related expenses, plus applicable taxes.  It is your responsibility to identify personal vs business expenditures.  You must include the personal fare along with the required (2) business airfare comparisons.  All comparisons must be made on the same day 
RENTAL CARS
Travelers will need prior approval from an appropriate official for the use of a rental car. Rental cars are not authorized if the traveler is staying at a conference-designated site. Rental agreement showing type of vehicle, daily rate, extra charges etc., along with the rental receipt showing method of payment, is required for reimbursement. Purchase of rental insurance is not a reimbursable expense. 

GASOLINE RECEIPTS

Receipts must show dates, name of vendor, amount paid and license number.  Reimbursement is only allowable for third party vehicle or rental car.

GROUND TRANSPORTATION

Receipts are required for all fares greater than $25.00 per trip. 

MILEAGE FOR THE TRAVELER'S VEHICLE IS REIMBURSED AT 44.5 CENTS PER MILE.

All mileage claims that exceed the maximum allowed mileage between cities must be substantiated with a mileage log.  The log must include the full beginning and ending addresses[image: image1.png]NORTHERN
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 and the beginning and ending odometer readings of each authorized stop. Out of state mileage must be justified and approved by appropriate official. For out-of-State mileage, contact your travel specialist on qualifications for reimbursable expenses.

BUSINESS COMMUNICATION

Business phone calls itemized on the lodging receipt are reimbursed if noted as “business” on receipt. All means of business communications are allowable.

FOREIGN CURRENCY/RECEIPTS
All receipts for foreign currency need to reflect the currency exchange rate and be substantiated by currency exchange receipts. When charges are paid by credit card, a copy of the credit card statement is required for reimbursement. Credit Cards are encouraged for all Foreign Travel.

REGISTRATION

Registration forms and agendas are required before the travel can be approved.  Original receipts are required if paid at the conference site.  The receipt must show the date, amount, and identify the conference.

HOTEL/MOTEL

The original itemized statement is required showing actual dates of lodging, daily room charges and single room rates if more than one person is occupying the room. There must be a zero balance receipt.

MISCELLANEOUS

Business-related parking and garage fees are reimbursable with receipts.  Valet parking is not an allowable expense.

BAGGAGE HANDLING

Reasonable charges for baggage storage and handling is reimbursable without receipts. (Standard assistance is usually $1 per bag.) 

Useful Web Site 

www4.nau.edu/travel


GENERAL TRAVEL INFORMATION

This is only a guide for Northern Arizona University faculty, staff, and students traveling on University business. These Policies apply to all NAU travel regardless of funding.

Refer to the NAU Travel policies and procedures for complete travel information, available at http://www4.nau.edu/comptr/. Travel arrangements and reservations are made by the traveler or designated representative, in conjunction with departmental approval and a Travel Specialist.

All out-of-state travel requires advance approval. Contact your Travel Specialist about requirements for in-state travel. A signed Record of Absence (ROA) form is required for all employees traveling on university business. Contact your Travel Specialist for on in- and out-of-state requirements.

Within five working days after returning from a trip, all required original receipts must be submitted to your Travel Specialist for reimbursement of travel expenses.  A check will be sent to your home address or primary department selected on the completed/approved travel expense claim.

The traveler needs to demonstrate how this means of transportation is in the best interest of the University. Anyone planning to take a privately owned auto, airplane or university vehicle out of state must provide “justification for out-of-state” use and signed by the appropriate official. 

When personal travel/time is taken while on official travel status the exact hour of departure and return to the temporary duty post must be communicated to your Travel Specialist  Per diem is not granted for the personal period nor expenses allowed for transportation to and from the temporary duty post.

PURCHASING CARD

Using the University Purchasing Card is faster, convenient, and safer than carrying a large amount of cash. Travel policies must be applied when using the University Purchasing Card.  For information about the purchasing card, contact your department Purchasing Card liaison.

TRAVEL ADVANCES

Travel advances are limited. An appropriate official must justify advances.  Only authorized university travel expenses are allowable for advances. 

MEALS AND INCIDENTALS

Claims for meals and incidentals should never exceed actual expenses. Reimbursement will not be allowed for meals and incidentals, or other subsistence expenses, incurred on the premises of a traveler’s own residence or within thirty-five miles of duty post.

REIMBURSEMENT RATE INDEX
A traveler must be in overnight travel status to be eligible for a meal allowance. Overnight travel status is a condition in which an individual is conducting necessary university business that involves at least one night’s lodging, is outside a 50-mile radius from his or her residence and/or designated duty post, and the travel has supervisory approval.
Meal & Incidental Expense Breakdown for partial day travel.  Applies only for overnight stay:

	Breakfast
	$7.
	$8.
	$9.
	$10.
	$11.
	$12.

	Lunch
	$10.
	$11.
	$13.
	$14.
	$16.
	$17.

	Dinner
	17.
	$20.
	$22.
	$25.
	$27.
	$30.

	
	$34.
	$39.
	$44.
	$49.
	$54.
	$59.


Includes tax and tips (receipts not required). 

Per Diem will not be reimbursed for any meals included in registration fees for conventions, conferences, and airfare.

Meal Allowances-Allowances for individual meals will reimbursed as following:
Breakfast:

Travel commences on or before 6:00 a.m. and the traveler or employee's normal starting time is extended by two hours. 
Lunch:

Traveler is in status for a period of six hours or more and travel commences on or before 11:00 a.m. and ends at or after 2:00 p.m. 

Dinner:
Travel extends to 8:00 p.m. or beyond and the traveler extend the normal work hours by three hours or when the traveler leaves for overnight travel on or before 6.00 p.m..

Lodging

Claims for lodging should never exceed actual expenses. Lodging must be at a commercial establishment for expense reimbursement and follow the guidelines set by the State Department of Administration. Conference rates may be reimbursed provided brochure indicates conference rate and the brochure is provided to the Travel Specialist. The least expensive single room rate available is used. Original receipts are required for reimbursable expenses. Receipts must be itemized and show a zero balance or be substantiated with a credit card charge slip. Room and room tax only is reimbursable. Do not direct bill NAU. 

Note:  Personal expenses are not reimbursable.  Personal expenses are paid with a personal credit card and not the University Purchasing card.

AIRFARE
The lowest available coach or equivalent fare should be selected. Tickets should be purchased in advance to take advantage of fare discounts (ie. 21 day advance purchase.  At least two (2) flight comparisons from two different sources are required.  All comparisons must be made the same day.   Flight Insurance is not reimbursable.  If you combined personal travel/time with your business trip, you can only be reimbursed for business 
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