UMUC Reservation Steps

1. Fill out the reservation information using the UMUC online reservation system. Please remember to use the University of Maryland new corporate codes.
2. Once you have been emailed the hotel confirmation number, fill out the Smart Center’s Travel Request Form. Remember to give the confirmation number in the message section (step 3) so that the Smart Center can pre-pay the lodging. 
3. The Smart Center will fill out a UMUC credit card authorization form, giving your confirmation number, and send it to the reservations department at the Marriott Inn & Conference Center.

4. Once the Smart Center sends the credit card information to the hotel, we will notify the department contact that payment arrangements were made.

Reminders:

· In order to receive discounted rates, the University of Maryland corporate codes must be used when making the reservations.

· The card used to reserve the room will not be charged unless the traveler does not show up. In that case, a “no-show” charge will be applied. Please remember to cancel the reservation if the room is no longer needed. 

· You have until 5pm on the day of arrival to cancel the reservation without a cancellation fee. If you cancel a room, please notify the Smart Center so we know that we should not be charged.
· The traveler may be asked to provide their personal card for incidental charges, as the Smart Center will only authorize room and tax charges.

If you have any questions, please contact the Smart Center at 301-405-8282.

