Office of State Budget & Management


Pre-Approval for Reimbursement of 3rd Party Lodging
Reimbursement for lodging in an establishment that is being rented out by a third party is not allowed unless approved by OSBM in advance. Requests for third party lodging must provide evidence of savings to the State. An exception may be granted for requests that do not show a savings with sufficient justification to support the necessity for third party lodging. Applicants must provide their budget officer and OSBM all details regarding the arrangement, including (1) the amount to be charged, (2) the length of stay, and (3) contact information. A signed rental agreement must be presented to receive reimbursement (Section 5.1.8 Third Party Lodging, State Budget Manual).
PLEASE FILL OUT A SEPARATE FORM FOR EACH LEASE AGREEMENT

Campus: 
     
Dates (# nights):       
Funding:  General Fund Budget Code OR Name of Grant/Other Source         

Will the campus be billed directly?
     
Purpose of Visit:      
	Name(s) of Individual(s) Covered on Lease Agreement, attach additional pages if needed
	Amount to be Reimbursed1,2
	Estimated Daily Rate

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	TOTAL REIMBURSEMENT REQUEST3
	     
	


1If the unit is shared by several individuals, split cost evenly (or pro-rate if lengths of stay vary). 

2If the lease agreement calls for payment in a foreign currency, do not convert into USD. List the cost as stated on the lease (e.g., CZK 8,800). Approval will be determined based on exchange rate at the time of approval. 

3Total must match lease agreement. If it does not, please provide an explanation:      
1. Does the daily rate exceed the State approved daily rate? (Consult State Budget Manual @ http://www.osbm.state.nc.us/files/pdf_files/BudgetManual.pdf for current rates.) 
 FORMCHECKBOX 
No Please submit this form along with a copy of the lease agreement.
 FORMCHECKBOX 
Yes    Go to question #2.

2. Does the daily rate exceed standard mid-range hotel rates in the area?  
 FORMCHECKBOX 
No Submit this form, a copy of the lease agreement and three hotels for comparison.

 FORMCHECKBOX 
Yes    Go to question #3.

3. What extenuating circumstances support this request? Please provide sufficient documentation and an explanation to justify an exception to State Budget policy.      
116 West Jones Street Raleigh, NC 27603, (919) 807-4700, www.osbm.state.nc.us/


