Agency Lodging Card Instructions
1. Individuals who may use the agency lodging card include:
a. Nonemployees
b. Employees who travel less than 4 times per rolling year
c. Employees who have applied for their corporate card that has not arrived yet (one time exception)
d. Groups (see group lodging card instructions)
2. Reservations must be made at least 3 business days prior to travel. Reservations for 24 hours or less cannot be made without prior approval from travel operations.
3. Traveler or arranger must make the lodging reservation through our travel agent, Adtrav at 1.866.530.8899, option 1.  Confirm preferred hotels whenever available.  Where there is no preferred hotel, the rate must be within the maximum allowable.  This does not include conference blocked rooms.  See number 17.
4. Advise the agent the traveler is using the agency lodging card for their agency.  Provide Adtrav agent with reason for use and cost center fund code information.
5. The agency lodging card will be used to guarantee and hold the reservation.
6. The itinerary will be automatically emailed to the agency lodging card coordinator with the account fund code information provided on the itinerary.
7. The reservation will be sent to the Adtrav agent in charge of requests electronically for processing.
8. Any reservation that is in question or has an issue will be sent to COTO for review and approval or denial.
9. Approvals will occur approximately two weeks prior to arrival or within two business days from receipt. The business day ends at 3 p.m. Eastern time.
10. An email approval notice will be sent to the traveler or arranger and to the card coordinator from Adtrav.
11. Adtrav relays payment information for hotel rate and tax only to the hotel.
12. Traveler pays for any incidental costs incurred at the hotel. Upon checkout the hotel will charge the agency lodging card provided to them for the hotel nightly rate and applicable tax.  Traveler must provide the hotel with the tax exempt form REV1220.
13. Traveler must obtain a receipt upon checkout—even if the receipt shows no charges—to submit with the travel expense report.  The traveler should verify that their personal card was not charged at the time of checkout.  It is not recommended that the traveler leave the hotel without checking out at the desk.
14. Traveler or arranger must choose the expense type, “hotel, agency card” when submitting the travel expense report.
15. The agency’s lodging card coordinator reconciles the account and, if necessary, disputes charges with the hotel.  Any expenses in excess of hotel rate and tax must be disputed; the traveler is required to pay such expenses and the hotel is authorized to only charge room and tax to the lodging card.
16. Travelers are responsible for canceling reservations within the hotel’s cancellation policy. No show fees are not reimbursable.  The traveler is responsible for any fees when they do not cancel the hotel in the correct time limitation.
17. Travelers who are reserving a hotel directly (for conference blocks) must submit the individual agency lodging request form to Adtrav at copahotels@adtrav.com and their agency card coordinator, along with a copy of the confirmation from the hotel. The subject line of the email must include “booked direct.”
18. Questions regarding agency lodging card requests, approval emails, reversing charges, or authorization faxes must be directed to Adtrav at copahotels@adtrav.com.  Refer any hotel that is contacting the agency in regards to payment to this email address as well.
