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

for working lunches and refreshments/break 
service for eligible meetings and events. 

 Consult the Judicial Branch Reimbursement 
Policy for Routine Expenses for specific 
information on allowable expenses and the 
approval process

 Bookmark these link for easy access! 

Form:https://www.nccourts.gov/documents/forms/p
rior-approval-and-reimbursement-for-working-
lunches-and-refreshmentsbreak-service

Policy: https://juno.nccourts.org/policies/judicial-
branch/reimbursement-policy-routine-expenses

Replacing the AOC-A-214 form
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Available on mobile…                                                                               …or desktop browsers

New Smartsheet Form 
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Additional tips:

 Complete as many “days” as you need for 
your meeting or event. 

 Be sure to include your supervisor’s email 
address so that he or she can review and 
approve or deny the request. The request 
will not move forward without the 
supervisor clicking “approve.”

 If your meeting or event includes breakfast 
or another situation that is not already 
captured on the form please provide that 
information in the Additional Notes field. 

 If these expenses should be paid from 
grant or special funds please provide that 
information in the Additional Notes field. 



6

Per Diem and Break Service 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 

 Consult the Judicial Branch Reimbursement Policy for Routine Expenses for specific 
information on allowable expenses and the approval process
https://juno.nccourts.org/policies/judicial-branch/reimbursement-policy-routine-expenses
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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 
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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
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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 Fully Approved 
 If approved by the supervisor and the 
Expense Approver, the requestor will receive 
this final email notification. 

 This email includes instructions about 
initiating payment or reimbursement 
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Payment or Reimbursement ?
 If the vendor will be paid directly: the 
requestor should forward the final approval 
confirmation email and the invoice(s) to 
AccountsPayable@nccourts.org to initiate payment. 

 If the requestor paid out-of-pocket: the 
requestor should forward the final approval 
confirmation email to and the receipt(s) to 
AccountsPayable@nccourts.org to initiate 
reimbursement. 

 Need assistance? 
Contact  AccountsPayable@nccourts.org

Similar to travel reimbursements, the requestor will receive 
a system-generated message from the accounting system 
when the reimbursement has been processed. 

mailto:AccountsPayable@nccourts.org
mailto:AccountsPayable@nccourts.org
mailto:AccountsPayable@nccourts.org
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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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