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New Smartsheet Form 
 There is a new form to request prior approval for 

special travel and attendance at non-Judicial Branch 
sponsored trainings and events. 

 Judicial Branch employees can use this form to 
request a Travel Advance

 Consult the Judicial Branch Travel Policy for specific 
information on allowable expenses and the approval 
process

 Bookmark these link for easy access! 

Form: 
https://www.nccourts.gov/documents/forms/request-for-
special-travel-and-training

Policy: https://juno.nccourts.org/policies/judicial-
branch/judicial-branch-travel-policy

Replacing the AOC-A-182 and AOC-A-212 forms
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Available on mobile…

New Smartsheet Form 

… or desktop browsers
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Note: If you select “grant funded” 
you’ll be prompted to provide 
the email address of your grant approver
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Additional tips:

 If you choose “in-state” or “out-of-state” you’ll 
be prompted to select the number of days the 
in-person travel will occur. This will be used to 
calculate meals/subsistence later in the form. 

 If the per night hotel rate fluctuates over a 
multi-night trip, please provide the average 
nightly rate.
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Additional tips:

 Complete as many “days” as you need for your 
trip, up to ten (10) days on a single form. 

 Select the correct subsistence amount for each 
day 
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Additional tips:

 If you are a Judicial Branch employee and need 
to receive a Travel Advance you can select that 
option at the bottom of the form. There is no 
longer a requirement to complete a separate 
form for this option. 

 Review the full Travel Advance policy details in 
the Judicial Branch Travel Policy on Juno: 
https://juno.nccourts.org/policies/judicial-
branch/judicial-branch-travel-policy

 Travel Advances are available for permanent 
and time-limited employees, in either full or 
part-time positions. 

 Contractors, interns, and temporary employees 
are not eligible for travel advances. 
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Per Diem Rates 

 The per diem rates are set by the Office of State Budget and Management and are 
applicable statewide (they do not vary by county/location)

 An itemized receipt showing the expense was paid is always required to be 
reimbursed for lodging, airfare, ground transportation (including Uber/taxi, rental cars and 
gasoline), and eligible miscellaneous expenses. 

 Consult the Judicial Branch Travel Policy for specific information on allowable 
expenses and the approval process
https://juno.nccourts.org/policies/judicial-branch/judicial-branch-travel-policy
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Lodging Rates 

 Overnight lodging is allowed up to 
the Federal GSA rate without prior 
approval. 

 The chart shows the maximum 
nightly room rate before taxes and fees. 

 Consult the Judicial Branch Travel 
Policy for specific information on 
allowable expenses and the approval 
process
https://juno.nccourts.org/policies/judici
al-branch/judicial-branch-travel-policy
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1) Confirmation of Submission 
 After submitting the Smartsheet form, 
the requestor will receive a confirmation 
email with a summary of the request and 
further instructions 

 If an adjustment or correction is 
required, the request should be forwarded 
to  AccountsPayable@nccourts.org 

 The supervisor will be asked to approve 
or deny the request. If approved, the 
request will then be reviewed by the 
Expense Approver (Fiscal Services)

 The requestor will receive a final email 
notification once the request is approved or 
denied by the Expense Approver

mailto:AccountsPayable@nccourts.org
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2) Supervisor Email **Requires Action**
 The supervisor will receive an email 
with instructions to review the details and 
take action (to approve or deny the request)

 Once the supervisor clicks the “Open 
request” button the full request will appear 
in a new webpage 



12

2) Supervisor Email, cont. 
 The supervisor can scroll the webpage 
to view the full details, including accessing 
any attachments that were included in the 
submission

 At the bottom of the page are buttons 
to approve or deny the request

 If approved by the supervisor, the 
request will then route to the Judicial 
Branch’s Expense Approver (Fiscal Services) 
for final review

 If the trip is “grant funded” the Grant 
Approver will review and approve or deny 
the request after the supervisor approval. 
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3) If denied by Supervisor 
 If the supervisor denies the request, the 
requestor will receive an email letting them 
know of the decision

 The requestor should contact the 
supervisor directly for more information, if 
needed, instead of Accounts Payable/ Fiscal 
Services
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4) If Grant Funded
 If the trip is “grant funded” (selected 
from the Travel Special Funding Source 
question on the form) the Grant Approver 
will review and approve or deny the request 
after the supervisor approval. 

 Once approved by the Grant Approver, 
it will route to the Judicial Branch’s Expense 
Approver (Fiscal Services) for final review
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5) If Fully Approved 
 If approved by the supervisor and the 
Expense Approver, the requestor will receive 
this final email notification. 

 This is the “green light” to move 
forward with securing travel arrangements, 
paying registration fees, etc. 

 If you requested a Travel Advance that 
will be paid to you in accordance with the 
Judicial Branch Travel Policy
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Travel Reimbursement Process
 After the travel is completed, submit a request 
for reimbursement (this process has not changed) 

 Bookmark this link for easy access: 
https://www.nccourts.gov/travel-reimbursement

https://www.nccourts.gov/travel-reimbursement
https://www.nccourts.gov/travel-reimbursement
https://www.nccourts.gov/travel-reimbursement
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Additional Questions? 
Contact us if you have additional 
questions or need assistance
AccountsPayable@nccourts.org 

Visit the Travel and Reimbursement Information 
page on Juno (via the Resources and Training tab) 
for links to policies and forms

mailto:AccountsPayable@nccourts.org
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Resources on Juno

Visit this page on 
Juno for links to 
relevant policies… 
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Resources on Juno

… as well as 
forms and 
additional 
resources.



Thank You
Fiscal Services Division 
Accounts Payable Team 

AccountsPayable@nccourts.org
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