Is the travel....

More than 50 Miles from your Home Base?

UTAH STATE COURTS IN-STATE LODGING DECISION TREE

Do you have prior approval from the State
Court administrator or Designee?

Yes

At a Conference Hotel?

A conference hotel is a hotel designated by the conference that has
a block of rooms at a negotiated rate.

Can you get the current In-State Per Diem Room
Rate?

(see section 12-02.00 for the current In-State Per Diem

Can you get the negotiated rate on

No

Sorry! You may not be reimbursed for
lodging on this trip.1

That's ok! Use State Travel to book your room

) to be eligible for reimbursement?!

Be sure to include the itinerary from State
Travel when you request your reimbursment

Yes

Fantastic! You may book the room at the conference hotel at the
negotiated rate on your own.

Be sure to include the conference brochure / information packet
that shows the conference hotel AND the negotiated rate when
you request your reimbursement to avoid processing delays!

No
Yes I
Yes
your own?
No
to avoid processing delays!
Yes

Rates table)

No

/' Great! You may book the room on your own at the In-State Per Diem room rate.
Be sure to include notation that you received the In-State Per Diem Rate for the
location with your request for reimbursement to avoid processing delays!

That's ok! Use State Travel to book your room to be

.. . 2
eligible for reimbursement”.

Be sure to include the itinerary from State Travel when
you request your reimbursmeent to avoid processing

delays!

1. See section 12-03.00 Policy 6 in the Accounting Manual.

2. STATE TRAVEL CONTACT INFORMATION
Phone: (801) 538-3350
Toll Free: (800) 367-3230
Email: statetravel@utah.gov

Online Request: https://legacy.cbtravel.com/business/request/state/




