,""’..‘

SPECIAL TRAVEL AND TRAINING +

TRAVEL ADVANCE REQUEST

NEW SMARTSHEET FORM USER GUIDE
SEPTEMBER 2026




NEW SMARTSHEET FORM

Replacing the AOC-A-182 and AOC-A-212 forms

STATE OF NORTH CAROLINA
Judicial Branch Of Government
Morth Carolina Administrative Office Of The Courts

REQUEST FOR SPECIAL
TRAVEL AND TRAINING

There is a new form to request prior approval for
special travel and attendance at non-Judicial Branch

This form should used to request approval for in-state ing for eventz NOT sp d by the Judicial Branch, or for any event with

expenses that exceed the state subsistence rates. This form should be used for all our-of-stare and out-of-counry travelirainin

INSTRUCTIONS: 1) Complefe and submit this form af least thiry (30) days prior to the event fo the appropriate approval suthority. Consuit the Judicial
Branch Travel Policy, A,upend'x A, for a J.ls‘ofcurrerr‘ =ppmv=.' au&mnbe@

2) Attzch relevant

2.g.. bro
3) After the fravel, submit 3 wpyo(&‘»sa;plwedibﬂﬂ m\h#ie RMFWWMIFBM M(}C—A -25) to AccountsPayable@necourts.omg.

sponsored trainings and events.

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

Consult the Judicial Branch Travel Policy for specific

[] Supreme Court [ Public Defender's Off
[ Court of Appeals Special Counsel's Off
| Superior Court || Appellate Defender

[ District Court IDS Other
[ Clerk's Office
| District Attomey’s Office -
Regquester Name
Work Address
| Special Training Special Travel In-

information on allowable expenses and the approval

Evnlain how this fravel andior fraining relates o vour o

process

Name of Event |

Bookmark these link for easy access!

Training Tuitien/Event Registration Fee

Transportation Mode:

Form:

Lodging Cost per night §

Hotel Name:

Meal Expenses

Miscellansous Description:

https://www.nccourts.gov/documents/forms/request-for-

Total Estimated Cost

NOTE: Recsipts are required for air and other transpor
is provided at the cument per diem

special-travel-and-training

Famquastar Nams

Supervisor Name

STATE OF NORTH CAROLINA
Judicial Branch Of Government
Horth Carolina Administrative Office Of The Courts
PO Box 2448
Raleigh, NC 27602

EMPLOYEE
TRAVEL ADVANCE REQUEST

[ INSTRUCTIONS I

INSTRUCTIONS TO REQUESTER: This form must be by the and itted at least fo the date the advance
is meeded. Travel advances for accasianal fravel may not be fssued more than 5 days prior fo the date of depariure. The fotal cost of the frip must exceed
5100 to quaiify for an advance. No fravel advances will be issued during the month of June. Submit this completed form with a copy of the *Request For
Special Travel And Training” form [AGC-A-152) fo AccountsPayable@ncoourts. org.

EMPLOYEE INFORMATION |

| Specialty Court, Grant. or AQC DivisionfSection:

[ Special Counsel's Offics Conference/Commission:
Appeliate Defender
IDS Other:

| Supreme Court
[] Court of Appeals
[l superior Court
| District Court
| Clerk's Office
[ District Atiomey's Office

L_| Public Defender's Office

Mame of Judicial Branch-sponsored event, T
applicable:

Reguesier Nams Job Tie County/District

Work Address Emall Address Work Telenhon:

Reason For 1o Deparfure Date Fefum Date

ESTIMATED EXPENSES

Meals

Lodging (see Note)

NOTE: Please refer to the Judicial Branch Travel Policy for details on

Transportation
allowable travel expenses.

Tuition/Registration

Cther Expenses

Total Estimated Expenses

T5%

Total Advance

TEMPORARY ADVANCE: Advances should be deducted from the reimbursement request, which should be submitted within 30 days
after the travel occurs or by June 1. whichever comes first. Any excess advance MUST be retumed with the travel reimbursement
request Future advances may be denied if setfiement is not made within the 30 day period. The amount of advance not settled within the
time specified may be deducted from the employee’s pay in the next payroll cycle.

Policy: https://juno.nccourts.org/policies/judicial-

[ a

APPROVED [ves Mo | If No, expla

branch/judicial-branch-travel-policy

CommentsMofes

AOC-A-183, Rev. 8/22
& 2022 Administrative Office of the Courts

PLEASE ATTACH A COPY OF THIS FORM TO YOUR TRAVEL REIMBURSEMENT REQUEST.
| certify that funds requested herein are to be used for the purpose stated. | further certify that any funds advanced to me will be repaid
immediately on the retum from trip and/or at request of the Administrative Office of the Courts, and that any funds advanced to me will be
repaid prior to my last day of employment.

I hereby authorize the Administrative Office of the Courts to deduct any amount of advance not settied within the time specified
above from my payroll check.

‘Requeser Signamre Date SUPENISor SIgNature (Required) |Da.ve

| FOR USE BY HCAOC FISCAL SERVICES DIVISION

BUDGET FUND ACCOUNT | CENTER AMOUNT

| Travel Advance |

Verified And Approved For Payment

|Da.'E

AOC-A-212. Rev. 8/25
© 2025 Administrative Office of the Courts.



https://www.nccourts.gov/documents/forms/request-for-special-travel-and-training
https://www.nccourts.gov/documents/forms/request-for-special-travel-and-training
https://www.nccourts.gov/documents/forms/request-for-special-travel-and-training
https://www.nccourts.gov/documents/forms/request-for-special-travel-and-training
https://www.nccourts.gov/documents/forms/request-for-special-travel-and-training
https://www.nccourts.gov/documents/forms/request-for-special-travel-and-training
https://www.nccourts.gov/documents/forms/request-for-special-travel-and-training
https://www.nccourts.gov/documents/forms/request-for-special-travel-and-training
https://www.nccourts.gov/documents/forms/request-for-special-travel-and-training
https://www.nccourts.gov/documents/forms/request-for-special-travel-and-training
https://www.nccourts.gov/documents/forms/request-for-special-travel-and-training
https://juno.nccourts.org/policies/judicial-branch/judicial-branch-travel-policy
https://juno.nccourts.org/policies/judicial-branch/judicial-branch-travel-policy
https://juno.nccourts.org/policies/judicial-branch/judicial-branch-travel-policy
https://juno.nccourts.org/policies/judicial-branch/judicial-branch-travel-policy
https://juno.nccourts.org/policies/judicial-branch/judicial-branch-travel-policy
https://juno.nccourts.org/policies/judicial-branch/judicial-branch-travel-policy
https://juno.nccourts.org/policies/judicial-branch/judicial-branch-travel-policy
https://juno.nccourts.org/policies/judicial-branch/judicial-branch-travel-policy
https://juno.nccourts.org/policies/judicial-branch/judicial-branch-travel-policy

NEW SMARTSHEET FORM

Available on mobile...

4:35

< Outlook

% smartsheet

Request for Special
Travel and Training

Use this form to request prior approval for
Judicial Branch travel that is:

Out of state,

To attend a training or conference
hosted by an entity other than the
Judicial Branch, or

Estimated to exceed standard travel
rates.

Up to ten (10) days of travel can be included
on a single form; submit additional forms if
necessary.

All requests must comply with the Judicial
Branch Travel Policy, available on Juno.

Approval Process
After you submit this form:

1. You will receive a confirmation email.

2. Your supervisor will be asked to
approve or deny the request.

3. The request will then be reviewed by
the Expense Approver.

ul 5G @)

... or desktop browsers

% smartsheet

Request for Special Travel and Training

Use this form to request prior approval for Judicial Branch travel that is:

« Qut of state,
« To attend a training or conference hosted by an entity other than the Judicial Branch, or
» Estimated to exceed standard travel rates.

Up to ten (10) days of travel can be included on a single form; submit additional forms if
necessary.

All requests must comply with the Judicial Branch Travel Policy, available on Juno.

Approval Process
After you submit this form:

1. You will receive a confirmation email.

2. Your supervisor will be asked to approve or deny the request.

3. The request will then be reviewed by the Expense Approver.

4. You will receive a final email notification once the request is approved or denied by the
Expense Approver.

By submitting this form, you are, under penalties of perjury, certifying this is a true and
accurate statement of the city of lodging, expenses, and allowances incurred in the service
of the State. If Federal GSA standard lodging rates are used, you affirm that you complied
with the policy criteria for such rates.

Need Assistance?
Contact NCAOC Fiscal Services at AccountsPayable@nccourts.org.

Fields marked with an asterisk [*) are required.

Requestor First Name *

Requestor Last Name *




Requestor First Name *

|f ﬁj\
Requestor Last Name *

|ﬁj ]
Requestor Email Address *

|ﬁﬁ ]
qab Title * .
| |

Judicial Branch Employee *

() Yes

() No

'I::Z' Volunteer

Travel Special Funding Source * Note: If you select “grant funded”

(_) Regular State Funded you'll be prompted to provide

() Grant Funded / the email address of your grant approver

(i_:} Contract Funded

Supervisor/Reviewer Email Address(es) *

You must enter your supervisor's email address. If needed, you can enter more than one email
address separated by a comma ("").

If your position does not have a supervisor (e.q., elected official) you must enter your own
email address here.

If you are not a Judicial Branch employee: you must enter the Judicial Branch email address of
the person or point-of-contact hosting the training, meeting, or conference you are attending.

If needed, you can enter more than one email address separated by a comma ("").

Travel Category *

\jﬁ )
Name of Event *

\jﬁ )
Sponsor and Location of Event *

\jﬁ )
Justification *

Describe the purpose of the trip, such as meeting, conference, training, case-related travel,
etc.

** Indicate here if the business travel was storm/disaster-related, including travel to provide
assistance, repairs, on-site support, etc.

)
In / Out of State or Virtual Event *
Event Start Date *
‘ mm/dd/yyyy |

No
Event End Date * v..i’q\\
( : = b QA
‘ mm/dd/yyyy | % g\ 0
\ ) e

Training Tuition / Event Registration Fee

#




How many days of in-person travel occurred?

This will be used to calculate your meal/subsistence expenses at the bottom of this form.
In / Out of State or Virtual Event * ‘ ) X o~ ‘
[In-state * hd ]
Training Tuition / Event Registration Fee
In-state v

# |

Qut-of-state

Transportation Mode *
I:I Personal vehicle

N/A or virtual event

Event ena vate -

(] Air
(| Rental car

I:I Other ground transportation

Additional tips:

I:I This does not apply /| am not claiming transportation

e If you choose “in-state” or “out-of-state” you'll Hotel Name
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.

Number of Hotel Nights

Select the number of hotel nights required.

e If the per night hotel rate fluctuates over a
multi-night trip, please provide the average Lodging Cost per Hotel Night
1 For lodging paid out-of-pocket with personal funds: provide the estimated room rate only. Do

n Ightly rate' NOT include eligible fees and taxes, and on-site parking charges, if applicable. **Note that E

receipt/hotel folio required for reimbursement** IC ;‘
o ,;\\
For lodging booked through Sequel Travel or otherwise paid directly by NCAQC: list those : \ O\
expenses here but remember that you will not be claiming reimbursement. < N R =
< B

Enter the estimated lodging amount per night: ) i .s

#




Day 1 Travel

Date of Travel *

mm/dd/yyyy _

Subsistence Category *

Choose the category that applies to this day of travel and the form will auto-calculate the

is
dollar amount using the current out-of-state subsistence rates:
100% = for full days of overnight travel status

75% = for partial days of travel when in overnight travel status; the partial day is the day of
departure or the day of return (departure and arrival times are not a factor)

Custom Amount = when a meal is provided at a Judicial Branch-sponsored event, or for eligible
single travel days **MNote, receipt required for reimbursement for meals claimed during single
travel days**

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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Do You Need A Travel Advance? *

Employees who travel on official Judicial Branch business may be issued travel advances with
prior approval by the Expense Approver in order that personal funds be minimally required.
Flease review the eligibility details in the Judicial Branch Travel Policy.

Advances should not exceed 75% of the estimated cost of the trip and may not be issued more
than five (5) days prior to the date of departure via electronic payment to the employee. This
form must be completed by the employee and submitted at least two weeks prior to the date
the advance is needed.

The total cost of the trip must exceed $100.00 to qualify for an advance. Mo travel advances
will be issued during the month of June.

Additional Notes

File Upload

=

Drop your files here

Browse

Additional tips:

e Ifyou are aJudicial 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.

e 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

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

e  Contractors, interns, and temporary employees
are not eligible for travel advances.
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PER DIEM RATES

D = P and rer Die R e D EMe Rate avel Un or Artter Aueg U

In-State Out-of-State

Overnight Status (100% of max per diem) $49.00 $52.30
Partial Travel Day (75% of max per diem) $36.75 $39.23
Custom Amount: Breakfast $10.60 $10.60
Lunch $14.00 $14.00

Dinner $24.40 §27.70

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 o
P cH /NG
expenses and the approval process ,,;5*‘& R”VE\\
. - . . . . . . . o 'f‘o\
https://juno.nccourts.org/policies/judicial-branch/judicial-branch-travel-polic 5 <
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LODGING RATES

Primary Lol ty @ 2026 Nov Dec 2027 Feb Mar Apr Ma Jun Jul Au Se
. . . destination @ e Oct Jan - - g -
Overnight lodging is allowed up to
the Federal GSA rate without prior Standard Rate ':E:i:;i;orr;!;oca“onsW'thom §113 $113 S$113 $113 $113 $113 $113 $113 $113 $113 $113 $113
approval, Asheville Buncombe $145 §145 $145 $125 $125 $125 S125 $125 S$125 5125 5125 5125
. Atlantic Beach / Morehead
The chart ShOWS the maximum City Carteret $141 $123 5123 5123 $123 $123 5123 $178 5178 S178 5178 5141
nlghtly room rate before taxes and fees. Chapel Hill Orange §153 $153 $153 $153 $153 $153 $153 $153 $153 $153 $153 $153
.. Charlotte Mecklenburg $143 $143 $143 5143 $143 $143 $143 $143 $143 $143 $143 5143
Consult the Judicial Branch Travel
. L . Durham Durham §124 $124 $124 $124 $124 $124 $124 S124 $124 $124 S$124 $124
Policy for specific information on
Fayetteville Cumberland 129 $129 $129 $129 $129 $129 $129 $129 $129 $129 $129 $129
allowable expenses and the approval
Greensboro Guilford $130 $116 $116 $116 S$116 5116 $130 $130 $130 $130 $130 $130
process Kill Devil Hills Dare §166 $120 $120 5120 $120 $120 $190 $180 $267 $267 $267 5166
https://juno.nccourts.org/poI|C|es/|ud|C| Raleigh Wake §142 $142 $142 $142 $142 $142 $142 $142 $142 $142 $142 $142
aI-branch/judiciaI-branch-travel-policy Wilmington New Hanover $144 $113 $113 $113 $113 $145 $145 $145 $170 $170 $144 $144
/”’y\ 7[:1 >
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1) CONFIRMATION OF SUBMISSION

oV

File Message Help Acrobat Q Tell me what you want to do

% Summarize

Request for Special Travel and Training SUBMITTED — Regional Meeting

. . <« -
S Smartsheet +1 Account via Smartsheet <automation@app.smartsheet.com> © Reply © Reply Al ﬂ

® To © Ward, Danielle J. Tue 8/25/2026 1:49 PM

If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Request for Special Travel and Training SUBMITTED — Regional
Meeting

Thank you submitting your Request for Special Travel and Training.

Requestor First Name: Danielle
Requestor Last Name: Ward

Judicial Branch Group: AOC Division/Section
Job Title: CFO

Category: Special training, Request includes excess charges
Name of Event: Regional Meeting

Event Start Date: 09/07/26
Event End Date: 09/09/26
Sponsor and Location of Event: UNC Charlotte, Charlotte, NC
Justification: Attendance at this meeting will allow me to hear updates on
industry best-practices that is relevant to my job duties.

Training Tuition / Event Registration Fee: $100.00

Transportation Mode: Personal vehicle

e  After submitting the Smartsheet form,
the requestor will receive a confirmation
email with a summary of the request and
further instructions

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

e 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)

e The requestor will receive a final email
notification once the request is approve
denied by the Expense Approver &’



mailto:AccountsPayable@nccourts.org

2) SUPERVISOR EMAIL **REQUIRES ACTION™

0¥ Request for Special Travel and Training **Requires Action** - Regional Meeting - Message (HTML) O X

e The supervisor will receive an email
with instructions to review the details and
Request for Special Travel and Training **Requires Action** - Regional Meeting B Summarize . take action (to approve or deny the request)

<
S Smartsheet +1 Account via Smartsheet <automation@app.smartsheet.com> . > Reply Al . .

® To = Ward, Danielle J. Tue 8/25/2026 1:49 PM . Once the superVisor CIiCks the ”Open

If there are problems with how this message is displayed, click here to view it in a web browser.

Click here to download pictures. To help plji)tE‘Ct your privacy, Outlook prevented automatic download of some pictures in this message. re q u e St o b u tto n t h e fu I I re q u e St Wi I I a p p e a r
in a new webpage

File Message Help Acrobat Q  Tell me what you want to do “ Copilot -

There is a Special Travel and Training Request for your review and to take
action to approve or deny.

o

Please click on the "Open request" button below to review the submission.

At the bottom of that page you can click to Approve or Deny the request. This TRV RIS © TlmeriEnrme e [ Copilot | ~ |
request will not be processed without your approval.

If an adjustment or correction is required, please forward this email to Request for Special Travel and Training **Requires Action** - Regional Meeting & Summarize

AccountsPayable@nccourts.org with the requeSted change(s). S Smartsheet +1 Account via Smartsheet <automation@app.smartsheet.com> . a n

To  Ward, Danielle J.
[ ]

RequeStor FI rSt Name: Dan e "e If there are problems with how this message is displayed, click here to view it in a web browser.

RequeStOr Las‘t Nam e: Wa I'd Click here to download pictures. To help protect your privacy, Outlock prevented automatic download of some pictures in this message.
Judicial Branch Group: AOC Division/Section
Job Title: CFO

Meal Expenses

Day 1: $36.75
Day 2: $49.00
Category: Special training, Request includes excess charges Day 3: $36.75
Name of Event: Regional Meeting 83 gf
Event Start Date: 09/07/26 Day 6:
Event End Date: 09/09/26 Day 7:
Sponsor and Location of Event: UNC Charlotte, Charlotte, NC Day 8:
Justification: Attendance at this meeting will allow me to hear updates on gzz ?6:

industry best-practices that is relevant to my job duties.

Total Estimated Cost: $699.60

Training Tuition / Event Registration Fee: $100.00

Transportation Mode: Personal vehicle



2) SUPERVISOR EMAIL, CONT.

The supervisor can scroll the webpage
smartsheet to view the full details, including accessing
any attachments that were included in the
submission

Request for Special Travel and
Training **Requires Action** -
Regional Meeting

There is a Special Travel and Training Request for your review and to take
action to approve or deny.

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

Please click on the "Open request"” button below to review the submission. At ) . .

the bottom of that page you can click to Approve or Deny the request. This Bra nCh S EXpe nse Approve r (Flscal Se rV|CeS)

request will not be processed without your approval.
for final review

If an adjustment or correction is req

AccountsPayable@nccourts.org wit Attachments . . w 17
e | If the trip is “grant funded” the Grant
Requestor First Name: Danielle Upload Files
Ti?iiieaslt;al_nacsr_: g?on:i::\l:fﬁgmvisiom » 1 Attachment Approver WI” FEVIEW and approve or deny
Job Title: CFO .
Comments the request after the supervisor approval.

Category: Special training, Request i
Mame of Event: Regional Meeting
Event Start Date: 09/07/26

Event End Date: 09/09/26

Sponsor and Location of Event: UNC]
Justification: Attendance at this meg|
industry best-practices that is relevd

Add a comment

102
y

e SSPPT

[ Send me a copy of my responses
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3) [F DENIED BY SUPERVISOR

2 e If the supervisor denies the request, the
File  Message Help Acrobat Q  Tell me what you want to do requestor Wi” receive an email |etting them
know of the decision

+

Request for Special Travel and Training DENIED - Regional Meeting & Summarize

&
Smartsheet Automation <automation@app.smartsheet.com> O Reply © Reply Al ﬂ

To Ward, Danielle J. Tue 8/25/2026 2:15 PM

SA
L]
Iflfr-\lfl:- a.re pl;)bler:’\s \:Iiitr.\ hn-wthis message is displa-ye-.d, click here to vi-s-w itin a web bro.\fﬁser. e . Th e re q u e Sto r S h O u | d CO nta Ct t h e
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.
supervisor directly for more information, if
needed, instead of Accounts Payable/ Fiscal
Services

Request for Special Travel and Training DENIED - Regional
Meeting

The following Request for Special Travel and Training has been denied by your
supervisor:

Requestor First Name: Danielle
Requestor Last Name: Ward

Judicial Branch Group: AOC Division/Section
Job Title: CFO

Category: Special training, Request includes excess charges
Name of Event: Regional Meeting

Event Start Date: 09/07/26
Event End Date: 09/09/26
Sponsor and Location of Event: UNC Charlotte, Charlotte, NC
Justification: Attendance at this meeting will allow me to hear updates on
industry best-practices that is relevant to my job duties.

Training Tuition / Event Registration Fee: $100.00

Transportation Mode: Personal vehicle



4) IF GRANT FUNDED

Travel Special Funding Source *

If the trip is “grant funded” (selected (") Regular State Funded
from the Travel Special Funding Source (®) Grant Funded
question on the form) the Grant Approver () Contract Funded

will review and approve or deny the request

) Grant Approver Email *
after the supervisor approval.

Once approved by the Grant Approver, Name of JB Grant *
it will route to the Judicial Branch’s Expense [ y ]
Approver (Fiscal Services) for final review

BJA - FY24 Adult Treatment Court Program (02GF000202-3025)

a b

DHHS - State Court Improvement Basic Data (02GF000601-3026)
GCC - District 12 DV Prosecution (02GG000701-2026)

GCC - Forsyth County DV Prosecution (02GG001201-2026)

GCC - GAL Children Justice Act (02GG002701-2024) Y




5) IF FULLY APPROVED

oY

File Message Help Acrobat Q  Tell me what you want to do  Copilot

Request for Special Travel and Training APPROVED - Regional Meeting & Summarize
<
SA Smartsheet Automation <automation@app.smartsheet.com> > Reply Al n
® To Ward, Danielle J. Tue 8/25/2026 2:19 PM

If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Request for Special Travel and Training APPROVED - Regional
Meeting

The following Request for Special Travel and Training has been fully approved:

Requestor First Name: Danielle
Requestor Last Name: Ward

Judicial Branch Group: AOC Division/Section
Job Title: CFO

Category: Special training, Request includes excess charges
Name of Event: Regional Meeting

Event Start Date: 09/07/26
Event End Date: 09/09/26
Sponsor and Location of Event: UNC Charlotte, Charlotte, NC
Justification: Attendance at this meeting will allow me to hear updates on
industry best-practices that is relevant to my job duties.

Training Tuition / Event Registration Fee: $100.00

Transportation Mode: Personal vehicle

e If approved by the supervisor and the
Expense Approver, the requestor will receive
this final email notification.

e Thisis the “green light” to move
forward with securing travel arrangements,
paying registration fees, etc.

e If yourequested 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

Travel Reimbursement Request

Find in-state and out-of-state online forms for travel reimbursement and other
expenses incurred in the discharge of official business.

Summary

* |n-State Travel Online Form

* Qut-of-State Travel Online Form

* Grant, Contract, and Non-Employee Travel Online Form

In-State Travel
Reimbursement Request

Use this form to request reimbursement for official Judicial Branch travel
occurring in-state (within North Carolina). A separate form is available for out-
of-state and all grant-related travel. Travel relating to a Judicial Branch-
sponsored event (educational conference, UNC School of Government
training, etc.) should be submitted on a separate submission and should not
be commingled with other types of travel.

Up to eighteen (18) days of travel can be included on a single in-state form;
submit additional forms if necessary.

All requests must comply with the Judicial Branch Travel Policy, available on
Juno. Attach applicable receipts and/or documentation of prior approval
(AOC-A-182 Special Travel and Training form).

By entering your supervisor/reviewer's email address they will receive a copy
of this submission and be able to review the details.

By submitting this form, you are, under penalties of perjury, certifying this is a
true and accurate statement of the city of lodging, expenses, and allowances
incurred in the service of the State. If Federal GSA standard lodging rates are
used, you affirm that you complied with the policy criteria for such rates.

For assistance contact NCAQC Fiscal Services at
AccountsPayable@nccourts.org.

Judicial Branch Group *

Select the name of the Traveler's Judicial Branch group

\
2

e SSPPT

Select or enter value

VNV

*

Name of Judicial Branch-Sponsored Event
Provide the event name if it was hosted or organized by the Judicial Branch
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https://www.nccourts.gov/travel-reimbursement
https://www.nccourts.gov/travel-reimbursement
https://www.nccourts.gov/travel-reimbursement

ADDITIONAL QUESTIONS?

Contact us if you have additional Visit the Travel and Reimbursement Information
guestions or need assistance page on Juno (via the Resources and Training tab)
AccountsPayable@nccourts.org for links to policies and forms T

juno|== R

Judicial Groups v Human Resources v Forms v Directories v Legal Memos News Policies Resources & Training ~

eCourts Now Available in 38 Counties. Find information, S0 lge=5

Resource Library
Technology Initiatives and Resources

Travel and Reimbursement Information
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Training Announcements and Updates
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mailto:AccountsPayable@nccourts.org

RESOURCES ON JUNO

Travel and Reimbursement Information

Visit this page on
Juno for links to —
relevant policies... Summary Related Links

Judicial Branch Travel Policy

Reimbursement Policy for
Routine Expenses

Learn how to book business travel and request reimbursement for travel and other routine expenses.

Policies Travel Reimbursement
Request Form (AOC-A-25)

Request for Special Travel

There are several Judicial Branch policies that provide information on allowable expenses and the required processes and forms and Tralnlng_{AOC-A-1 82).
that must be utilized to request reimbursement. All policies and forms are available on juno.

Job Aid: Travel Approval

* Employees and Judicial Officials are covered by the Judicial Branch Travel Policy, which describes allowable expenses for P Fl
lodging. meals, transpoertation, and the travel approval process for any employee whose position is paid in whole or in part Frocess rlow
by state, federal, local, or grant funds.

* Members of Boards, Commissions, Committees and Councils and other non-employees who are not serving in a case- Subject
related capacity are covered by the Judicial Branch Travel Policy. .
) . o ) Finance O
* Fact witnesses and victims are covered by the Fact Witness Attendance Policy. . //’;c\" NOR}.
¢ Expert witness fee and travel policies can be found in the Expert Witness Fee Policy. TLVeI 4 VQ'\ A Qy \
Ny IS
¢ Subsistence, per diem, lodging. and mileage rates can be found in Appendix B of the Judicial Branch Travel Policy. /(g 8% ) m S\;
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RESOURCES ON JUNO

Forms

... as well as

The frequently used forms for travel and other reimbursement requests are listed below and are available on Juno. All forms

fO rms an d should be submitted via email as PDF documents for prompt processing.

a d d |t| ona I * Travel Reimbursement Request (AOC-A-25) should be submitted to AccountsPayable@nccourts.org within 30 days after
the travel is completed.

resources. * Request for Special Travel and Training (AOC-A-182) is used for prior approval of certain | Reso urces

+ Employment Payment Verification Form (AOC-A-224) allows employees to sign up for dirg
payments (this is a different system than the payroll direct deposit).

* Reimbursement of Authorized Petty/Emergency Purchases (AOC-A-7) should be used fo
expenses and other routine non-travel related reimbursements.

Federal GSA Per Diem Rates

* Prior Approval and Reimbursement for Working Lunches and Breaks (ADC-A-214) is req
working lunches and refreshments/break service for meetings and events.

Actual lodging in excess of standard state lodging rates is eligible for reimbursement up to the federal GSA lodging rates by
city/county in effect at the time of travel, when the standard state lodging rate is not attainable or when there is a personal safety
concern. This applies to in-state and out of-state travel.

* Reimbursement of Travel and Other Expenses Incurred by Non-Employees (AQOC-A-267)
attending Judicial Branch-sponsored events or engaging in Judicial Branch business.

* Employee Travel Advance Request (ADC-A-212) for employees who travel on official Judic
personal funds be minimally required.

* |n-State and Out-of-State Witness Attendance Form (AOC-CR-235) is used to certify servi MaUPi" Travel: The JUdiCiaI Branch's Travel A}?,E_I'lt
witnesses.

The Judicial Branch contracts with Maupin Travel to provide travel reservations and arrangements for employees, certain victims,

¢ Witness Attendance - Certification of Identity, Side Two (AOC-CR-382) is used to provide ) ) o ) . ) o
fact witnesses, and contract interpreters. Airline reservations and hotel/lodging arranged though Maupin may be paid directly by

order for AOC to process payment.

NCAQC, in order that personal funds be minimally required. Maupin Travel can be accessed via an online portal or with
assistance from a live agent over the phone.

S
ROR;S
Job Aid: Travel Approval Process Flow ) A
?l S\J '6(\
Consult this flow chart to determine the steps required to obtain prior approval for your specific type of travel or training / event. Y POAN 7
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THANK YOU

Fiscal Services Division
Accounts Payable Team

AccountsPayable@nccourts.org
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