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How to Complete the ACC-350
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Objectives

• 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

• Type of Travel

• Payment Method

• Name

• Payee Number

• Position/Title

• Fund

• Dept

• Program

• PCA

• Project

• AY

• Location

• Place of Employment

• Designated HQ
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ACC-350 example
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ACC-350 – Using the Form

• Section 1

• Date

• Dates of Travel

• Destination

• Justification for 
Travel
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ACC-350 – Using the Form (cont’d)

• Section 2

• Potential expenses

Per diem rates | GSA

• Meals
• Travel days & rate

• Other day(s) & rate

https://www.gsa.gov/travel/plan-book/per-diem-rates
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ACC-350 – Using the Form (cont’d)

• Section 2

• Mileage

Rental Vehicle vs. Mileage 
Reimbursement Calculator

• Lodging
• Nights & Rate

https://fmx.cpa.texas.gov/fmx/travel/mileage/
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ACC-350 – Using the Form

• Section 3

• Additional expenses

• Section 4

• Approvals 

• Section 5

• Additional approvals
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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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Thank you for 
watching!

• Regarding the training video, contact 
John Kinsey

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

For questions:



Traveling with Joy
How to Complete the ACC-368 & ACC-369
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Objectives

• 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 Travel, 
Reservations

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

mailto:gov@nationaltravelsystems.com
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ACC-368 – How to Use
• Contract Services Exceptions

• Fill in the top section 
with the traveler ’s 
name, travel dates, 
and vendor name(s)

• Select a reason for 
exception
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ACC-368 – How to Use
• Contract Services Exceptions

• Additional support 
documentation 
required for #1 and #2

• No signatures required

Only select 
one reason.
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ACC-369 – When to Use
• Hotel Engine

• Rates are above GSA
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ACC-369 – When to Use
• Hotel Engine

• Rates are above GSA
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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
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ACC-369 – Approvals 
• Signatures

• Traveler(s)

• Supervisor

• Executive Director or Chief Financial Officer
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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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Thank you for 
watching!

• Regarding the training video, contact 
John Kinsey

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

For questions:



Traveling with Joy
How to Make Reservations
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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.
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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.
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Airfare
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Airfare
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Hotel Reservations
• Hotel reservations can be made via 

Hotel Engine.

• Website: Member Sign 
In | Engine

• Anyone can get an account.

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

• If you don’t have an account, you 
can request one.

https://members.engine.com/login
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Hotel Reservations (cont’d)
• Type in the following information:

• City or Facility

• Check-in Date

• Check-out Date

• Number of rooms and 
guests

• Search
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Hotel Reservations (cont’d)
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Hotel Reservations (cont’d)
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Hotel Reservations (cont’d)
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Hotel Reservations (cont’d)
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Hotel Reservations (cont’d)
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Hotel Reservations (cont’d)
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Hotel Reservations (cont’d)
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Rental Car
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Rental Car (cont’d)
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Rental Car (cont’d)
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Rental Car (cont’d)
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Rental Car (cont’d)
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Rental Car (cont’d)
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Rental Car (cont’d)
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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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Thank you for 
watching!

• Regarding the training video, contact 
John Kinsey

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

For questions:



Traveling with Joy
How to Complete the ACC-323
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Objectives

• 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

• Static information
• Pay to (Name)

• Title

• Headquarters

• Payee Number

• Residence City
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ACC-323 (continued)

• Section 1

• Static information (continued)
• Account

• Fund

• Dept

• Program

• PCA

• AY

• Location

• Project

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 

Uber, taxi or rental car)



56/25/2025    I   Texas Juvenile Justice Department Presentation

ACC-332 example
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ACC-323 – Using the form
• Document Date (page 1, box 6)

• Service Dates (page 1, box 15)

• Description (page 1, box 16)

• Distribution (page 1, box 17):

• Expense Itemization for 
In-State Travel

Please note: If you used your CBT card (agency credit card) for any 
expense, you do not enter the amount in that field, only “CBT.”
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ACC-323 (continued)
• Itemized Expenses (page 1, box 17)

• Personal Car Mileage 
(get total from page 2)
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ACC-323 (continued)
• Itemized Expenses (page 1, box 17)

• Personal Car Mileage 
(get total from page 2)

• Meals (get total from 
page 2)
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ACC-323 (continued)
• Itemized Expenses (page 1, box 17)

• Personal Car Mileage 
(get total from page 2)

• Meals (get total from 
page 2)

• Lodging (get total from 
page 2)
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ACC-323 (continued)
• Itemized Expenses (page 1, box 17)

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

• Lodging

• Lodging Taxes

• Parking

• Other
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ACC-323 (continued)
• Itemized Expenses (page 1, box 17)

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

• Lodging

• Lodging Taxes

• Parking

• Other
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ACC-332 example 710201: In-State Mileage
710501: In-State Incidentals (such as fuel for 

rentals, parking, tolls, or baggage)
710601: In-State Meals & Lodging
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ACC-332 – wrapping up
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ACC-332 – Out of State Travel

711201: Out-of-State Mileage
711501: Out-of-State Incidentals (such as fuel for 

rentals, parking, tolls, or baggage)
711601: Out-of-State Meals & Lodging
711101: Out-of-State Public transportation (such as 

Uber, taxi or rental car)
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ACC-323 - Signatures
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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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Thank you for 
watching!

• Regarding the training video, contact 
John Kinsey

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

For questions:



Traveling with Joy
How to Put it All Together (Supporting Documents)
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Objectives

• Supporting Documents

• Reservation 
confirmations & 
receipts

•GSA rates

•Maps

•Meals

• Putting the packet 
together

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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Reservations/Confirmations

• Confirmations

• Airline
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Reservations/Confirmations/Receipts

• Confirmations

• Airline
• Baggage
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Reservations/Confirmations/Receipts

• Confirmations

• Airline
• Baggage

• Hotel
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Reservations/Confirmations/Receipts

• Confirmations

• Airline
• Baggage

• Hotel

• Rental car
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Receipts

• Confirmations

• Airline
• Baggage

• Hotel

• Rental car
• Gas receipts
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Receipts

• Confirmations

• Airline
• Baggage

• Hotel

• Rental car
• Gas receipts

• Public transportation
• Uber, taxi, etc.
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Additional Documents

• GSA Rate

• Daily Lodging Rates

• Meals & Incidentals
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Additional Documents

• GSA Rate

• Daily Lodging Rates

• Meals & Incidentals

• Maps
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Meals
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Putting it all together at a Facility

• ACC-350

• Hotel confirmation

• Flight confirmation (if applicable)

• State vehicle reservation

5 business days prior to travel
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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)
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Putting it all together at Central Support
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Putting it all together at Central Support
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Putting it all together at Central Support
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Putting it all together at Central Support
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Putting it all together at Central Support
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Putting it all together at Central Support
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Putting it all together at Central Support
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Putting it all together at Central Support
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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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Thank you for 
watching!

• Regarding the training video, contact 
John Kinsey

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

For questions:
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