing details \

’ \ 1 room, 1 night $110.00
W

, .
ho's checking in? Taxes and fees $14.30

jov.coward@tjjd.texas.gov N 4 \_ /
Book now for $124.30
By completing this boaking you agree to the
terms & conditions, p Yy, |@nd

cancellation po

Add IHG Rewards Club number

6/24/2025 | Texas Juvenile Justice Department Presentation




Hotel Reservations (cont'd)

Payment method

Joy's personal CC

ending in 5462 | Exp 06/28

ﬁrip information

Department *

Tax Exempt

\_

6/24/2025 | Texas Juvenile Justice Department Presentation 12



Hotel Reservations (cont'd)

Booking details

CHECH-IN

Fri, Mar 14, 2025 3:00 pm CDT

CHECKOUT
Sat, Mar 15, 2025 12:00 pm CDT

 THight Edit

Pricing details

1 room, 1 night £110.00
Taxes and fees $14.30

Room total ' $124.30
Eook now for $124.30

By completing this booking you agree to the
terms & conditions, privacy policy, and
cancellation policy.
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Htinerary details

Hotel Reservations (cont'd)

Hetel Infarmation

DoublaTres by Hiton Aussin - University Area
&= 1617 Intersiate Hwy 35 N, Austin, TX, 78702

E12-473-4000

LX) L 4 E‘ E & Trip detalls
Checkin Checkaut
H Wednesday, 12 Feb, 2028 € 1 Might Thuraday, 13 Feb, 2025
DoubleTree by Hilton Austi | - 300 put o3 T aeucst
University Area oo '
Guasts 1
. Boaked by Joy Coward
1617 Interstate Hwy 35 N, Austin, TX, 78702 P — 1 Fab. 2025
C' Book again Room 1
Primary guast Richard Wilkamson
Phane (BAOpEE5-001
Email Richard Wilkamson@tjd tacas gov
FRioom type Standard 1 King Bed
Corfirmagion et
Company detalls
Departrent Traatment
Tax Exeenpt No
Summary of charges
Billing name Joy Coward
Paymert method Coradit Card
Paid on 11 Feb, 2025
g F160.30 (GSA rale: $187)
Confirmation # 94234068 D 1 Fioam, 1 Might $168.:30
Taxes and foos” £29.40
Praparty charge™ 5463
Total charges 20233
@ Richard Williamson v * Foos ara inclusive of Engine overhead costs and incurmed hotel and supplier fees. Tames ane chargad by $he hotel for tax obligations.

** Thesa are foes charged by $he hotel at tha time of booking.

Retund policy

Refundabla bedora Fab 12 a1 3pm CST to your ariginal paymant method.
Your booking e Flax coverage fram Feb 12 to Feb 15, recehe travel credit for unused nights up o 48 houss afer a trig.

Heed asslstance?

CHECK-IN
Contact suppord: 1-800-803-0452

Wed, Feb 12, 2025 3:00 PM (csT) For faster support, mersion G-ALTKSOH
Cancellation pollcy

CHECKOUT [oirjact Dbject] PolicyCode: Gancedlation Amaurt of the canceliatian fea: USD168.30 Deadine: 2028.02.12T1 58300
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Rental Car

Reservations Vehicles Locations

£ I

Book with Enterprise

National

Sign In / Enroll b

About Emerald Club

CAR RENTAL AT THE SPEED OF BUSINESS
Reserve

i Start a Reservation

bl

Hertz Login/Sign-Up

-

Hertz

WELCOME STATE OF TEXAS TRAVELERS

Hertz is an official provider for the State of Texas and offers new, low rates on business rentals. The
contract offers great benefits for State of Texas travelers.
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Rental Car (cont'd)

RES E I'VE a VE h I C l. E or View / Modify / Cancel Reservation

Pick-up & Return Location (ZIP, City or Airport)*

My current location

X

Return to a different location @

Pick-up*

] Y055 12

:00
PM

Corporate Account Number @

TX694X

Return®

1

Mar
2025

* Required Field
Renter Age*
:00
‘I 2 o 25+ o
Vehicle Class (i)
All Vehicles >

Browse Vehicles
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Rental Car (cont'd)

Hertz

WELCOME STATE OF TEXAS TRAVELERS

Hertz is an official provider for the State of Texas and offers new, low rates on business rentals. The
contract offers great benefits for State of Texas travelers.

Benefits for the State of Texas Program.

Exceptional competitive contract rates

Unlimited Mileage

Mo one-way drop fees within the State of Texas.

State employee pick-up and drop-off service at all off-airport locations, at no additional charge.
Loss Damage Waiver is included in the United States, on business rentals only, on all rotes.
Liability protection coverage is offered on business rentals on all rates.

Minimum rental age of 18 when traveling on state business.

24/7 Roadside Service

Click Here to Rent
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Rental Car (cont'd)

Extras included in your reservation (at no additional cost): Damage Waiver

Optional Protection Products

[ Damage Waiver Included with reservation ] Details @ + Included

E-.\ Protect your wallet and let us protect the car with this optional coverage! Please review your personal auto insurance policy or credit card for coverage of rental car damage when
considering this option!

1: EDIT ITINERARY 2: CHOOSE A CAR 3: MAKE YOUR RENTAL EVEN BETTER

Continue
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Rental Car (cont'd)

Confirm Trip Purpose

Your account is associated with TEXAS JUVENILE JUSTICE DEPT. By checking yes, you acknowledge that you are traveling on behalf
of TEXAS JUVENILE JUSTICE DEPT for this rental.

& | Yes, | acknowledge | am traveling on behalf of TEXAS JUVENILE JUSTICE DEPT

No, | need to restart my reservation without this accou

Billing

| am authorized for billing privileges and am choosing to bill TEXAS JUVENILE JUSTICE DEPT for this rental.
Ii:iil Yes

Please provide a billing number.

(@ Enter Billing Number

15101451
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Rental Car (cont'd)

Additional Details

Place of Employment (Optional)

Central Office
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Rental Car (cont'd) Hertz

Thank you,
Your Confirmation Number is: K9374555755

Don't forget to bring the same credit/debit card used when making your reservation.
We emailed a copy of this confirmation to lacey.evans@tjjd.texas.gov

Service Type: Gold Counter

Mobile Gold Alerts are not available at this location.

_ = Print this page for your records
-enterprise Thu, Aug 01
] i i 5:00 PM
c d Round Rock - Old Settlers HLE
Reservation Confirme ok Ol Se
8:00 AM

. . Round Rock - Old Settlers HLE
Confirmation Number: 2074706725

If you have prepaid for your rental, don’t forget to bring the same credit card you used to PrePay when you pickup your car.

Pick-up Return
Oct 28, 2024 Oct 31, 2024
12:00 PM 12:00 PM

AN
The Woodlands 4 The Woodlands
26026 Interstate 45 26026 Interstate 45
Spring, TX 77386 Spring, TX 77386
2813677890 2813677890

A Message From TEXAS JUVENILE JUSTICE DEPT
AL TYC employees must show their state |D's at the rental counter.
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Reminder

This is not a replacement for the travel policy.

All travelers are expected to review policy and understand it.
This is simply an aid to process the forms.
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For questions:

» Regarding the training video, contact
John Kinsey

« Regarding the Travel Policy, contact Christi
Goods or Sylvia Perez

Thank you for
watching!
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How to Complete the ACC-323



Objectives

e Setting up the form as a
template

* Determining what needs
to be on the form

 Obtaining approvals

This is not a replacement for the
travel policy.

All travelers are expected to review
policy and understand it.
This is simply an aid to process the
forms.
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ACC-323 - Creating a template

 Section 1 - setting up your template

e Static information
* Pay to (Name)

« Title
* Headquarters

TRAVEL VOUCHER

Payee Number
Residence City

STATE OF TEXAS

PAGE of

1. ARCHIYE REFEREMCE MUMEER

2. Agency Mumber

644

3 Agency hame

4. Current Document Mumber

TEXAS JUVENILE JUSTICE DEPARTMENT [O0C TYPE] [OOC MUREER]

b, Effective Date

E. Docurment Date

7. Do Agency
644

8. Document Amount

1

9. Payto

*

10. Title

1. De=ignated headquarters

12. Payee [dentification Mumber

13. Residence City

6/25/2025 | Texas Juvenile Justice Department Presentation
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ACC-323 (continued)

e Section 1

e Static information (continued)

710201: In-State Mileage
710501: In-State Incidentals (such as fuel for

rentals, parking, tolls, or baggage)

710601: In-State Meals & Lodging
710101: In-State Public transportation (such as

* Account Uber, taxi or rental car)

* Fund

* Dept

* Program

« PCA

. AY

* Location

* Project

N\

14, sf TC AROUMT 1/ ACCOUNT FUMND DEPT PRGM FLCA A LOC PROJECT
001 225 710201 d 0001 BADGO 253 30000 2024 AlUS *
002 225 710601 0001 BADGO 253 30000 2024 AUS
003 225 ) 710501 T 0001 BADGO 253 30000 2024 AlUS
004 | 225 N

6/25/2025 | Texas Juvenile Justice Department Presentation
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ACC-332 example

STATE OF TEXAS

TRAVEL VOUCHER PAGE of
1. ARCHIYE REFEREMCE MNUMEER 2. Bgency Mumber 3 Agency Mame 4. Current Document Mumber
644 TEXAS JUVENILE JUSTICE DEPARTMENT (DOC TYFE) (DO MUMEER)
5. Effective Date E. Oocument Date T.Ooc &gency |8 Document Smicunt
644 1
9. FPayto 10. Title
Executive Assistant Il
AﬂgEla '-I':H.I'r Cﬂward . Designated headquarters
Central Office
12. Payee [dentification Mumber 13, Residence City
7005774788 Leander, TX
14. sk TC AMOUNT | ACCOUNT FURD CEFT FRGM FCA Av LoC PROJECT
001 225 710201 0001 BADBD 253 30000 2025 AUS
002 225 710601 0001 BAODGD 253 30000 2025 AUS
003 225 710501 0001 BAODGD 253 30000 2025 AUS
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ACC-323 - Using the form

TRAVEL VOUCHER

PAGE

of

* Document Date (page 1, box 6)
 Service Dates (page 1, box 15)

1. ARCHIYE REFERENCE NUMEER

2. Agency Mumber

644

3 Agency Mame

[TEAS TOMENILE JUSTICE DEPARTMENT

5. Effective Date

& Document Dlate

)

7. Doc Agency
644

8. Document Amaunt

4. Current Document Mumber

[0OC TYPE] [DOC NUMBER)

1

 Description (page 1, box 16)

« Distribution (page 1, box 17):

15. Service Dates

From:

Ta:

16. Diescription

* Expense Itemization for
In-State Travel

1. DISTRIBUTION

AMOUNT

Expense ltemizaton for In-State Travel

Fares, Public Trans (attach receipt) Airfare

Rental Car |

Other (choose one) I

Personal Car Mileage

Miles @ $0.59

Meals and/or Lodging (De not include lodging taxes on this row)

Meals |

| Lodging

Lodging Taxes: State:

Lodging Taxes: City:

Parking

Other Travel Expenses

ltemize:

Alealealaa|ea | aa | e
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ACC-323 (continued)

MILEAGE
) DATE Y RECORD OF TRANSPORTATION AND DUTIES PERFORMED POINT TO POINT
* Itemized Expenses (page 1, box 17) 9/5/2023 |Depart Central Office with coworkers. Drive to Edinburg, Texas
P | C M | Check into hotel. Stay overnight.
* rersonal Lar illieage 9/6/2023 |Depart hotel and ride with coworkers to Evins facility. Attend
meeting. Return to hotel. Stay overnight.
(g et tOta | ﬂ’O M pag S 2) 9/7/2023 [Check out of hotel. Ride back to Austin with coworkers.
8/27/2023 |Depart home in personal vehicle. Drive to Mart facility. 104
Attend meeting. Return home in personal vehicle. 105
*Show point-to-point breakdown, including intra-city mileage claims.
17. DISTRIEUTION AMOUNT
Expense Itemizaton for In-State Travel
Fares, Public Trans (Attach receipt) Airfare Rental Car Other (choose one) $
Personal Car Mileage Y Miles @ $0.59 5
Meals and/or Lodging (Do not include lodging taxes on this row) Meals Lodging b
Lodging Taxes: State: b
Lodging Taxes: City: b
Parking b
Other Travel Expenses ltemize: b
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ACC-323 (continued)

IN-STATE
° |tem]zed Expenses (page '], bOX ’]7) a Leave b Arrive c. Daytrip rd Meals ]e Lodging |[f TOTAL
. Headquarters Headquarters Meals-NTE | NTE NTE NTE
* Personal Car Mileage , .
Date |Hour| Min. Date | Hour [ Min. m. Rate Rate Rate Rate
(get total from page 2) 0.00
0.00
* Meals (get total from
0.00
S —
page 2)
J k.
Total Per Diem 0.00 Total 0.00
17. DISTRIEUTION AMOUNT
Expense Itemizaton for In-State Travel
Fares, Public Trans (attach receipt) Airfare Rental Car Other (choose one) $
Personal Car Mileage Miles @ $0.59 b
Meals and/or Lodging (Do not include lodging taxes on this row) Meals * Lodging b
Lodging Taxes: State: b
Lodging Taxes: City: b
Parking b
Other Travel Expenses ltemize: b
6/25/2025 | Texas Juvenile Justice Department Presentation 8




ACC-323 (continued)

IN-STATE
° |tem]zed Expenses (page '], bOX ’]7) a Leave b Arrive c. Daytrip d. Meals g. Lndgin; f TOTAL
. Headquarters Headquarters Meals-NTE | NTE NTE NTE
* Personal Car Mileage , .
Date |Hour| Min. Date | Hour [ Min. m. Rate Rate Rate Rate
(get total from page 2) 0.00
0.00
* Meals (get total from
0.00
—
page 2)
* Lodging (get total from . .
page 2) Total Per Diem 0.00 Total 0.00
17. DISTRIEUTION AMOUNT
Expense Itemizaton for In-State Travel
Fares, Public Trans (attach receipt) Airfare Rental Car Other (choose one) $
Personal Car Mileage Miles @ $0.59 A 3
Meals and/or Lodging (Do not include lodging taxes on this row) Meals Lodging * b
Lodging Taxes: State: b
Lodging Taxes: City: b
Parking b
Other Travel Expenses ltemize: b
6/25/2025 | Texas Juvenile Justice Department Presentation 9




ACC-323 (continued)

* Itemized Expenses (page 1, box 17)

* Airfare, Rental Car,
Other (taxi/Uber)

* Lodging

* Lodging Taxes
» Parking

« Other

17. DISTRIEUTION AMOUNT
Expense Itemizaton for In-State Travel
Fares, Public Trans (Attach receipt) Airfare Rental Car Othpr (choose one) $
Personal Car Mileage Miles @ $0.59 TRE'”_ 5
. axl

Meals and/or Lodging (Do not include lodging taxes on this row) Meals Uber b
Lodging Taxes: State: Lyft 5

- - Subway
Lodging Taxes: City: Bus [: b

i Lima
Parking . S b
Other Travel Expenses ltemize: b
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ACC-323 (continued)

* Itemized Expenses (page 1, box 17)

* Airfare, Rental Car,
Other (taxi/Uber)

* Lodging

* Lodging Taxes
» Parking

« Other

17. DISTRIBUTION AMOUNT
Expense Itemizaton for In-State Travel
Fares, Public Trans (attach receipt) Airfare Rental Car Other (choose one) 5
Personal Car Mileage Miles @ $0.59 b
Meals and/or Lodging (Do not include lodging taxes on this row) Meals Lodging b
Lodging Taxes: State: b
Lodging Taxes: City: b
kg b
Other Travel Expenses ltemize: b
6/25/2025 | Texas Juvenile Justice Department Presentation 11




ACC-332 example )—7\10201: In-State Mileage

710501: In-State Incidentals (such as fuel for

1. i TC | AMOUNT | acCOUMT FURND DEFT FRGM PCA al r‘entals, pa rking, tO”S, or baggagE)
001 225 710201 0001 BAOG0 253 30000 2025 710601: In-State Meals & Lodglng
y—>[][]2 225 | 164.06 710601 0001 BADBOD 253 30000 2025 “——Ago——
003 225 48.19 710501 0001 BAOGO 253 30000 2025 AUS
004 225
005 225
006 225
oov 225
008 225
009 225
010 225
212.25
15, Service Dates 1B, Description
From: 9/9/2024 To- 8/10/2024 Travel to Gainesville for End of Year Review
17. DISTRIBUTION AMOUNT
Expense ltemizaton for In-5tate Travel
Fares, Public Trans (attach receipt) Airfare | Rentaicar | cBT | Other (choose one) | 5 -
Personal Car Mileage | Miles @ %0.5Y9 5 -
Meals and/or Lodging (Do satdackidededaiogdasasmandtis row) Meals | $70.46 | JLlodging | 39360 3 164.06
Lodging Taxes: I State: $5.62 I b 5.62
Lodging Taxes: l City: 5542 ' ! 8.42
Parking b -
Other Travel Expenses 53415 | ltemize: fuel for rental \J5 3415
6/25/2025 | Texas Juvenile Justice Department Presentation 12




ACC-332 - wrapping up

TRAVEL VOUCHER PAGE of
1. ARCHI¥E REFEREMNCE MUMBER 2. Bgency Mumber 3 Agency Marme 4. Currenk Document Mumber
544 TEXAS JUVENILE JUSTICE DEPARTGENT (DOC TYPE] (DO MUMEER)
B, Effective Date E. Oocument Date 7. Do Agency 12 Document Amount l
9/16/2024 44 |\ §21225 1
14, =sFi TC AMOUMNT ACCOUMNT FUMD DEFT
001 225 710201 000 BAOEO
17. DISTRIBUTION AMOUNT
002 225 164.06 710601 0001 BADED Expense ltemizaton for In-State Travel
Fares, Public Trans (Attach receipt) Airfare |  Rentaicar | cBT | Other (choose one) | 5
003 225 4813 710501 0001 BADG0 Personal Car Mileage | Miles @ $0.59 5 -
004 275 Meals and/or Lodging (Do not include lodging taxes on this row) Meals | $70.46 | Lodging | 59360 [ 164.06
Lodging Taxes: State: 5562 5 562
0os 225 Lodging Taxes: City: $8.42 $ 8.42
Parking e -
006 225 Other Travel Expenses 53415 ltemize: fuel for rental 3 3415
oav 225
008 225
009 295 Expense ltemization for Qut-of-State Travel
Fares, Public Trans (attach receipt)  Airfare | Rental Car | | Other (choose ane) | 5
010 295 Personal Car Mileage Miles @ 35059 5
Meals andfor Lodging (Do not include lodging taxes on this row) Meals I I Lodging | 3
212.25 Lodging Taxes: State: [
Lodging Taxes: City: 5
Parking 5
Other Travel Expenses [temize: 5
|
Total [ $ 212.25
6/25/2025 | Texas Juvenile Justice Department Presentation 13




ACC-332 - Out of State Travel

1. DISTRIEUTION

Expense ltemizaton for In-State Travel

Fares, Public Trans (attach receipt) Airfare |  Rental Car | | Boat |~
Personal Car Mileage | Miles @ 5059
Meals and/or Lodging (De not include lodging taxes on this row) Meals | I Laodging |
Lodging Taxes: State:
Lodging Taxes: City: =
Parking qoUT-OF-STATE
Other Travel Expenses ltemize: m. Leave n. Arrive o. Daytip  |p. Meals |q Lodging |r. TOTAL
Headquarters Headquarters Meals - NTE NTE NTE NTE
Date |Hour| Min. | m. Date | Hour | Min. m. Rate Rate Rate Rate
Expense Itemization for Out-of-5tate Travel 0.00
Fares FubicTrane-fitachroonipty Alrtare | Rental § 0.00
Personal Car Mileage Miles @ &0
Meals and/or Lodging (De not include lodging taxes on this row) L 0.00
Lodging Taxes: State: 000
rarcii 711201: Out-of-State Mileage
Othe . 0.00
711501: Out-of-State Incidentals (such as fuel for o0

711601: Out-of-State Meals & Lodging
711101: Out-of-State Public transportation (such as

rentals, parking, tolls, or baggage)

Total Per Diem

Uber, taxi or rental car)

6/25/2025
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ACC-323 - Signatures

18.  IN SIGNING BELOW, | CERTIFY THAT THE EXPENSE ACCOUNT SHOWN ABOVE IS TRUE, CORRECT, AND UNPAID AND |
DEMONSTRATE MY UNDERSTANDING THAT:
a. Federal and state law entitle me to claim only my actual meal expenses, not to exceed the maximum amount allowable under agency policy;
b. Meal purchases within my designated headquarters* are not eligible for reimbursement;
c. Gratuities and alcohol purchases are not eligible for reimbursement;
d. My maximum daily reimbursement may be adjusted based on departure/arrival times, the availability of meals at events I attend
or meals provided by lodging establishments;
e. UOna given day, I may flexibly apply my total maximum daily reimbursement amount to the meals that I consume;
f I may be requested to produce receipts for meal expenses to receive payment for my travel voucher; and
g. Iam not required to maintain receipts for meal expenses after my travel voucher has been paid.
**Designated heudquﬂ rters” includes home airports or other transportation centers.
CLAIF-LM-.IT DATE DATE
SIGN SIGN 9]1 6]24
HERE ruf{[/( 9/16/24 HERE
12. Contact name 21. Phone no___ 22 Entered by
Joy Coward 512.490.7243
6/25/2025 | Texas Juvenile Justice Department Presentation 15




Reminder

This is not a replacement for the travel policy.

All travelers are expected to review policy and understand it.
This is simply an aid to process the forms.
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For questions:

» Regarding the training video, contact
John Kinsey

« Regarding the Travel Policy, contact Christi
Goods or Sylvia Perez

Thank you for
watching!
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How to Put it All Together (Supporting Documents)



Objectives

/
”’Po

e Supporting Documents
PP g "1:9,”

e Reservation
confirmations &

This is not a replacement for the

receipts travel policy.
* G5A rates All travelers are expected to review
* Maps policy and understand it.
* Meals This is simply an aid to process the
e Putting the packet forms.

together
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Reservations/Confirmations

From: American Airlines «no-neph@ info.email ss.com:=
Sent: Tuesday, February 6, 2024 1:55:30 PM

e Confirmations T

Subject: Your trip corfirmation [AUS - DRD)

o Alirl
| r | n e Cauntion: Thiz email was received from an EXTERENAL source, use cantion when clicking links or opening attachments.
If you believe this to be a malicions and'or phishing email, please contact IT Secunfy.

American Airlines home

H

Issued: Febmuary 6, 2024

Your trip confirmation and receipt

We changed 48720 to your cand ending in BE22 for your ticket purchase.

You can check in via the American app 24 hours befare your flight and gt your mabile boanding pass.

Your purchase
Confirnation code: CVCYNY

Mew tickel (012114110613) 548720 Tuesday, March 19, 2024
[5425.12 + Taxes & carmier-imposed lees S62.08]
AUS A 1075
Total cost 548720 Ausiin
825 AM
Your payment
MasterCard (ending. ) 548720 ORD Seab 240
Chicage O'Hore Class Bronemy (5]
Total paid 5487.20 11:08 AM eals Relreskamrent
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Reservations/Confirmations/Receipts

e Confirmations
e Airline

* Baggage

F*NOT VALID FOR*%*
#X*TRANSPORTATION**

(e TR
FEECE 10 00
EBC  30.00

Isp 30.00

usp30.00

PASSENGER RECEIPT
l4mar23 us
DL /KT AUS FTO

PSGR TICKET 0062366557279

1000w /i

R A a e aw(](E

0064255616572

EXCESS BAGGAGE
TICKET

THIS IS YOUR RECEIPT
FOR CONDITIONS OF
CONTRACT - SEE

PASSENGER TICKET AND
BAGGAGE CHECK

NOT VAITD FOR TRAVFI

6:55 all T e

< Transaction Details

X

American Airlines

$30.00

45.00 total rewards points earnad

Transaction Details

Type Sale
Transaction date Mar 22, 2024
Posted date Mar 24, 2024
1 Skyview Dr,

Fort Waorth, TX 76155

% (682) 278-9000

Description AMERICAN AIR0D14430703510
Merchant type AMERICAN AIRLINES

Online, mail or phone

Method Apple Pay
Category
Travel e
Reference
24035964082634002393232
number
5/13/2025 | Texas Juvenile Justice Department Presentation
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Reservations/Confirmations/Receipts

e Confirmations
e Airline

* Baggage

Itinerary details

Hotel Confirmation #: 89241EE029285

Hotel information
La Quinta Inn & Suites by Wyndham Brownwood

nwood, TX, 76801

Summary
* Hotel
BRoom: Taxes and Fees F&EB Other Payments Balance Due
% .I'lklll‘rfl:" . h k
Q — “l UI NTA 5D 107.00 TUSD 13.91 IS0 0.00 UsSD0.00 USD(120.91) J5D 0.00 eckout
:} ﬁ':* J Friday, 16 Aug, 2024
J 'lr’ | " E'T w"IHDH hH muuu.L AU, TUOULL UTIILO UL Ol o 1 1 DG hM GDT
Phone: 1-325-6411731
- Email: 1g6147gm@lagquinta.com Rooms 1

FO]-]-O Guests 1

Booked by Joy Coward

Booked on 07 Aug, 2024
HName: COWARD, JOY Confirmation 89241EE029285

Number:
Phone # HN/A Email: M/A Loyalty HN/A
Level: Room 1
Guest Company MN/A Guests:1/0 )
Address: Address: Primary guest Joy Coward
Hoom: 207 Hoom HEZ2 Hights:1 Phone 5124807243
Type: Email joy.coward@tjjd.texas.gov

Rate LFO1 Daily USD 107.00 GTD: V15462 Room type Standard 1 King Bed
Flan: Rate: Hotel loyalty # 199042980H
Arrival:  Aug 15, 2024 (Thu) Departure: Aug 16, 2024 (Fri) Confirmation 89241EED29285

5/13/2025
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Reservations/Confirmations/Receipts

® Conﬂrmatlons Rental Agreement # SNQSNS
. enterprise
e Airline

[ J
B d g g d g € Renter Information Trip Information

° | | t | Renter Name Pickup Return
O e ANGELA COWARD Monday, September 9, 251 PM Wednesday, Sentemhar

2024 11, 2024 -
° R | Renter Address CEDAR PARK NORTH CEDAR PARK NI = nterprise
e nta C a r LEANDER, TX 786410000 1904 N BELL BLVD 1904 N BELL BL\

= -
USA CEDAR PARK, TX 78613-7405 CEDAR PARK, T Rese rvat l 0 n co nfl rmEd
USA UsA
Vehicle Information Confirmation Number: 1569083315
CORO . .
Bill-To: TEXAS JUVENILE JUSTICE DE
License #: SSG0012
State/Province: TX Rental Rate Time & Distance 2 Day at 33887 / Day Pick-up Return
Unit #: TW17H3 Coverages DW/CDW INCLUDED (s0.00 / Day) Sep 9, 2024 Sep 11, 2024
Vehicle #: PP011330 500 PM 10:00 AM
Subtotal BN
Vehicle Class Driven Leander Caliber /s Leander Caliber
o - 7688 183z Toll Rd 7688 183a Toll Rd
Mid 2/4 door/Automatic/A
dsize 214 coorAutomatciar Renter Charges Leander, TX 78641 Leanger, TX 78641
Vehicle Class Charged Total 5126902054 5126902054

Midsize 2/4 door/Automatic/Air
(Subject to audit)
A Message From TEXAS JUVENILE JUSTICE DEPT

All TYC employees must show their state ID's at the rental counter.

Rental Details Rental Checklist

* Familiarize yourself with your Pick-Up

Renter and Return location(s).

+ Bring a valid driving license for each

Ariiar

Driver Name: |0y COWARD
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Receipts

» Confirmations
o Airline
* Baggage
* Hotel

« Rental car
» (Gas receipts
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Receipts

Trip Details
@2

« Confirmations
+ Airline
i Baggage o Washkinnqton_

e H Ot@' UberXL ride
with Frederic

i Rental Car Jun 29 7:54PM
. $15.84 - A379935
* (as receipts

 Public transportation
 Uber, taxi, etc.

B Receipt

10 1st St SE, Washington, DC
20003, us

1401 Okie St NE, Washington, DC
20002, Us

$3.00 tip added

Rated 5 W

View what your driver sees
After your trip, d
pickup or dropo

Help
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Additional Documents

o G SA Rate U.S. General Services Administration

* Daily Lodging Rates
 Meals & Incidentals

FY 2025 Per Diem Rates for Texas

Daily lodging rates (excluding taxes) | October 2024 - September 2025

Primary Destination County 2024 Oct Nov Dec 2025 Jan Feb Mar Apr May Jun Jul Aug Sep
Applies for
all locations
Standard Rate without 5110 5110 5110 5110 5110 5110 5110 5110 5110 5110 5110 5110
specified
. rates
. Tarrant/
A ’ - . Arlingt Fort Worth .
U.S. General Services Administration G:;;Ev?:; ort Worth / City of $181 $181 | 5181 | $181 §181 | $181 | $181 | $181 | 181 | s181 | $181 | $181
Grapevine

- -Travis §173 §173 §173 §187 5187 S187 5173 §173 5173 §173 §173 §173
FY 2025 Per Diem Rates for Texas

Meals & Incidental Expenses (M&IE) rates and breakdown

M&IE Incidental First &
Primary Destination County Breakfast Lunch Dinner LastDay of
Total Expenses
Travel
Applies for all
Standard Rate locations without 568 516 519 528 $5 $51.00
specified rates
Arlington / Fort Worth / Tarrant / City of
Grapevine Grapevine 280 320 522 233 35 560.00

5/13/2025
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Additional Documents

* GSA Rate
GOOQ'G Mﬁpﬁ 245 Trellis Blvd, Leander, TX 78641 to McLennan Drive 104 miles, 1 hr 40 min
County State Juvenile Correctional Facility, 116 W Burleson Ave, Mart, TX

» Daily Lodging Rates e
* Meals & Incidentals o
* Maps

Google Maps MecLennan County State Juvenile Correctional Drive 105 miles, 1 hr 43 min
Facility, 116 W Burleson Ave, Mart, TX 76664 to 245 Trellis Blvd, Leander, TX
78641

£ vial-38N Thr 40 min
Fastest route now due to traffic 104 miles

conditions

B viaTX-29EandI-35N 1hr 42 min
104 miles total round trip mileage: 209

B vial-35S 1hr 43 min
Fastest route now due to traffic 105 miles

conditions

& viaTX-3208 2 hr 10 min
114 miles

5/13/2025 | Texas Juvenile Justice Department Presentation 10
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Putting it all together at a Facility

TMA\'AI AAI\'AIAAA-

5 business days prior to travel

ACC-350

Hotel confirmation

Flight confirmation (if applicable)

State vehicle reservation

5/13/2025 | Texas Juvenile Justice Department Presentation 12



Putting it all together at a Facility

 ACC-350
« Hotel confirmation

* Flight confirmation (if applicable)

» State vehicle reservation
 ACC-323

» Hotel receipt

» Gas receipts (if applicable)

* Maps of where you traveled (if
applicable)

5/13/2025 | Texas Juvenile Justice Department Presentation 13



Putting it all together at Central Support

STATE OF TEXAS IN-STATE ACTUAL EXFENSE
TRAVEL VOUCHER PAGE of . Leave b. Artive o Dayiip |4 Meals |= Lodgrgfn TOTAL |[g h L
AT TR e A — fdd ;EWTLI".\I'ENILE JUSTICE DED, WENT ;:-u:wm I Headquarters Headguarters Meals-NTE| NTE NTE NTE meals Loogng TOTAL
= Ciecivs Cuin 8 Documas Dws T Doc Agency |2 Docurmarnt Aot ! Date |Hour(Min.| m. | Date | Hour| Min. m. Rate Rate Rate Rate
1112712024 544 STIT.ES 1 10730 o0 0.00 0.00 0.00
T = S
Br. Dir. of Int fed Tregtment & Inferuantian Cmn i o 00 000
pr- b of Integra 17 80.00 80.00 0.00
Evan Norton L] 118 30.08 30.08 0.00
LT LR 110 80.00 80.00 0.0g
(5 70051327115 - ” Austin, TX L oo
! Sl 0.00 0.00
foww | w0 | mwowwt | accont | rumn oerT oa ar Loc Pro.ECT o o
D01 | 225 | 67.38 | 710201 | ODO1 BADED e 30000 | 2025 AUS '_:ﬂ n.uu
ooz | 225 | 1oee | Tioem | ooon BADED 253 30000 | 2085 AUS o o0
EHESEEDEED BADED 253 30000 | 2025 AUS .00 .00
Do | 225 | si40 | 711101 | oood EADED 253 30000 | 2005 AUS B N
oos | 225 | azz00 | 7oiem | ooon BADED 253 30000 | 2085 AUS Total Per Diem noo Tow 170.86 Total .00
D06 | 225 | 700D | Tii504 | o004 BADED 253 30000 | 2025 AUS
N ES OUT-OF-STATE ACTUAL EXPENSE
mos 295 m. Leave n. Arive 0. Dayip (0. Meals |q. Lodgng|r. TOTAL 5. t w
oo | == Headquarters Headguarters Meals-NTE| NWTE NTE NTE Meals | Lodgng TOTAL
010 225 Datz |Hour[Min.| m. Date | Hour | Min. m. Rate Rate Rate Rata
EEEE 0
= a 60.00 0.00 .00
11714 82.00 92.00 .00
% Sarvice Dwes 18 Ceacripton
From 107302024 1o 11182024 |Travel to Giddings, Gainesville, Fort Worth & San Francisco, CA 11 = 200 0.0
T ERFORT 1116] 11 [se | o 60.00 80.00 0.00
Expanss 1 for In-State Travel 0.00 .00
|Faree, PO Trars (s e Alfare_| | Ren@Car | ceT | ‘Omer [choose ane) | 5 - 0.00 .00
[Farsonal Car Mieage | I | Miles {3 $0.55 3 &35 o 000
[Weais andior Lodging (Do s incls xgig s on this ow) =0 $170.96 | = H S
Loaging Tanss: State: CBT. CET - = -
Looging Tasse: city =T TET Tatal Per Diem 0.0 Tota 322.00) Total .00
Fariing 3 -
[Oher Travel Expenses $36.14 | Memize: Tl o renial H 3614 MILEAGE
DATE ¥. RECORD OF TRANSPORTATION AND DUTIES PERFORMED POINT TQ POINT
10/30/2024 |Depart home in persenal car. Drive to Giddings facility. Work 7.1
for the day. Return home in personal car 571
Expsnas for Out-of-Stats Trawsl 3 _
F%mcme woest A | omr | remca | ] TaE S B a0 11/6/2024 |Depart home in rental car. Drive to Gainesville, TX. Work for
[Fersona Car Misage | | Mies @ $0.58 ] 5 the day. Check into hotel. Stay overnight.
[Meals andior Lodging (D s e | T =3 | S32200 ] toogng [ cov 5 32200 11/712024 |Check out of hotel. Drive to Fort Worth, TX in rental car for
L0dging Taxss: State: L] - Texas Psychological Association annual conference. Check
p"" am"g:: e ity : into hotel. Stay overnight.
(Ofer Travel Expanses S0 | femiz= beggaE e 5 7000 11/8/2024 |Attend conference. Stay overnight.
11/9/2024 |Check out of hotel. Attend conference. Drive home in rental
car.
T 3 T *Show point-to-point breakdown, including intra-city mileage claims.

Use an additional form or a "CONTINUATION SHEET" if additional space needed.

5/13/2025

CONTINUATION SHEET

DATE

Y. RECORD OF TRANSFPORTATION AND DUTIES PERFORMED

MILEAGE
POINT TO POINT

11/113/2024

11114/2024
11/15/2024
11/16/2024

Drive to Austin airport. Fly to San Francisco, California.
Take taxi to hotel and check in. Attend conference. Stay
ovemight.

Afttend conference. Stay overnight.

Attend conference. Stay overnight.

Attend conference. Check out of hotel. Take Uber to airport.
Fly from California to Austin, Texas.

“Show point-to-point breakdown, including intra-city mileage claims.

| Texas Juvenile Justice Department Presentation
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Putting it all together at Central Support

TExAS

: JUVENILE
Travel Services Request TusTICE

DEPARTMENT

Instructions: = I you are requesting a travel agvance, you mist submit Tis completed form o e business office at least © work oays before the first day of tawal,
= Except when trave i required for an emergency response, you wil not be eligibie for a travel advance I you fall bo meet the S-work-day requirsment.

SECTION 1: Traveler Information

Type of Travel: [] In-State Travel Payment Method: [] Travel Advance (field staff only) [<] Personal Credit Card
[ Out-of-State Travel [ Central-Billed Travel Account [ Individual-Billed State Credit Card
O Maoving Expenses
Diate Name Fayee Number Position/Title
S30i24 o g
Fund | Depd Frogram (PCA  |AY  [Locafion | Project Fiace of Employment | Designated HG (Gily) | Daies of Travel
0001 | BADGD |253 30000 (2025 |AUS Central Office Austin, TX 1113724 — 111624
Drestinafion Justification for Travel (Afach addiional pages as needed)
S5an Francisco, Califomnia ASC Annual Conference

SECTION 2: Complete this section to receive a travel advance or travel approwval:

Meals (first & last days): #days 2 @ 5 §2.00 =3 138.00
Meals [other days): #days 1 @ 3 B2.00 =3 52.00
Mileage: & miles @ 5 0.58 = 0.00
Lodging: £ nights 3 @ $ 27200 = 81&6.00
Lodging Taxes: # nights 3 @ $ 4080 <—13%oflodging raie = 122 .40
Registration {only if paid with personal funds): ¥ 5 0.00
Orther (e.g., fuel for rental, parking, shutleltaxi, moving expenses) 200.00 for iranspordationiparking 5 200,00
Total Estimated Expense: % 1368.40
Advances are authorized for field staff only and (Press Tab key ko calculate) x 80%
only for travel that requires ovemight stay outside — g Authorized Travel Advance Amount: $ 105472

the employee’s designated headguarters. MU e 3t 1222 550 10 qualty

Traved advance not authonzed IT using personal or siate credt cand

My request, receipt, and endorsement of a travel advance check in the amount indicated abowve provides my certification that |
will complete a State of Texas Travel Voucher upon completion of my travel. | understand that:

= [fthe amount of the warrant is less than the amount of the travel advance, | must reimburse the travel advance fund.

= [f the wamant is greater than the advance, | will receive reimbursement from the trawvel fund.

= | am generally not eligible to receive additional travel adwances until | have submitted travel wouchers for all previcus frips involving a travel advance.

SECTION 3: Complete this section for airline travel or car rental to be charged directly to a TJJD centrally billed account

Airdine: Alaska Air Amount: 3 30620
Car Rental Vendor: Amount: 3§

: T N
AmericanAirlines ‘¢

Your trip is booked

W'l email your confirmation sharth. Thanks for chooding American Airlines.

'526.40

Your trip to Washington, DC

Your trip to Washington, DC

Record Locator: FGUYI

T name: AUSSDCA

DEPART R
- DCAto AUS
AUS to DCA o
Sun, Jan.2024
Thes, lan 4, 2024

3:03 PM — 9:05 PM
G071 AM — 12:00 PM

Passengers

Ewan Martor
Ticket nurmber: 001249914971

Status: Ticketed

Log in

"526.40

Wiew trip details, requedt upgrades, change
seats and mone.

Manage your trip

5/13/2025 | Texas Juvenile Justice Department Presentation 15



Putting it all toget

@

Hi]ton TELEPHONE B17-670-2100 - FAX 817-882-1300

HOTELS & RESORTS

HILTON FORT WORTH
815 MAIN STREET

FORTWORTH, TX 78102

United States of America

Resenvations

ner at Central Support

'wwaw_ hilton com or 1 800 HILTONS
Room No: BIBHIC
Ariival Date: 117712024 5:00:00 PM
1801 N CONGRESS AVE Deparure Date: 11/3/2024 10:24-00 AM
SUITE 13.1400 AdubiChild: 10
AUSTINTX 78701 Cashier D AALVARADO30
UNITED STATES OF AMERICA Room Rate 135.00
AL
HH# 1689946836 BLUE
VAT #
Folio No/Che. 1034703 A
Confrmation Number 3132177167
HILTON FORT WORTH 11/8/2024 10:24:00 AM
DATE DESCRIFTION D REF NO CHARGES | CREDIT BALANCE
1712024 VALET PARKING= OVERNIGHT HEN st 4800
1172024 SALES AND USE HHERNAN 4916204 236 Room Mo- 238KIT
DEZ44 .
11712024 GUESTROOM HHERNAN 4916205 $123.00 Aaiva] Date: 11712024 5:00:00 PM
DEZ34 Dreparture Date: 117972024 10:24:00 AM
1172024 FORT WORTH TRID FEE BHEEEEINM 4316205 fa7e AdulChild: 190
11712024 RM-STATETAX HHERNAN 4916205 1188 Cashier ID: AALVARADOSD
DEZ4 Fioom Rats: 189.00
1172024 RM - CITY TAX HHERNAN 4316205 §2137 -
DEZ#4 AL:
1172024 STATE COST=RECOVERY FEE HHERNAN 4916205 142 HH# 1685346835 BLUE
1182024 VALET PARKING= OVERNIGHT EHQE::N#.N 4317485 £48.00 VAT#
s Folio No/Che: 1034703 A&
1UBI2024  SALES AND USE HHERNAN 4917465 =t
DEZ44
11/8/2024 GUEST ROOM HHERNAN 4317466 $183.00
DEz# DAM
11812024  FORT WORTH TPID FEE HHERNAN 4917468 =51
DEZ44
1182024 RM-STATETAX HHERNAN 4917468 51188 o REF NO CHARGES creDT__[ Baiance |
DEZ34 AALVARA 4917719 ($358.38)
1182024 RM-CITY TAX HHERNAN 4917468 §2137 D030
bems “BALANCE™ $0.00
1182024 STATE COST=RECOVERY FEE HHERNAN 4917468 §142
DEZ44
[
117004 1 STAY TOTAL
ROOM AND TAX $227.23 $227.23 45445
MISCELLANEOUS  $48.00 $4B.00 $96.00
OTHER 1398 $3.95 §7.92
DAILY TOTAL $279.19 £273.13 £558 33

Hilton Honors(R) stays are posted within 72 hours of checkout. To check your eamings or book your next stay at more than 8.500= hotels and

resorts in 113 countries, please visit Honors.com

Thank you for choosing Hiltan. You'll g2t more when you boak directhy with us - more destinations, more points, and maore value. Book your nest

stay at hilon.com.

CREDIT CARD DETAIL

APPR CODE 063654 MERCHAMNT ID
CARD NUMBER MC “BEZ2 EXP DATE
TRANSACTION ID 4917719 TRANS TYPE

ET045£10011

Itinerary details
Hotel Confimation #: 53444541

Hotel information

Harmgton Inn & Suites Gainesvile

4325 Horth Interstate 35, Gaineswille, TX, TE240
Sub(-612-4300

Trip detalls

Check-in Checkout
Wadnesday, 06 Now, 2024 € 1 Night Thursday, 07 Nov, 2024
300 PM CST 11:00 AN CET
Rooms 1

Guasts 1

Booked by Joy Coward

Booked an O Paw, 2024

Room 1

Primary guast Exan Marton

Phane (264 3A5-4540

Ermail Exan. Martonijjd.tescas gow

Room type Saandard 1 King Bed

Confirmatian Eda44041

Company detalls

Department Traatment

Tax Exeenpt Mo

Summary of charges

Billirg name Joy Coward

Payment methed Cradit Card

Paid on O Maw, 3024

1182024 310900 [GSA rate: $110)
1 Apam, 1 Kight 108000
Taxes and foes® f1g42
Proparty charge™ S04
Total charges 13806

5/13/2025 |
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Putting it all together at Central Support

TExAS
Certification Form: JUVENILE
Contract Travel Services Exceptions TUSTICE
DEPARTMENT

Traveler Name:

Evan Morton Dates of Travel: 1/4 - 1/7/24

Vendor Name(s)*: Gaylord Nation Resori & Convention Center

i the same exception applies to more than one vender, enter each vendor's name above.

The traveler must attach this form to the travel voucher when:

a non-contract travel service or vendor is used (2.g.. hotel is booked directly with the hotel instead of through Hotel
Engine; hotel is booked through travel agency as part of a bundle; non-contract car rental or airfare is purchased); or

rental car expense or airfare with a confracted vendor exceeds the contract rate.

When exception (1) or (2) below is selected, the traveler must attach additional documentation to verify the reason for the
exception.

For lodging, the additional documentation must include one or more screen clippings or photographs of the Hotel
Engine site showing the higher lodging rate or the unavailakility of a hotel in the area.

For car rentals or airfare, the additional documentation must include one or more screen clippings or photographs or
other documentation (e.g., email from travel agency) showing the cost comparison or the unavailability of contract
travel services for the trip.

O«

O @

O3

O @

O s

& ®)

Lower Overall Cost of Travel. Prices lower than the contracted travel services prices may be available
through the use of fourteen-day or other advanced reservafions programs, promotional price reductions,
booking directly with the wendor, or cther methods that provide a lower overall cost of ravel.

Unavailability of Contract Travel Services. The contracted travel services are not available during the
time or at the location necessary for the business purpose; or the contracted vendor does not provide for
the service required; or the contracted vendor is unable to provide the confracted travel services due to a
force majeure event.

Special Needs. The traveler's health, safety, physical condition, or disability requires accommodations,
including medical emergency or other necessary services, not available from a contracted travel services
vendor.

Custodians of Persons. The fraveler has custody of a person pursuant to statute or court order and the
traveler is required to provide a degree of security and safety that is not available from contract travel
senice vendors.

In Travel Status. The traveler is in the course of tfravel and changes in scheduling render the uge of
confract travel services impractical or the appropriate fravel services are not available. The traveler shall
make reasonable efforts to secure rates equal to or lower than the contracted travel service rates.

Group Program. The traveler is using a group program wherein reservations are made through a
required source to obtain a particular rate or service.

Request to Increase Maximum Lodging Rate

TEXAS
JUVENILE
JUSTICE
DEPARTMENT

Must be submitted to the executive director or designee for approval prior to travel
except in cases of emergency travel (less than 24 hours” notice) or for personal safety concerns.

Evan Horton

Mame(s) of Traveler(s)

Designated Headquarters of Traveler(s) Check-In Diate Check-Out Date
Central Office 1742024 1772024
Mame of Lodging Establishment Rate Requested AgencyFederal Max.
Gaylord Mational Resort & Convention Center §224.00 $193.00

City {Duty Point) County State

Fort Washington MD

Reason for Request

|

[1

[ 1

[X]

Emergency Travel

Check this box if you are notified of the requirement to travel less than 24 hours in advance. Please provide

an explanation in the box below.

No Safe Lodging Available

Check this box if it is determined that no safe lodging is available for less than, or equal to, the maximum
lodging reimbursement rate for the duty point. Please provide an explanation in the box below.

Decreased Total Cost

Check this box if it is determined that approval of the reguest would result in a decreased total cost of travel.
Diocument cost savings to the state by completing calculation table and providing explanation on second page.

Other

Far any other business reason(s), document all relevant circumstances below.

.Auending CJJA meeting. Hotel booked by CJJA directhy.

5/13/2025
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Putting it all together at Central Support

From:

To: Evan Morton

Subject: ENTERPRISE REMNTAL AGREEMENT 68PRZ9
Diate: Monday, November 11, 2024 £:04:55 PM

Caution: This email was received from an EXTERNAL source, use caution when dicking links or opening
attachments. If you believe this to be a malidous and/or phishing email, please contact IT Security.

EAM HOLDINGS, LLC, 10010 MANCHACA RD, AUSTIN, TX 787481364 (512) 292-1118

RENTAL AGREEMENT REF#

109550 G8PRZS
RENTER
NORTOM, EVAN
SUMMARY OF CHARGES
DATE & TIME OUT
11/06/2024 05:21 AM Charge Description Date  Quantity Per Rate Total
DATE & TIME IN 170~
T1/11/2024 07:09 AM TIME & DISTANCE 1011 5 DAY~ §38.87 $134.35
1106 -
BILLING CYCLE REFUELING CHARGE 1111 9 GALLON $4.19 $37.71

enterprise

Reservation Modified

Confirmation Number: 1992570046

Pick-up
Now &, 2024
800 AM

Austin Manchaca & Slaughter
10010 Manchaca Rd

Austin, TX 78748

2122921118

A Message From TEXAS JUVENILE JUSTICE DEPT

Return

Mow 11, 2024

10:00 AM

Austin Manchaca & Slaughter
100710 Manchaca Rd
Austin, TX 78748

S1EAINE

AlL TYC employeas must show their state [D's at the rental counter,

24-HOUR Subtotal: £232.06
Total Charges: $232.06

VEHA - -
#1 2023 DODG CHAR SXT Bill To / Deposits

TEXAS JUVENILE JUSTICE DEPT .
VIN= 2C3CDXBGAPH571750 11/06 - Rental Details
LIC= 513238 TIME & DISTANCE 1111 DAy
MILES DRIVENITI 11/06 -

REFUELING CHARGE i 3 GALLON R
RATE SOURCE ACCOUNT Subtotal: {$232.06) enter
TEXAS JUVENILE JUSTICE DEFT

Total Amount Due §0.00  Driver Mame: AN NORTON
BILL TO ACCOUNT Ermall Address: oo
TEXAS JUVENILE JUSTICE DEPT  PAYMENT INFORMATION et fddress: g n@tjdexes.gov
ETTH: UNKNOWN AMOUNT PAID TYPE CREDIT CARD NUMBER Phone Number: ....5/8

4210 5 CONGRESS AVE
AUSTIN, TX 78725-1104

CLAIM INF{
Central Office

Age: 75+
Account

Account Number: TEXAS JUVENILE JUSTICE DEPT

Trip Purpose: BUSINESS

Rental Checklist

Familiarize yourself wi
and Return location(s),

Ering a valid driving li
driver.

Provide an acceptable
payment in the renter’
pick-up location's palic

For additional policy or
information, please ref
Policies section below,
email confirmation.

5/13/2025

Vehicle

Vehicle Class: Standard

Yolkswagen Jetta or similar

Automatic
Time & Distance 1 Week(s) @$ 213.78 / week % 713.78*
Viehicle Mileage: Unlimited Mileage Included
Extras
9 Additional Drivers: Included
Damage Waiver: Ircluded
Taxes & Fees
CITY OF AUSTIN TAX (5.0%) $ 10.69*
T MR TAX [10.0%) %2138
VLF REC Included
Estimated Total
Billing Number $ 245.85"
[....1,{'51] Custom Rate

| Texas Juvenile Justice Department Presentation 18



Putting it all together at Central Support

10:09 awl T E

4 Transaction Details

Alaska Airlines

$35.00

52.50 total rewards points earned

Transaction Details

Type Sale
Transaction date Nov 13, 2024
Posted date MNov 15, 2024
19300 International Blvd,

Seatac, Wa 98188

% (206) 423-3200

Description ALASKA AIR
Merchant type ALASKA AIRLINES
Method Online, mail or phaone
Category

Travel v
SETER 24431064319092901769115
number

X

Receipt

Receipt including tip

Trip fare $28.88
Subtotal $28.88
Booking Fee @ $11.67
Uber Airport Surcharge $5.50
CA Driver Benefits @ $0.32
Access for All Fee @ $0.10
Tip $754
Promotion -$9.29
San Francisco City Tax @ $054
Payments

Credlt ----8694 $45.26

47:49 PM
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Putting it all together at Central Support

Giddings State School, 2261 James Turman Rd, Drive 57.7 miles, 1 hr 19 min
GO QJE MEPS Giddings, TX 78942 to 1801 M Congress Ave, Austin, TX 78701

2\ Go gl.é

Map data 2024 Google 2 M L——]

5 viaUsS-290W 1hr 14 min
Fastest route now, avoids slowdown 58.4 miles
on US-290 W

= via US-290Wand 290 Toll

Some trafflic, as usual
As This route has tolls.

1 hr 19 min
57.1 miles

B viaUS-290Wand State Hwy  1hr 21 min
7w 60.5 miles

5/13/2025
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Putting it all together at Central Support

A
U.S. General Services Administration

FY 2025 Per Diem Rates for Texas

Daily lodging rates (excluding taxes) | October 2024 - September 2025

Primary Destination County 2024 Oct Nov Dec 2025 Jan Feb Mar Apr May Jun Jul Aug Sep

Applies for
all locations

without
specified
rates

Standard Rate

Tarrant/
City of
Grapevine

Arlington / Fort Worth /
Grapevine

5181 5181 5181 5181 5181 5181 5181 5181 $181 5181 | 5181 5181

FY 2025 Per Diem Rates for Texas

Meals & Incidental Expenses (M&IE) rates and breakdown

M&IE Incidental First &
Primary Destination County Total Breakfast Lunch Dinner Expenses LastDay of
Travel

Applies for all
locations without
specified rates

Standard Rate

Arlington / Fort Worth /
Grapevine

Tarrant / City of

Grapevine 360.00

$80 $20 522 $33 $5
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Reminder

This is not a replacement for the travel policy.

All travelers are expected to review policy and understand it.
This is simply an aid to process the forms.
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For questions:

» Regarding the training video, contact
John Kinsey

« Regarding the Travel Policy, contact Christi
Goods or Sylvia Perez

Thank you for
watching!
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