Published on University of Colorado (https://www.cu.edu)

Home > Booking Travel

Booking Travel

}
£
E'
B
o

Resources found in the links below will help travelers plan university
business trips with the most up-to-date information on booking methods,
travel contacts, and other available resources. The university’s online
booking tool is Concur Travel, and the contracted travel agency is
Christopherson Business Travel (CBT). The university’s expense
management system is Concur Expense.

Booking a Trip Through Concur
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Concur is an online tool that allows employees access to create individual domestic and international
bookings for employees and guests.

Full Service Booking Through an Agent
Full-service booking support is available through our travel management company Christopherson
Business Travel.

Group Travel
CU defines group travel as 3 or more employees/non-employees traveling to the same location for the
same official University business.

Vehicle Rental (5
The University contracts with rental vehicle agencies include passenger cars as well as commercial
vehicles.

Non-Employee Travel (g
Learn more about the pre-approval and travel booking process when making arrangements for non-
employee (guest) travelers.

Travel Promotions
Discover university travel partnerships for efficient and cost-effective travel solutions.

Personal Travel Combined with Business Travel (g
When traveling for the University, there are additional steps to take when combining a business trip with
personal travel.

Airport Parking (g
Discounts on parking near Denver International Airport are offered to all University of Colorado employees
for both personal and business travel.

Rideshare (10
Rideshare services provide ground transportation on short notice via a mobile application or business
portal.

Preferred Local Hotel 1
PSC has relationships with local hotels in and around Boulder, the Denver Metro area, and Colorado
Springs to provide a local preferred hotel program.

Selecting Airfare nz
Learn more about the key factors to consider when selecting airfare for university business travel.
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Internet Airfare 13
Airfare should be booked through CU's managed travel program unless eligible for an exception as
outlined in the Internet Airfare Policy.

Resources

e Travel FAQ p4

Access Concur login via your campus portal 5]

University Risk Management - Travel g

Christopherson Business Travel - Non-Employee Travel Request Form 7
Preferred Hotel Program (Local) s

U.S. State Department Smart Traveler Enroliment Program g

Request to Reassign Airfare Charges (2o

Meals & Incidentals (M&IE) rates and breakdown (Per Diem) 21
Calculating Reimbursable Mileage and Ground Transportation [22]

Travel Support and Experience Form (23
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e Concur Expense: Identifying Delegates in Concur (24
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CU Travel: Unused Airfare Funds Report (35
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