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EXCEPTION TO POLICY BLANKET LETTER FOR DEPARTMENT TRAVEL



	PURPOSE:  This form is used to document, justify the business purpose, and obtain approval for exceptions to NAU’s travel policy that occur frequently within an operating unit.

DIRECTIONS:
· Complete and sign this form. 
· Send form to: Comptroller’s Office – Travel Coordinator Box 4069.
· Renew exception annually, if necessary.

NOTES:  Original form to be filed with Comptroller - Financial Controls Office. Copy of approved form to be filed with the applicable Department/Unit. Reference form in notes on Exhibit J. Blanket Exception is valid from the date specified until the end of the current fiscal period. Exception is not in effect until approved by the Comptroller – Travel Coordinator.




Effective date: ________________ to June 30, 20____

Policy reference(s): Click here to enter text.

Circumstances requiring exception to policy: Click here to enter text.

Additional procedures (such as reviews, signatures, memos) undertaken to prevent and detect misuse: Click here to enter text.

Department(s)/Unit(s) affected by this Exception to Policy Blanket letter: Click here to enter text.


Form completed by:				Phone #:				Date:
Click here to enter text. 	Click here to enter text.	Click here to enter text.


Name of Exception to Policy signer: 		Signature:				Date:

Click here to enter text. 						 Click here to enter text.


Travel Coordinator:				Signature:				Date:





Form date: 08/10/09
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