
Group/Team
 needs lodging

Over 5K for total 
stay?

Contract or 
reservation 
agreement?

10 or more 
rooms?

Contact Fox 
World Travel 

or Shorts 
Travel 

(Athletics 
Only)

FOX/SHORTS USED

FOX/SHORTS 
NOT USED

Use 
university 

issued credit 
card.

NO

NO

Submit 
Requisition in 

Workday

YES

YES

NO

YES Conference lodging or 
only location available?

Complete 
Non-

Competitive 
Purchase 

form

YESNO

3 Bids 
Required
(Partner 
hotels 

preferred)

Group/Team Lodging Guide
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