Short’s Travel Management

Contact Information

Toll Free Numbers
877-225-0239

General Email Address
texas@shortstravel.com

Point of Contact: J. Michael Silvey
214-784-9087
msilvey@shortstravel.com

From Monday through Friday 8:30am — 5:00pm CST, the toll free number rings to Short’s
Travel Management. From 5:00pm CST — 8:30am CST, in the case of a travel emergency, the
toll free number will be transferred to Short’s after hour’s service. Please note: there will be an
additional charge of $15 per call.

Short’s Online Service Option

Before booking any reservations, make sure you are aware of your agency’s internal travel
policies, and proper procedures are being followed.

1. Go to www.shortstravel.com/texas

2. Log in with your username and password. If you do not already have a traveler profile
set up, you will need to set up your traveler profile before you can do online booking.

3. Use the “Plan a Trip” box on the top left of the home page or click on “Book a Trip” near
the top of the screen.

4. Complete the screen with the appropriate type of reservation that is needed: air, hotel or
car.

5. Click on “Start Searching” at the bottom of the screen.
6. Follow the prompts on each page.

7. After clicking "Purchase,"” you will be forwarded a confirmation of the receipt of the
reservation and a copy of your travel itinerary to the email address set up in your
traveler profile.

To set up your traveler profile:

1. Go to www.shortstravel.com/texas

2. Click on the link “New User?”

3. Complete the New User form by completing the required fields.
*Note: It is important to input your name as it appears on your government-issued form of
identification (eg. Driver’s License, Passport)
Required fields include:
-Basic Information: First Name, Last Name, Birth Date, Gender, Email Address
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-Login Information: Username, Password, Confirm Password
-State of Texas Information: Click on the drop-down menu for your entity
-Contact Information: Country, Business Phone Number, Home Phone Number

4. Click “Submit” to continue.

Once you are logged in, click on the “My Profile” link near the top of the screen.

6. Click on “My Profile” near the top to add additional preferences to your profile (eg.
Travel Preferences, Frequent Account Numbers, Carbon Copy Emails, Travel
Arrangers)

After completing the information for each screen, click on “save” to save your information.

o

Short’s Full Service Option

1. When you are ready to make reservations for a trip, contact your state agency travel
coordinator and/or review your internal travel policies to ensure that proper procedures
are followed.

2. Call (877) 225-0239. Tell the travel agent which eligible state entity you work for and
provide the three-digit state agency/university code or State of Texas CO-OP member
number.

Alternatively, you may send an email texas@shortstravel.com with the following
information:

-your state entity and three-digit state agency/university code or State of Texas CO-OP
member number;

-your travel dates;

-what you need reservations for (hotel, air and/or rental car);

-your contact information so that the Short’s travel agent can contact you.

3. Be sure to double check the accuracy of all information with the travel agent before you
hang up. Confirm vendor names, dates, times, and rates. Make note of the agent
booking your request.

Travelers not using airline services for a trip may book rental cars and hotels directly
with the appropriate vendor (unless otherwise directed by state agency policy).

When reservations are needed for the same trip for airfare and other travel services
(lodging, rental car), please have the travel agent book all the services at the same
time, so that you will only be charged one full service fee of $14.50 for booking all the
services.

4. As soon as you receive your travel itinerary, check all the information to make sure it is
correct. Check: your name; the flight times, numbers, destinations, and ticket price; the
travel dates; the hotel information; the rental car information; and any confirmation
numbers. (Note: It is the traveler's responsibility to ensure that all information is correct
prior to travel.)
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