Instructions for Lodging Arrangements Outside of Spokane, WA
1.  Complete the Employee/Student Advance Request form at least one month before your departure date and submit this form to Linda Sue McClure in Accounts Payable.  Please mail forms to AD 81, fax to x6800 or hand deliver to Accounts Payable in the Plant Services Building.
2.  A check will be cut 2 weeks prior to the individual’s departure date.  Depending on the method of delivery chosen, the check may be mailed directly to the individual’s home, GU/MSC box or picked up at the Cashier’s window in College Hall

A.  This check will be made out to the individual staying at the hotel.  It will NOT be made out to the hotel itself.  It is the individual’s responsibility to deposit the check into their personal checking, saving or credit card account so that they can pay the hotel for their stay.

3. If the individual chooses the ACH Direct Deposit option, they must make sure they have filed an Accounts Payable Direct Deposit – Gonzaga Community form at least one month prior to his or her departure date.  
A. Once the bank has confirmed/approved the direct deposit accounting, deposits can be made to the account on file.  Pending bank approval, the individual will receive their lodging deposit two weeks prior to his or her departure date.

4. An expense report form must be filed within 15 days of the employee’s return date and sent to Justin Padden in the Controller’s Office.  Original receipts /confirmations from the hotel should be included in the expense report.

5. Often, when you make reservations, hotels will require a credit card number to hold the room or pay a deposit.  If you would like the room held on a university credit card or if your stay requires a deposit, please contact Lindsey Ross in Purchasing rossl@plant.gonzaga.edu or x5649.  She can help you with this process.

6. PLEASE REMEMBER TO INCLUDE TAX in your total request amount.  Hotel tax rates vary all over the US and the world.  Some hotels also have special fees you must pay.  Always ask the hotel if tax and miscellaneous fees are included in the total they give you.   If the total you are provided with is a perfectly rounded number, this is a good indication that these charges have not been included. 
