Purchasing is currently working on a new contract.  Prices are subject to change!
Purchasing issued a Request for Proposal to local hotels for guaranteed room rates for university business. 
The rates quoted for the university for 2007 are as follows:

  Best Western Airport Plaza Hotel 



    Theresa Myles, Director of Sales  775-348-6370

     www.bestwestern.com/airportplazahotel


     $61.00 per room, per night (with some exceptions in June,  August and Sept.)
  Flat room rate for individuals and groups.  Based on single, double,

  triple quad occupancy.    
Will accept purchase orders and direct billing arrangements and credit cards
Circus Circus Hotel Casino 


   Don Goodman, convention sales manager  775 328 9504 

               Main number 1 800 648 5010 or 775 329 0711

   www.circusreno.com 

Rates vary by date ($34.05-101.02) single or double occupancy.  

   Requires credit card to guarantee first night’s stay
Harrah’s Reno Casino/Hotel



Heather Farnam, Director of Sales  775 788 3044
            www.harrahsreno.com      
   
 Rates vary ($49-$129) by date and are based on single or double occupancy.
          
  Requires credit card to guarantee room
Holiday Inn – Downtown



  Jacque Eells,  Director of Sales, 775 954 2521 

  Main number  775 786 5151  

  $59.00 per room per night

  Flat room rate for individuals and groups.  Based on single or double

  occupancy.  

  Will accept direct billing arrangements and credit cards

Peppermill
Rocky Mirmesdagh, Leisure Sales Director 
775 826-2121 or 1 800 282 2444 

rmirmesdagh@peppermillreno.com

Rates vary ($49-$149) by date and are based on single or double occupancy.
        Subject to 12% Washoe County Room tax and per room energy surcharge of $3.36 per room, per night.

First night room deposit or guarantee with credit card required 

Callers are to identify themselves as "UNR" and their corresponding department.

John Ascuaga’s Nugget

Toll Free 1-800-648-1177  Ask for "BUNR" rate

Contact Kate McDonald Brown  775-356-3300 ext 3399

Rates vary ($59-$79) by date and are based on single or double occupancy.
Hotel accepts credit cards, university check or purchase order for first night’s required deposit.

Grand Sierra Resort


For groups of less than ten, call 1-800-648-5080 ask for the "UNR" rate and 

            Reference account C/L #20989.

For groups of ten or more contact Janet McRoberts  775 789-1101


Rates vary ($99-$119) by date and are based on single or double occupancy.
Hotel requires rooms to be guaranteed with credit card, prepayment or a pre-established direct bill account.
Room tax will be added to the above rates and some dates may be blacked out.  
Departments may also use other hotels, if they are able to book rooms at comparable rates.

Procedures for booking and paying for hotel rooms for non-employees:
To make reservations at the hotels listed using the guaranteed rates please call the numbers indicated above and specify that you are from UNR.   
· If you are booking a room for a one time stay where the total cost will be less than $2,000 you should:
· Make the reservation and request the hotel to set up a direct bill arrangement and send the invoice directly to the department.  When the invoice is received the department should complete a Request for Payment form, attach the invoice and submit the documents to Accounts Payable for payment. The Request for Payment should include the purpose of the room reservation (for a job candidate, guest speaker, advisory board member, etc.) and include copies of required documentation (guest speaker/independent contractor form, etc.). or,
· The department chair or program director may request approval from the dean or vice president to modify an individual purchasing card to allow hotel charges.  With the appropriate approval the department/program  may then use the pcard to charge hotel charges for non-employee guests.  The department will be required to indicate on the pcard statement who the charge was for, why the charge was incurred (guest speaker, job candidate, etc) and provide copies of relevant documentation (guest speaker/independent contractor form, etc.).  These “hotel” cards will be established for non-employee use only and it will be considered a pcard violation if the card is used for employee travel.  If such a violation occurs the hotel privileges will be immediately removed from the card.

· If you book multiple room nights throughout the year you may request a blanket purchase order (BPO) if you anticipate that the total estimated costs for the year will exceed $2000.  Purchasing will issue a purchase order to the hotel instructing them to send invoices to the department.  The department will use that purchase order number when booking all reservations.  The department should review and sign off on all invoices related to the BPO and submit the approved invoice, referencing the PO#, to Accounts payable for payment.    The department must indicate on the invoice the purpose of the room and attach copies of required documentation (guest speaker/independent contractor form, etc.) to the invoice.  
