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…

7.7.5 Planning and Processing Central Billing for Consumer Airfare

…

DRS Field Staff

1. completes DARS1762, Central Billing Request for Consumer Airfare, but 

· must not enter the purchase order number at this time, and 

· since airline reservations are ticketless, must use the same name on DARS1762 as the name on the consumer's driver's license or other acceptable form of identification; and 

2. faxes completed DARS1762 to General Accounting—Consumer Services (fax: 512-424-4723) at least 14 days in advance of requested travel or 30 days in advance for travel occurring during holiday periods. 

General Accounting—Consumer Services

3. makes the reservation through the state-contracted travel agency. 

Contracted Travel Agency

4. tickets the reservation at least seven days before departure to allow for review and to ensure that the itinerary is acceptable to the consumer, and 

5. emails the final itinerary, including the actual cost, to General Accounting—Consumer Services. 

General Accounting—Consumer Services

6. emails the final itinerary to DRS field staff who originated the request. 

DRS Field Staff

7. creates a service record and generates a purchase order (refer to 7.7.6 Procedures in the Electronic Case Management System for Consumer Airfare); and 

8. changes the PO, if needed. 

General Accounting—Consumer Services

9. receives a statement from the individual corporate card company; 

10. reviews the purchase order for correctness and notifies DRS field staff of any changes; 

11. asks DRS field staff to authorize payment; 

12. reviews payment for correctness in HHSAS; and 

13. releases payment to the state comptroller. 
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