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2. General Information

To avoid excess booking fees, please book all components of fravel within the same itinerary.

Read all information about the hotel's cancellation policy. Some hotels have strict cancellation
policies and are not refundable if canceled out of compliance with the stated policy(ies).
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3. Policy Compliance

This section applies to executive branch state agencies only.

e Travel should be conducted in the most cost-efficient manner in the best interest of the state.

e Book all lodging reservations through the Statewide Travel Program.

e Travelers are encouraged to book properties within the Preferred Hotel Program to take
advantage of negotiated rates, cost savings, and guaranteed amenities, provided the
property complies with state policy and the published lodging reimbursement rates.

e Preferred Hotel Program properties will have a “Most Preferred” or “Preferred” desingation in
Concur. If a *Most Preferred” or “Preferred” hotel is unavailable, travelers should book lodging
that adheres to state policy and the published lodging reimbursement rates.

e Forinformation about CalHR's lodging rates and reimbursement policy, please review CalHR
Manual Section 2203 and/or CalHR's Travel Program — Frequently Asked Questions.

See the following for more information:

e SAM 4117 Guide

¢ State Administrative Manual (SAM) 700

¢ State Administrative Manual (SAM) 4117

¢ State Administrative Manual (SAM) 4117.3
e State Travel Policy Resources

All non-compliant choices will be audited.

Page 5 of 34


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhrmanual.calhr.ca.gov%2FHome%2FManualItem%2F1%2F2203&data=05%7C02%7CKelly.Bouchard%40dgs.ca.gov%7C57e846cc97774e94b06c08dcd8eb1408%7Cea45f7b107d749a8b8f537136ec9382d%7C0%7C0%7C638623751399173723%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=K8ka9hMMSY2AryaWaeZZgLjzGi%2BqPElZqGDolv1KjRw%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhrmanual.calhr.ca.gov%2FHome%2FManualItem%2F1%2F2203&data=05%7C02%7CKelly.Bouchard%40dgs.ca.gov%7C57e846cc97774e94b06c08dcd8eb1408%7Cea45f7b107d749a8b8f537136ec9382d%7C0%7C0%7C638623751399173723%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=K8ka9hMMSY2AryaWaeZZgLjzGi%2BqPElZqGDolv1KjRw%3D&reserved=0
https://www.calhr.ca.gov/benefits/Pages/Travel-Program-FAQ.aspx
https://www.dgs.ca.gov/-/media/Divisions/OFAM/Statewide-Travel-Program/Forms/Training/SAM-4117-Guide.pdf
https://www.dgs.ca.gov/Resources/SAM/TOC/700/0700
https://www.dgs.ca.gov/Resources/SAM/TOC/4100/4117
https://www.dgs.ca.gov/Resources/SAM/TOC/4100/4117-3
https://www.dgs.ca.gov/OFAM/Travel/Resources/Page-Content/Resources-List-Folder/State-Travel-Policy?search=policy%20violation%20codes

HOW TO BOOK LODGING

4. Preferred Hotel Program

The Statewide Travel Program provides a Preferred Hotel Program to state of California employees*
who travel on official government business. Hotels that are part of the Preferred Hotel Program are
designated "Preferred" or "Most Preferred" in Concur.

*Participating user agencies only
"Preferred" hotels have an agreement with the state to:

e Accept Terms and Conditions

e Accept Conferma virtual payments (requiring an additional/separate authorization form is not
allowed)

e Use the STP-designated rate code

e Publish contracted rates as “State of CA Negotiated Rate”

e Provide rates equal to or less than federal GSA rates

"Most Preferred" hotels provide the same minimum requirements, as well as five (5) or more of the
following additional amenities:

e 12:00 pm or later day-of-check-in cancellation

e Last Room Availability (LRA) for entire contract term
e Free or waived breakfast

e Free or waived parking fees

e Free or waived resort fees

e Third-party sustainability program certificate

Please see the hotel map, which can be found on the Lodging section of our website, to see the
amenities offered by each participating hotel.
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5. Booking Instructions
5.1 LogIn

Log info Concur. See the video and/or guide ‘How to Log into Concur’ for more information.

Once you've logged into Concur, click the bed icon in the trip search widget.

BT concur
B Helo JllsETA TESTERE

o> January 26, 2026

& Booking for myself | Book for a guest

‘ For travel questions, please email

wconcur Company Not{

5.2 Travel Destination

Find the “Destination” box. Enter the airport, city, or location.

B Booking for myself | Book for a guest
+ 8 5 8

Hotel Search

Destination *

Enter city or location

A drop-down list will appear.

N

The map marker icon will show city names within the search parameters.
The plane icon will show airports within the search parameters.

3. The building icon will show your office location(s), if it has been entered to your profile. Please see

the guide 'Setting Up a Profile in Concur’ for more information.

From *

sac

+ SAC - Sacramento Executive Airport

Sacramento, Califomia, United States of America
A Sacramento
Sacramento, CA, USA
SMF - Sacramento International Airport
B 9.6mi — Sacramento

é Main Location, Company Defined Locations
C 707 3rd Street 6th Floor, West Sacramento, CA, United States of America

| ]
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Once you have decided on a location, click the name in the drop-down menu.

Main Location

707 3rd Street 6th Floor, West Sacramento, CA, United States of America

Sacramento
Sacramento. CA, USA
Sacramento

Sacramento, State of Minas Gerais, 38190-000, Brazil

@) @ | B

Sacramento City College

3835 Freeport Blvd, Sacramento, CA 95822, USA
Sacramento Zoo

3930 W Land Park Dr, Sacramento, CA 95822, USA

I @ @

Posada Del Gobernador
18 De Julio 205, Colonia del Sacramento, UY

El Teion and Pick Wick Motel &,

sacramento

5.3 Travel Dates

Find the “Dates” box. The dates will be auto-populated to reflect the day you're booking travel within
Concur.

& Booking for myself | Book for a guest
+ 8 =0 8
Hotel Search

Destination *

Sacramento International Airport

Dates *

03/09/2026 - 03/10/2026 8

There are two ways to choose tfravel dates: type the dates or choose on a calendar.

5.3.1 Type the travel dates
Enter the check-in and check-out dates by clicking the box and typing them in.

Dates *

03/09/2026 - 03/10/2026 8

5.3.2 Choose the datfes on a calendar
Click the calendar icon.

Dates *

03/09/2026 - 03/10/2026 B
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A pop-up window will appear with a two-month calendar view. Select the desired departure date
first, then the desired return date. Once selected, the fravel dates will appear blue.

Date and Time

< December 2025 January 2026 >
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
1 2 3

1 12 13 14 15 16 17

@ 1 19 o = 2 = #

T 2% 26 27 28 20 3 31

5.4 Distance Search Radius

Use the drop-down menu to select the distance radius for the search. The default search is 5 miles.

A Booking for myself | Book for a guest
+ 8 = K
Hotel Search

Destination *

Sacramento International Airport

Dates *

03/09/2026 - 03/10/2026 B
Distance *

5 mi v

Search Hotels

5.5 Search for a Hotel

Once the search parameters have been set, click “Search Hotels.”

& Booking for myself | Book for a guest
+ 8 = K
Hotel Search

Destination *

Sacramento International Airport

Dates *

03/09/2026 - 03/10/2026 B
Distance *

5 mi v
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5.6 Lodging Reimbursement Rates

For executive branch agencies only: There is a note along the top of the search results page
reminding fravelers about the maximum lodging reimbursement rate. You must select a rate that is
within the state’s maximum reimbursement rate for lodging. See Human Resources Manual - CalHR
for more information.

ET7 concur a e &

When booking hotels through the Preferred Hotel Program (Most Preferred and Preferred properties), travelers should select rates labeled “CA Negotiated Rate”

or “State of CA Negotiated Rate” whenever available. These rates take priority over any other posted rates

Employees are responsible for knowing the state’s maximum lodging reimbursement rates. The most current rates can be found in the CalHR Manual or by clicking here.

Hotels s seacn Currency: USD

Sacramento, California March 17, 2026 - March 20, 2026 Edit Search

5.7 Additional Search Parameters

The hotel search page will load. At the top of the page, you will see more search parameters. This is
not required, but it's a useful tool to help you find a hotel that best meets your needs.

= EI7 concur a ® A
@ ‘ It is the responsibility of every employee to be aware of the state’s maximum reimbursement rates for lodging. The most recent lodging reimbursement rates can be found in the CalHR Manual or by clicking here. ‘
| n ’ i
Hotels sivseaen
& = = m—
Sacr Airport, S to, California March 9, 2026 - March 10,2026  Edit Search
Y All Filters Search hotel name Q| Hotel Amenities v Brand v Parent Brand v Star Rating v U1 sort by Preferred Level v

5.7.1 Edit search
Click “Edit Search” to change the travel dates or search criteria.

Hote Is Skip Search
Sacramento International Airport, Sacramento, California March 9, 2026 - March 10, 2026

Y All Filters Search hotel name Q Hotel Amenities Brand v Parent Brand Star Rating v

Edit the destination, dates, and/or distance as desired. See sections 5.2, 5.3, and/or 5.4 of this
document for more information. Click “Update” to apply the new search parameters. Click “Cancel”
to return to the prior search parameters.

Hotels s«ipseern

Destination * Dates * Distance *
E Sacramento International Airporf 03/09/2026 - 03/10/2026 B Smi v m Cancel
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5.7.2 Hotel amenities
To search for specific amenities, use the checkboxes under “Hotel Amenities.”

Hotel Amenities v Brand

Hotel Amenities

[ ] Accessible facilities (16)
B

When booking, review the room description for included amenities. It is recommended to always
book “Most Preferred” or “Preferred” hotels when available, as they provide guaranteed/additional
amenities at no extra cost.

5.7.3 Brand
To search by a specific brand of hotels, select the brand(s) under “Brand.”

Brand v Parent Brand Star

Brand

(] AC Hotels Marriott (1)

[ Alafllatale 1y

5.7.4 Parent brand
To search by a specific parent brand of hotels, select the brand(s) under “Parent Brand.”

Parent Brand v Star Rating v

Parent Brand

(] BWH Hotels - Best Western & World Hotels (Chain) (4

P L
- T

5.7.5 Star rating
Star ratings (1-5) indicate the level of comfort and amenities. To search by a certain level of star
rafing, use the checkboxes under “Star Rating.”

Note: Hotel star ratings are provided by Northstar Travel Media, a third-party partner of Concur.

N Star Rating v

Star Rating

(] 4-Star Hotel (2)

ZeStanbiatalll A
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5.7.6 Sort by

The search results page defaults to “Sort By” preference level. When the hotel search is sorted by
preference, it will show you hotels in this order: “Most Preferred,” “Preferred,” "Non-participating
hotels.” If you would like to sort by different criteria, you can change the “Sort By" field.

1T Sort by Preferred Level ~

Default

Distance

5.7.7 Clear All
To clear all search filters, click “Clear All.”

Hotels Skip Search

Sacramento, California December 30, 2025 - December 31, 2025  Edit Search

Y All Filters ~ Search hotel name Q Hotel Amenities v Brand v Choice International (Chain) Star Rating v I Clear All I

5.7.8 Map

The map is a helpful tool for viewing where the hotels are located and the nightly rate.

Hotels s seeen

Currency: USD
Sacramento, California April 13,2026 - April 14,2026 Edit Search

'V AllFilters v Search hotel name Q Hotel Amenities v Brand v Parent Brand v Star Rating v

11 Sort by Preferred Level
Results: 81

s }_

AMERICAN
RIVER;PARKWAY.

TownePlace Suites by Marriott Sacramento Airport Natomas

From i
ouse s
5150 Nightl s DOs RIGH
4090 East Commerce Way, Sacramento, CA95834 @ 4.76mi  2.Star Hotel ? Ty 2 TRIANGEE
Total price is unavailable 2 SOUTHERN el
& PACIFIC / a5
@ Accessible facilities @ Complimentary breakfast RICHARDS S £
@ Complimentary buffet breakfast (@ Complimentary continental breakfast 5
@ Exercise gym @ Free parking @ Health club @ High speed internet access Sacramento gy Cst ¥ American RY
| © High speed wireless @ On-site parking @ Outdoor pool @ Parking @ Pool

© STP highly encourages using this property when feasiblefavailable. This property meets
the Preferred Hotel Program's requirements by accepting virtual payments, offering.
rates at or below the federal General Services Administration, and providing one or
more additional amenities at no extra cost.

California State
Railroad Museum’ @

s Z /ssy
%me . César Chavez PlazBis, &
4 e F LY

MANSION FLATS

L
Most Preferred Property EJ Neighborhood Safety Score: 72 Sustainability Score: 57 s

View Rooms
£ 1.2KG COze Crocker Art Museum(@))  CallfomiaState 4 Capitol
| ", Caitol Musedm X7 bari World - & MeKinley P
W, e Rose &
(" 2 den £ Hsr
INN OFF CAPITOL PARK AN ASCEND COLL From ) Sl Surers
California,
1530 N Street, SACRAMENTO, CA 95614 © 049 mi  3-Star Hotel i AltomobileMussum & Historic Park
Total price is unavailable =
© STP highly encourages using this property when feasiblefavailable. This property meets NS,
the Preferred Hotel Program’s requirements by accepting virtual payments, offering. ’u%
rates at or below the federal General Services Administration, and providing one or o &
more additional amenities at no extra cost. Miller %3
A ) RegionallPark S
Most Preferred Property. G} Neighborhood Safety Score: 73 Sustainability Score: 55 - Ig %
£) 1.4KG COze “glnﬁ | ALHAMBRAS
%%% JRIANGLE
% <>
| e— R e e Google L oTourd shorcuts _tten dets 02078 Gooeie Terms _epertamas s

Click and drag your mouse on the map to see additional hotels nearby.

Use CTRL + scroll fo zoom in or out on the map.

Use ctrl + scroll to zoom the map
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5.8 Choose a Hotel

5.8.1 Preferred or Most Preferred Status
To benefit from negotiated rates and amenities, state travelers should choose "Most Preferred" or "
Preferred" hotels above all others.

LARKSPUR LANDING SACRAN
555 Howe Ave, SACRAMENTO, CA 95825

@ High speed internet access

© STP highly encourages using this prope
the Preferred Hotel Program's requirem
rates at or below the federal General S¢
more additional amenities at no extra cq

Courtyard by Marriott Sacran
4422 Y Street, Sacramento, CA 95817

@ Accessible facilities &) Exercise gym
@ High speed intemet access & High

© 5TP encourages using this property wi
Preferred Hotel Program's requiremen|
rates at or below the federal General §

Most Preferred Property Neighborhoo|

Neighbeorhood 4

ril

5.8.2 Neighborhood Safety Score
Each property will show a “Neighborhood Safety Score,” which is calculated with 100 being the best
and 1 being the worst.

From
$105 Nightly
Total price is unavailable

LARKSPUR LANDING SACRAMENTO EXTSTAY
555 Howe Ave, SACRAMENTO, CA 95825-8314 © 427 mi  3-Star Hotel

@ High speed internet access

© STP highly encourages using this property when feasible/available. This property meets
the Preferred Hotel Program's requirements by accepting virtual payments, offering
rates at or below the federal General Services Administration, and providing one or
more additional amenities at no extra cost.

Most Preferred Propertyl| ) Neighborhood Safety Score: 71 [Sustainability Score: 54

£ 1.4KG COz

View Rooms.

Click the "Neighborhood Safety Score” to see details about the property’s safety rating.

rates at or below the federal General Services Administration, and providing|

more additional amegiti
lost Preferred Propertyl i Neighborhood Safety Score: 71 Bustainability Sq

B 7.4KG

D Neighborhood Safety Score

71

Neighborhood Safety Score

Safety awareness information for selected hotel
neighborhoods:

66  Nighttime Safety 73 Physical Safety

5.8.3 Sustainability Score

Each property will show a “Sustainability Score,” which is calculated with 100 being the best and 1
being the worst. This score is calculated based on several criteria including: reported carbon
emissions, net-zero plans and specific sustainability initiatives implemented by the hotel, for example
single-use plastic and LED lighting. The data for this score is provided by the hotel and is not verified
by a third-party.

From
$105 Nightly
Total price is unavailable

LARKSPUR LANDING SACRAMENTO EXTSTAY
555 Howe Ave, SACRAMENTO, CA 9568258314 @ 4.27 mi  3-Star Hotel

@ High speed internet access

© STP highly encourages using this property when feasible/available. This property meets
the Preferred Hotel Program's requirements by accepting virtual payments, offering
rates at or below the federal General Services Adminisiration, and providing one or
more additional amenities at no extra cost.

Most Preferred Property (J Neighborhood Safety Score: 7} Sustainability Score: 54

£ 7.4KG COz

View Rooms
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5.9 Choose a Hotel Room

Click *View Rooms” to see more information about the hotel and the rates/room types available.

LARKSPUR LANDING SACRAMENTO EXTSTAY

555 Howe Ave, SACRAMENTO, CA 95825-8314 (& 427 mi  3-Star Hotel

@ High speed internet access

© STP highly encourages using this property when feasible/available. This property meets
the Preferred Hotel Program's requirements by accepting virtual payments, offering
rates at or below the federal General Services Administration, and providing one or
more additional amenities at no extra cost.

From
$105 Nightly

Total price is unavailable

Most Preferred Property @ Neighborhood Safety Score: 71 Sustainability Score: 54

View Rooms

£) 7.4KG COze

5.9.1 Hotel overview

The hotel information appears at the top of the page. You can view pictures of the hotel,

sustainability information, services, and amenities.

= ET7Concur 2 o &
@ 0

< Larkspur Landing Sacramento Extstay [(overview | Rooms  Policies ~ Services and Amenties || Currency: USD
o> Monday, April 20, 2026 - Wednesday, April 22, 2026 555 Howe Ave, SACRAMENTO, CA 95825-8314 3-Star Hotel
@ Most Preterea Property
i
o>

Popular Property Services & Amenities

& High speed intemet access

View All

@ Neighborhood Safety Score: 70

Sustainability Score: 54 £) 14.8KG COze

Y AllFiters v

5.9.2 Rooms
Below the hotel information, you can see the different rooms available.

To filter the rooms shown, click "All Filters.”

Y AllFiters ~

State Of Ca Negotiated Rate, Ada Roll In Shower Queen Bed Studio Full Kitchen Desk Smart TV Breakfast Laundry
¥{ Breakfast k3 One queen bed

@ Dishwasher

View Cancellation Policy

Negotiated Rate

Excludes Taxes & Fees
View Rate Details »

From
$105 Nightly

$105 Total

Select

You can choose to filter by bed type, breakfast provided, and rate type. This is not required, but it's a

helpful tool to help you find a room that best meets your needs.

5.9.3 Policies
Below the room options, you can view additional hotel information and policies.

About This Property

Larkspur Landing Sacramento Extended Stay all-suite hotel is designed to take the stress out of travel while fostering both relaxation and productivity with the authentic feeling of home away from home. From the warr|
to the genuine hospi our living room-style lobbies Larkspur Landing hotels address the single most important need of the modern business traveler: to be comfortably productive.

General Total rooms : 0

Kitchenette
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HOW TO BOOK LODGING

5.9.4 Services and amenities
At the bottom of the page, you can view the services and amenities provided at the hotel.

Services & Amenities

& Accessibility "l"‘ Food and Beverage s+ General $ Safety

Elevators Continental breakfast Air conditioning Fire safety compliant

5.9.5 Cancellation policy
When reviewing rooms, please make sure to read the cancellation policy. Travelers are required to
abide by hotel's cancellation policies.

State Of Ca Negotiated Rate, Ada Roll In S

¥{ Breakfast ko One queen bed

® Mo deposit required @ Dishwasher
@ Cancellation penalties apply

Negotiated Rate I View Cancellation Policy I

5.9.6 Rate details
If booking multiple nights, there will be two different prices listed for each room:

A. Nightly rate (base rate)
B. Estimated total

A From

$120 Nightly

B | $23g Total

Excludes Taxes & Fees
View Rate Details »

[ iy ey

For executive branch agencies: Ensure the nightly rate is within the maximum lodging reimbursement
rate. See section 3 of this document for more information.

5.9.7 Rate requirements
Do select arate labeled as “State of CA Negotiated Rate.”

State Of Ca Negotiated Rate,lﬂ\da Roll In Show

Y{ Breakfast km One queen bed

@ No deposit required &) Dishwasher
@ Cancellation penalties apply

Megotiated Rate | View Cancellation Policy
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Do not select any Federal or Government rates as those apply to federal employees only.

Government ln Business ID Required At Check-In Include Breakfast Limit 2 Rooms Person H
reakrast/Wi-Fi-Kitchen With/Micro/Fridge Spacious Living Room-HDTV-Sofabed-Wark Area

Y1 Breakfast ko One queen bed

@ No deposit required @ Kitchen @ Microwave @ Refrigerator (2 Seating area with sofa/chair
@ Cancellation penalties apply

Government Rate . View Cancellation Policy

Do not select any military rates, as those apply to active duty military personnel. If you are an active
duty military personnel, you may select this rate if it is lower than the “State of CA Negotiated Rate”
and aligns with your agency’s internal policies. Be prepared to show active duty military identification
upon check-in.

Military Family Rate Exclusive For Active Duty/Veterans/Retired Military. Us Or Canada Military
/Wi-Fi-Kitchen With/Micro/Fridge Spacious Living Room-HDTV-Sofabed-Work Area

¥4 Breakfast ks One queen bed

@ No deposit required @ Kitchen @ Microwave (@ Refrigerator (2 Seating area with sofa/chair
@ Cancellation penalties apply

Government Rate | View Cancellation Policy

When booking hotels through the Preferred Hotel Program (Most Preferred and Preferred properties),
travelers should select rates labeled “CA Negotiated Rate” or “State of CA Negotiated Rate”
whenever available. If there are no “State of CA Negotiated” rates available, select any rate with
the “Negotiated Rate” label.

California Dgs Rt, Guest Room, 2 Queen

ko Two queen beds

© No deposit required
@ Cancellation policy details are available upon selection

Negotiated Rate

If you select an incorrect rate, you may be charged a higher rate upon check-in.
If you select an incorrect rate, your choice will be audited for compliance by your agency.

5.9.8 Not allowed warning
Certain rooms may be marked “Not Allowed” due to requiring a deposit or violating another agency
policy.

Prepay Non-Refundable Non-Changeable, Prepay In, Full, No Changes, 1 Bedroom Suite, 1 King, Sofa Bed From
¥ One king bed 67 Nightly
@ Non-Refundable $467 Total

@© Prepayment needed Excludes Taxes & Fees

View Cancellation Policy View Rate Details »
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Click the red circle with an “x" to learn more about why the rate is blocked/not allowed.

EMZS Nightly

€ Out of Policy

This option viclates one or more of your company
travel rules.

Not Allowed

Rate description contains any of text 'advance
b £l el =) it

Rooms/rates that require a deposit are marked “Not Allowed” in Concur as they violate state statute.

See 'SAM 4117 Guide' for more information.

5.9.9 Select the room
To choose aroom, click “Select” for the option desired.

State Of Ca Negotiated Rate, Ada Roll In Shower Queen Bed Studio Full Kitchen Desk Smart TV Breakfast Laundry
Y1 Breakfast ko One queen bed

@ No deposit required @ Dishwasher

@ Cancellation penalties apply

Negotiated Rate | View Cancellation Policy

From
$105 Nightly

$105 Total

Excludes Taxes & Fees
View Rate Details %

Select I

5.10 Review and Book Page

You are now on the “Review and Book” page.

= EI7Concur

® ;
I Review and Bookl

e

LARKSPUR LANDING SACRAMENTO EXTSTAY 3-Star Hotel
555 Howe Ave, SACRAMENTO, CA 958258314 Phone: 19166461212

Most preterred Property  Sustainabilty Score: 54 £ 7.4KG COze

Rzacag: State Of Ca Negotiated Rate Include Breakfast Prkg WiFi Onsite Laundry 1 Queen Bed Studio Suite
1Night

Booking Includes

© One queen bed

© Breakfast
£ " L2:000M an Mo,

Estimated Total Cost @

March 9, 2026

Taxes, fees and charges v

Payment
Form of Payment *

Card e

a o &

Currency: USD

$121.01

$104.25

$16.76

5.10.1 Hotel Information
Review the ftrip information.

= E: ¥ Concur

Review and Book

B &

LARKSPUR LANDING SACRAMENTO EXTSTAY 3-Star Hotel
555 Howe Ave, SACRAMENTO, CA 95825-8314 Phone: 1-916-6461212
Most Preferred Property | Sustainability Score: 54 £ 7.4KG COze

Rzacag: State Of Ca Negotiated Rate Include Breakfast Prkg WiFi Onsite Laundry 1 Queen Bed Studio Suite

1 Night
Booking Includes
© One queen bed

@ Breakfast
© Free cancellation until 2:00PM on March 7, 2026.

Check-in Check-out
March 9,2026  March 10, 2026

Per diem lodging limits
Mar 09 - Mar 10, $150, Meals rate: $81, Incidentals rate: $5

Estimated Total Cost @

March 9, 2026

Taxes, fees and charges v

Payment
Form of Payment *

Card wese

a o A

Currency: USD

$121.01

$104.25

$16.76

Rules and Restrictions

[T 1 have read and accept the rules & restrictions and policies.*

Add Payment Method  Update Card
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5.10.2 Traveler Information
Review the fraveler’s information. You may be turned away if the name on your identification does
not match your reservation.

A. Verify the traveler's name is accurate and matches the photo identification the traveler will
provide upon fraveling.

B. Verify the phone number, email, and frequent traveler account are correct, if applicable.

C. To add a frequent traveler account, click “Add Frequent Traveler Account.” In the pop-up,
choose the brand/program and enter the account number. Click “Save” once all accounts
have been added.

D. To edit the traveler’'s information, click “Edit Information.” This will take you to the traveler’s
profile to make any changes necessary. When done editing, click “Save” and the “Review
and Book™ page will load again.

Traveler Information

All information must match government issued ID from your profile.

Mame on Reservation A Phone B Email

William Never 11111111 @dgs.ca.gov
Frequent Traveler Account B

None

I Add Frequent Traveler Accuuni Edit \nformatlunl

5.10.4 Provide hotel room preferences
Add any requests you may have for the room, such as extra pillows.

Room Preferences

Your requests will be forwarded to the hotel.

Special Requests 0/30

e. g. room away from elevator

"
Indicate any additional requests. Fulfillment is not guaranteed.

5.10.5 Estimated total cost
Review the price summary in the “Estimated Total Cost” section of the page.

Note: Taxes and other fees may not be included.

.
Review and Book Currency: USD
LARKSPUR LANDING SACRAMENTO EXTSTAY 3-Star Hotel Estimated Total Cost @ $121.01
555 Howe Ave, SACRAMENTO, CA 95825-8314 Phone: 1-916-6461212
Most Preferred Property | Sustainability Score: 54 £ 7.4KG COze March 8, 2026 $104.25
Rzacag: State Of Ca Negotiated Rate Include Breakfast Prkg WiFi Onsite Laundry 1 Queen Bed Studio Suite Taxes, fees and charges v $16.76
1 Night
Booking Includes Payment
© One queen bed Form of Payment *
@ Breakfast
@ Free cancellation until 2:00PM on March 7, 2026 Card e M
Check-in Check-out

Add Payment Method ~ Update Card
March 9, 2026  March 10, 2026

Yhon cood ond occont tho nane @ ictinene and aolicine *
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5.10.6 Select a method of payment
Under “Form of Payment,” you will choose a card to reserve the hotel room.

o
Review and Book Currency: USD
LARKSPUR LANDING SACRAMENTO EXTSTAY 3-Star Hotel Estimated Total Cost @ $121.01
555 Howe Ave, SACRAMENTO, CA95825-8314 Phone: 1.916-6461212
Most Preferred Property | Sustainability Score: 54 £ 7.4KG COze March 9, 2026 $104.25
Rzacag: State Of Ca Negotiated Rate Include Breakfast Prkg WiFi Onsite Laundry 1 Queen Bed Studio Suite Taxes, fees and charges $16.76
1 Night
Booking Includes Payment
© One queen bed Form of Payment *
@ Breakfast
@ Free cancellation until 2:00PM on March 7, 2026, Card seee M
Check-in Check-out Add Payment Method  Update Card

March 9, 2026  March 10, 2026

5.10.6.1 Virtual Card
If your agency participates in the Virtual Card Program for hotels, it will be noted as, “Virtual
Payment” under "Form of Payment.” See the Virtual Payment Resources page for more information.

Payment

Form of Payment *

Select a payment W

Accepted for Booking

Virtual Payment for Hotels

Card seee - 12420

5.10.6.2 Personal Card

If your agency does not participate in the Virtual Card Program, a personal credit card must be
added to the profile in Concur. Reach out to your agency Travel Coordinator(s) for internal
reimbursement processes.

Use the drop-down menu to select the correct card.

Payment

Form of Payment *

Select a payment W

Accepted for Booking

Virtual Payment for Hotels

Card veee - 12j20
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5.10.6.3 Add Payment Method
To add a payment method, click “Add Payment Method.”

Payment

Form of Payment *

Card weee v

Add Payment Method HUpdate Card

In the pop-up that appears, complete the fields required. Enter the card information by typing
required information and using the drop-down menus.

Add a Credit Card * Required

Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name" field to label the
card so you can easily identify and select it when using features that require a credit card transaction.

Display Name (e.g., My Corporate Card) * Your name as it appears on this card ¥

William Never

Card Type * Credit Card Number * Expiration Date *
hd 1 v 2026 w

Since airfare, rail tickets, and car rentals are directly billed to your agency, you only need to check
“Hotel Reservations” under the “Use this card as the default for” section.

Add a Credit Card * Required

Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name" field to label the
card so you can easily identify and select it when using features that require a credit card transaction.

Display Name (e.g., My Corporate Card) * Your name as it appears on this card *
William Newver

Card Type * Credit Card Number % Expiration Date *
A 1 W 2028w

Use this card as the default card for:
D Plane Tickets D Rail Tickets D Car Rentals D Hotel Reservations

Enter the biling address for the credit card.

Add a Credit Card * Required

Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name" field to label the
card so you can easily identify and select it when using features that require a credit card transaction.

Display Name (e.z., My Corporate Card) * Your name &s it appears on this card *
William Never

Card Type * Credit Card Number * Expiration Date *
v 1 v 2026 W

Use this card as the default card for:
[ Prane Tickets [ Rail Tickets [ Car Rentals [ Hotel Reservations

Billing Address

Enter the billing address for this credit card below. If this is a personal credit card, the billing address will typically be
your home address. If it's a company card, the billing address might be your company address. The billing address
must be the address where the bills for this card are currently delivered, not where you would prefer they be delivered.
This information is used to verify your identity during credit card transactions. Your credit card may be declined if your
billing address is inaccurate.

Billing Addresses longer than 30 characters may cause certain Airlines (Direct Connects and Web Bookings) to decline
your credit card. Please abbreviate long addresses if possible.

Street ¥ )
Tip: If you complete your personal profile,
we'll fill in this address information for you
each time you add a new card
-
City * State * ZipiPostal Code *

None Selected ~

Country/Region *
United States of America -
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Once the credit card’s information is added, click “Save.”

Add a Credit Card * Required

Enter the appropriate information for the credit card you'd like to use below. Use the "Display Name" field to label the
card so you can easily identify and select it when using features that require a credit card transaction.

Display Name (e.g., My Corporate Card) * Your name as it appears on this card *
William Mever

Card Type * Credit Card Number * Expiration Date *
hd 1 w2026 9w

Use this card as the default card for:
|:| Plane Tickets |:| Rail Tickets |:| Car Rentals |:| Hotel Reservations

Billing Address

Enter the billing address for this credit card below. If this is a personal credit card, the billing address will typically be
your home address. If it's a company card, the billing address might be your company address. The billing address
must be the address where the bills for this card are currently delivered, not where you would prefer they be delivered.
This information is used to verify your identity during credit card transactions. Your credit card may be declined if your
billing address is inaccurate.

Billing Addresses longer than 30 characters may cause certain Airlines (Direct Connects and Web Bookings) to decline
your credit card. Please abbreviate long addresses if possible.

Street *
Tip: If you complete your personal profile,
well fill in this address information for you
each time you add a new card.
s
City * State * Zip/Postal Code *

Mone Selected v

Country/Region *
United States of America W

Cancel Reset m

Important: Card information will not be saved if the number provided is invalid.

us2.concursolutions.com says

This card number is not valid.

5.10.7.4 Update Card

To update a card that has already been added to your Concur profile, click “Update Card.”

Payment

Form of Payment *

Card sses v

Add Payment Method § Update Card
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A pop-up will appear. As noted along the top of the pop-up, you will not have access to the full card
number for security purposes. Edit the necessary information. See section 5.10.6.3 of this document for
detailed instructions. Once you've edited the credit card, click “Save.”

JEdit Credit Card % Banuisads

[ﬂ For security, your credit card number is not displayed. If you think your credit card number is wrong, delete this credit card record ]

and insert a new one with the correct information.

Edit your credit card information as necessary and click Save when finished.

Display Name (e.g., My Corporate Card) * Your name as it appears on this card %
Card ViIsA

Card Type Credit Card Number Expiration Date *
SA v v

Use this card as the default card for:
[ Plane Tickets (] Rail Tickets [ ] Car Rentals [v] Hotel Reservations

Billing Address

The billing address must be the address where the bills for this card are currently delivered, not where you would
prefer they be delivered. This information is used to verify your identity during credit card transactions. Your credit card
may be declined if your billing address is inaccurate.

Billing Addresses longer than 30 characters may cause certain Airlines (Direct Connects and Web Beookings) to decline
your credit card. Please abbreviate long addresses if possible.

Street * Use this address
v
P
City * State * Zip/Postal Code *
Sacramento California v

Country/Region *
United States of America ~

o G D

5.10.7 Accept rules, restrictions, and policies
Review the “Rules and Restrictions” for the hotel. Travelers are bound by the cancellation policies set
by the hotel and must understand and agree to the cancellation policy before booking.

If you agree, click “I have read and accept...”

Estimated Total Cost @ $121.01
March 9, 2026 $104.25
Taxes, fees and charges v $16.76
Payment

Form of Payment *

Card sees v

Add Payment Method Update Card

[:] | have read and accept the rules & restrictions and policies.® I

Rules and Restrictions

Book and Continue

Change Selection
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5.10.8 Book and Continue
If you are ready to book, click “Book and Confinue.”

Estimated Total Cost @ $121.01
March 9, 2026 $104.25
Taxes, fees and charges v $16.76
Payment

Form of Payment *

Card seee v

Add Payment Method Update Card

D | have read and accept the rules & restrictions and policies.®

Rules and Restrictions

Book and Continue

Change Selection

Important: If you chose virtual payment as your form of payment, once you click “Reserve Hotel and
Continue” the virtual card will be deployed to the hotel, whether the booking is completed or not.
Please see Virtual Payment and Virtual Card Number Resources for more information.

You have not finished booking the trip!

5.11Finalize Page

You are now on the "Finalize” page.

Finalize * Required field

Trip Overview Estimated Total Cost @ $242.02
March 9, 2026 - March 10, 2026

Trip Name 17/50 Hotel v s242.02

Trip - Sacramento
Rates are quoted in USD.

Description 01250 © Original cost, refund, or penalty for canceled or changed bookings are not displayed.
Finalize Trip
Traveler Cancel Trip

BETATESTER

.5 LARKSPUR LANDING SACRAMENTO EXTSTAY, SACRAMENTO
Monday, March 9, 2026 - Tuesday, March 10, 2026 Confirmed W Would you like to book anything else?

Property Confirmation: | Provider Confirmation: 1

[0 Add Hotel @ Add Rental Car

|y LARKSPUR LANDING SACRAMENTO EXTSTAY, SACRAMENTO
Monday, March 9, 2026 - Tuesday, March 10, 2026 Confimed v
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5.11.1 Trip Overview

For “Trip Name,” give it a name that will be easy to identify in your Trip Library. Under “Trip
Description,” you can add more details about what the trip is for.

Trip Overview
March 9, 2026 - March 10, 2026

Trip Name * 17/50

Trip - Sacramento

Description 0/250

Review the traveler's name and hotel information. Click the drop-down arrows to see details.

Traveler
BETA TESTER

k5 LARKSPUR LANDING SACRAMENTO EXTSTAY, SACRAMENTO
Monday, March 9, 2026 - Tuesday, March 10, 2026

Confirmed v
Property Confirmation: | Provider Confirmation: 1

|y LARKSPUR LANDING SACRAMENTO EXTSTAY, SACRAMENTO

Monday, March 9, 2026 - Tuesday, March 10, 2026 Confirmed v

Property Confirmation: | Provider Confirmation:

5.11.2 Additional Information

Under “Additional Information,” respond to the questions. The questions that appear may be
different, depending on your agency'’s required information.

Additional Information I

Your company has requested a few more details about this booking.

| agree to the Terms of Use and have read and will comply with State of CA travel and expense policy *

No option selected ~

Why was no hotel reserved? *

Important: All items with a red asterisk are required fields and must be entered to book the travel.

5.11.3 Would you like to book anything else?

You can add a rental car or hotel to the trip on this page. Look for the car and bed icons under the
estimated cost information. See the videos and/or guides ‘How to Book Lodging’ and/or ‘How to
Book a Rental Car’ for more information.

Finalize

* Required field

Trip Overview Estimated Total Cost @ $242.02
March 9, 2026 - March 10, 2026
Trip Name * 17/50

Hotel v/ 324202
Trip - Sacramento

Rates are quoted in USD.

Description 0250 © Orginal cost, refund, o penalty for canceled or changed bookings are not displayed.

Finalize Trip

Cancel Trip

Traveler
BETATESTER

.5 LARKSPUR LANDING SACRAMENTO EXTSTAY, SACRAMENTO
Monday, March 9, 2026 - Tuesday, March 10, 2026

Confirmed Would you like to book anything else?

Property Confirmation: | Provider Confirmation:

9 Add Hotel & Add Rental Car
ey LARKSPUR LANDING SACRAMENTO EXTSTAY, SACRAMENTO
Monday, March 9, 2026 - Tuesday, March 10, 2026

Confirmed v

Property Confirmation: | Provider Confirmation:
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5.11.4 Finalize Trip
If allis correct, click “Finalize Trip."” If you would like to cancel or are not yet ready to book, click "Cancel
Trip."”

Estimated Total Cost @ $242.02

Hotel $242.02
Rates are quoted in USD.

[i] Original cost, refund, or penalty for canceled or changed bookings are not displayed.

Finalize Trip

Cancel Trip

You have not finished booking the trip!

5.12 Trip Confirmed Page

Note: Your fravel is not booked until you have reached this page!

This page notifies you the trip has been booked. To see the trip information, click “View Trip
Overview."” Click “Back to Homepage” to return to Concur’'s homepage.

Trip Confirmed

An email confirmation will be sent to BETA TESTER

Back to Homepagel View Trip Overview

Traveler BETATESTER
Trip Name Trip - Sacramento
Date March 9, 2026 - March 10, 2026

Note: Your fravel manager may have to approve the trip. If your agency has automated approvals
turned on, please see the guide ‘Passive and Hard Stop Approval Information’ for more information.
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6. Booking a Hotel Within a Multi-Component
Trip
All multi-component travel is booked in the same order — air or train, rental car, then hotel. Complete

all steps of booking air, train and/or rental car. Please see the videos and/or guides 'How to Book Air,'
'How to Book a Train," and/or 'How to Book a Rental Car' for more information.

After clicking “Add Hotel” on the “Finalize” page, a pop-up will appear.

Add to Your Trip

|
Hotel Search
|

Please select the date and destination from your trip to which you would like to add a booking.
Upcoming Reservations

Flight: Los Angeles International Airport, 05/11/2026

Destination *

Los Angeles

Dates *

05/11/2026 - 05/13/2026 (&)

Distance *
Would you like to book anything else?

Smi

g Add Hotel & Add Rental Car

m Close

Use the drop-down menu to select the travel segment for which you would like to add the hotel.

Add to Your Trip
Hotel Search

Please select the date and destination from your trip to which you would like to add a booking.

Upcoming Reservations

Flight: Los Angeles International Airport, 05/11/2026

The location and check-in/check-out dates will default to your flight or train schedule and location.
Remember to change this if necessary.

Add to Your Trip
Hotel Search

Please select the date and destination from your trip to which you would like to add a booking.

Upcoming Reservations

Flight: Los Angeles International Airport, 05/11/2026 v

Destination *

Los Angeles
l |

Dates *

05/11/2026 - 05/13/2026 B
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Click “Search.”

Add to Your Trip
Hotel Search

Please select the date and destination from your trip to which you would like to add a booking.
Upcoming Reservations

Flight: Los Angeles International Airport, 05/11/2026 v

Destination *

Los Angeles
Dates *
05/11/2026 - 05/13/2026 ]
Distance *
5 mi v
Close

Complete the reservation by following the instructions within section 5 of this document.
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There are a few ways you can find the itinerary.

/.1 Confirmation Email

You will receive a confirmation email from Concur noting that the trip has been booked. Keep this
email for your records.

Confirmation: Trip | Sacramento, 03/09/2026 - 03/10/2026

Concur Travel <noreply@concursolutions.com: I |§|§

T gl

@ If there are problems with how this message is displayed, click here to view it in a web browser.

ﬁ Hotel_Booking.ics - ﬁ Hotel_Booking.ics o ﬁ Trip_-_Sacramento.ics
2KB 2KB 3KB

|CAUTION: This email originated from a NON-5tate email address. Do not click links or open attachments unless you are certain of the sender’s authenticity.

SAP Concur

Trip Confirmation

Trip Status:
Confirmed

Traveler:

The email will include calendar atftachments to easily add the hotel information to your calendar.

Confirmation: Trip - Sacramento, 03/09/2026 - 03/10/2026

Concur Travel <noreply@concursolutions.com =
To @I @DG5

m If there are problems with how this message is displayed, click here to view it in a web browser.

Hotel_Booking.ics 9 Hotel_Booking.ics - Trip_-_Sacramento.ics
2 KB 2 KB 3KB

Within the email, you can see the Record Locator and a link to open the trip within Concur.

Trip Confirmation

Trip Status:
Confirmed

Traveler:

Dates:
03/10/2026 - 03/12/2026

Record Locator:
FDQTW9
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/.2 Purchased Email

You will receive an invoice email from Cl Azumano noting that the trip has been booked and paid.
Keep this email for your records.

Purchased NEVER/WILLIAM

@ € reply

CalTravel@ciazumano.com

Ce

SUPPORT@CONCUR.COM;

® If there are problems with how this message is displayed, dick here to view it in a web browser,

Invoice - Itinerary Communication PDF Attachment - CB1X7R.pdf - Y Invoice - Itinerary Communication Plain Text Attachment - CB1X7R.bxt
e ] 199 KB 3KE

Rental Car Confirmation Number 1676482151COUNT WILLIAM MEVER.ics o
TKE

CAUTION: This email originated from a NON-5tate email address. Do not click links er open attachments unless you are certain of the sender’s authenticity.

LIC AZUMANO I Statewide TraveL procRAN

Reporiable Fields — NO

= Contact Us at 877-454-8785

Agency Locator: CB1XTR

®\ Travelers

The email will include a PDF and text version of the itinerary.

Purchased NEVER/WILLIAM

B Repl
o CalTravel@ciazumano.com |© O Reply

To @
Cc SUPPORT@CONCUR.COM;

@ If there are problems with how this message is displayed, click here to view it in a web browser,

Invoice - ltinerary Communication PDF Attachment - CB1XTR. pdf o 5 Invoice - ltinerary Communication Plain Text Attachment - CB1X7R it
| 199KB 2 e

ﬁ Rental Car Confirmation Number 1676482151COUNT WILLIAM NEVER.ics o
TKE

Within the email, you can see the Record Locator and a link to open the trip within Concur.

LICI AZUMANO ’\—I ?tatewide TRAVEL PROGRAM

o ALIFORMIA DEPARTMENT

Reportable Fields — NO

« Contact Us at 877-454-8785

Agency Locator: CB1X7R

[ ]
- Travelers

Traveler: NEVER [ WILLIAM Reference ID: NO
L Fridav 22 Bunanet
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/7.3 Trip Library

You can also find trip information via the “Upcoming Trips” section in Concur. Log into Concur and
click “Travel,” “Trip Library.”

&Y concur

(imikd

Travel

&>

*an

nps

Travel Home

Arrangers

Trip Library

Tools

I—

Plan a Tj
Find and
rides for

Cc

Your “Trip List” will open. From here, you can click “View Trip Details” to view, edit or cancel the frip.
See the videos and/or guides ‘How to Add to An Existing Itinerary,” ‘How to Change a Booking,’

and/or ‘How to Cancel a Booking’ for more information.

Trip List

W Al Filters v Trips (1) v

Trip - San Diego

Monday, March 186, 2026 - Tuesday, March 17, 2026

BESR  Record Locator: FPGH2Y

Confirmed (5

Approval: Approved | Your trip has been approved (approver name:

Search Trip Name Q

IT Sort by Earliest Trip Start Date

View Trip Details

The trip’'s Record Locator can be found under the travel dates.

Trip List

Y All Filters [Trips 1) ~ ] [Tn’p Status v ]

Trip - San Diego

Approval: Approved

Monday, March 16, 2026 - Tuesday, March 17, 2026

e I Record Locator: FPGHZYI

Confirmed | (5 i-

Your trip has been approved (approver name:
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HOW TO BOOK LODGING

/.4 Conferma Email

If the hotel participates in the Preferred Hotel Program, you will receive an email from Conferma after
booking the hotel.

Cl Azumano Travel - Important payment information about your booking to CROWNE PLAZA MISSION VALLEY BY IHG, Willian

u T I ) Repl
notifications@conferma.com ‘© © Reply

(@)1 there are problems with how this message is displayed, click here to view it in a web browser,

‘ CAUTION: This email originated from a NON-5tate email address. Do not click links or open attachments unless you are certain of the sender’s authenticity.

H

Cl Azumano Travel - Important payment information about your booking to CROWNE PLAZA MISSION VALLEY BY IHG, William Never

Booking Confirmed, it's waiting for you in the Conferma App!

Great news, your booking to CROWNE PLAZA MISSION VALLEY BY IHG on 10 April 2026 for 2 night(s) has been confirmed and is ready for you in the Conferma App!

Conferma is the app used by the state to manage virtual cards. Please see the guide ‘Conferma
Quick Guide for Travelers’ and/or the Virtual Payment Resources page for more information.

This email notifies you that a virtual card has been deployed to the hotel, as well as the booking
information. You will not have access to the full credit card number.

Cl Azumano Travel - Important payment information about your booking to CROWNE PLAZA MISSION VALLEY BY IHG, William Never
e Reply | ) Reply All ‘ Forward
notifications@conferma.com ‘ © ‘ © Rerly | © Resty 7 Forvar ‘ ‘
T @ @065 Tue
@ If there are problems with how this message is displayed, click here to view it in a web browser,
a
‘ CAUTION: This email originated from a NON-State email address. Do not click links or open attachments unless you are certain of the sender’s authenticity.
Cl Travel - Impi i ion about your booking to CROWNE PLAZA MISSION VALLEY BY IHG, William Never
Booking Confirmed, it's waiting for you in the Conferma App!
Great news, your booking to CROWNE PLAZA MISSION VALLEY BY IHG on 10 April 2026 for 2 night(s) has been confirmed and is ready for you in the Gonferma App!
Information about your hotel booking
428 The hotel has been authorised to charge for the services below.
Payment Details
Hotel CROWNE PLAZA MISSION VALLEY BY IHG, 2270 HOTEL CIRCLE NORTH, SAN DIEGO, 92108, US
Check.in Date: 10 April 2026 for 2 nighi(s)
Guest Name(s) William Never
Authorised Charges Room, tax, resort fees (if applicable) and parking.
Hotel Reservation Number: 25
Booked Amount: 260.97 USD
What i the hotel tefls me they haven received the payment details? Don'l panic, simply register and resend payment details 10 (he hotel via the Conferma App.
For any queries, CROWNE PLAZA MISSION VALLEY BY IHG can contact Gl Azumano Travel directly on 877-454-8785.
‘Why register for the Conferma App?
The Conferma App allows you to access your Virtual Card Number (VCN) which has been used to pay for your hotel booking
Facilv racond the navmant detaile diractiv 1a vaur hatal if thau dan't haus tham durina chark.in Y
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HOW TO BOOK LODGING

If you have not yet registered for the Conferma app, the email will show you a note with a link to
register.

Cl Azumano Travel - Important payment information about your booking to CROWNE PLAZA MISSION VALLEY BY IHG, William Never

Booking Confirmed, it's waiting for you in the Conferma App!

Great news, your booking to CROWNE PLAZA MISSION VALLEY BY IHG on 10 April 2026 for 2 night(s) has been confirmed and is ready for you in the Conferma App!

Information about your hotel booking

C1 Azumano Travel has arranged payment for your hotel booking using a virtual credit card ending *2535 with an expiry date of 04/28.The hotel has been authorised to charge for the services below.

Payment Details

Hotel: CCROWNE PLAZA MISSION VALLEY BY IHG, 2270 HOTEL CIRCLE NORTH, SAN DIEGO, 92108, US
Check.in Date: 10 April 2026 for 2 night(s)

Guest Name(s) William Never

Authorised Charges: Room, tax, resort fees (if applicable) and parking.

Hotel Reservation Number 25

Booked Amount 260,97 USD

Whatif the hotel tells me they haven't received the payment details? Don't panic, simply register and resend payment details to the hotel via the Conferma App.
For any queries, CROWNE PLAZA MISSION VALLEY BY IHG can contact Gl Azumano Travel directly on §77-454-8785.
Why register for the Conferma App?

‘The Gonferma App allows you to access your Virtual Gard Number (VCN) which has been used to pay for your hotel booking

a__Faci resan tha naument details dirarths In vaur hatal if thew den't hava tham durinn charkin >

It is not a requirement to register for and download the Conferma app to use the virtual payments.
The benefits of using the Conferma app as a traveler are:

e Easily resend the payment details directly to your hotel
e Access your hotel reservations that were booked using virtual cards
e At check-out, capture and save a picture of your hotel invoice for your company o review

If you choose not to use the Conferma app, you must contact Cl Azumano Travel via email or
telephone for any questions or issues that arise.
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8. Checking Into the Hotel

When checking into the hotel, the following identification types are recommended to have with you:

e Driver's License

e Credit card for deposit/incidentals

e Employee ID/Badge

e Copy of Concur/Cl Azumano itinerary (physical or electronic)

If your agency uses Virtual Payments, please reference the Virtual Card Number check-in instructions,
which can be found on the Virtual Card Payment Resources Page.

If you encounter any issues, please reach out to Cl Azumano at 1 (877) 454-8785 and/or your agency
Travel Coordinator(s).
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9. Additional Resources

As a traveler, your first resource for all travel-related inquiries is your agency Travel Coordinator(s).
Ofther helpful resources are:

9.1 Cl Azumano

Email; CalTravel@ciozumano.com

Travel Agents: (877) 454-8785 (use only if trip is in progress)

e Cl Azumano Travel Tools and Resources
e ClAzumano Webpage
e Concur Login Page

9.2 Statewide Travel Program

Email: StatewideTravelProgram@dgs.ca.gov

e |Lodging Resources for State Travel
e Virtual Card Payment Resources Page

Find the following videos and guides on the Statewide Travel Program Training Resources Page:

e Conferma Quick Guide for Travelers
e How to Add to An Existing lfinerary
¢ How to Book a Rental Car

e How to Book a Train

e How to Book Air

¢ How to Cancel a Booking

e How to Change a Booking

e How to Loginto Concur

e How to Set up a Profile in Concur
e Lodging 101

e Concur Pre-Trip Approval Guide

e Virtual Card 101
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