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HIGHLIGHTS

1. There are separate forms for in-state, out-of-state, and 
grant travel 

2. Travel to a Judicial Branch-sponsored event should still 
be on its own form 

3. 18 days of travel can be included on one in-state form

4. The Judicial Branch Travel Policy did not change: 
existing rules apply regarding which travel items are 
eligible for reimbursement and the standard allowable 
rates

5. After submitting the form, if a traveler needs to make 
changes or add an attachment contact 
AccountsPayable@nccourts.org (do not re-submit the 
same travel).

6. Supervisors have opportunity to review details and 
notify Accounts Payable of corrections, but do not have 
to sign or take specific action if the submission is 
accurate.

mailto:AccountsPayable@nccourts.org
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Data needed on the form:

1. Your name (as it appears in BEACON/HR Payroll System)

2. Your job title

3. Your Judicial Branch email address

4. Enter your supervisor’s email address; they will receive 
a copy of your submission and be able to review the 
details. If you do not have a supervisor enter your own 
email address again. 

5. Choose the month and year of travel 

a) Each month of travel should be on a separate 
form, unless it is for a special event, such as a 
training, conferences, etc. If an event crosses into 
the next month, it can be combined onto one 
form. 

b) All Judicial Branch-sponsored travel should be on 
a sperate form from regular business travel

6. If you’re claiming mileage, select which personal 
vehicle mileage rate applies to the travel in this 
submission

7. Amount of Travel Advance received, if applicable 



7

Data needed on the form:

7. The travel date: complete a section for each day of 
travel

8. Provide the departure and arrival location 

9. Provide a brief summary of the purpose of the trip trip
(i.e., training, court, meeting, conference, etc.)

10. Enter the total mileage for the day on your personal 
vehicle, if applicable 

11. List other transportation or miscellaneous expenses 
(such as parking not at a hotel, baggage fees, etc.

12. Choose the subsistence category that applies, or 
provide a custom amount based on the per diem rates, 
if a meal is provided for you
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Data needed on the form:

7. Provide the total lodging cost, including the hotel 
nightly rate taxes tax paid and parking fees at the hotel, 
up to allowable amount (see Federal GSA lodging chart 
on page 21 of the Travel Policy)

**Remember to include the hotel receipt and an 
approved AOC-A-182 form if an exception was 
provided**

8. Add additional dates to the form (up to 18 days of 
travel)

9. Upload receipts and approval forms as required
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 The Federal GSA lodging rate varies by month and 
county 

 If the city/county of the destination is not listed, the 
maximum amount allowed without prior approval is 
$110/night + tax 

 An itemized hotel receipt, showing it was paid (not a 
booking confirmation) is always required to be 
reimbursed 

 Refer to the Judicial Branch Travel Policy for details

 Approval for excess lodging above these rates should be 
obtained from the Travel Approver in advance using the 
“Request for Special Travel and Training Request” form 
(AOC-A-182)
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 The traveler (and supervisor and/or reviewer, if 

email address provided) will receive a 

confirmation email. 

 Click on “Open request” to view the full details. 

 If further action/corrections are required, 

forward the confirmation email to

AccountsPayable@nccourts.org with the 

requested change

mailto:AccountsPayable@nccourts.org
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 The traveler will receive an accounting system-

generated email when the payment has been 

processed. 

 Please do not reply to this email; it is a system-

generated address and will not be received by 

our staff. 

 Contact AccountsPayable@nccourts.org with 

questions.

mailto:AccountsPayable@nccourts.org
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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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Visit this page on 
Juno for links to 
relevant policies… 
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… as well as 
forms and 
additional 
resources.
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Available at the bottom of the Travel and Reimbursement Information page on Juno



Fiscal Services Division 

Accounts Payable Team 

AccountsPayable@nccourts.org


