TRV: 525 - TRANSPORTATION EXPENSES

REASON FOR THIS PoLicy
Clear standards for meal and incidental expense reimbursement for individuals traveling on University business.

ENTITIES AF TRATAEK

Volunteerstivo travelforthe purpose of conducting University business,hich for purposes of tt
excludes normal or everyday personal transportation to and from the arkplace.
involving discussion,research,or the exchange or dissemination of information.

B. éneral Regirements and Prohibitions

1 Transportation expenses may only be incurred for authoried travel on university business.Mode of
transportation is to be selected based on the most reasonable and customary mt@siost
commonltraveledrouteconsistenith theauthoried purposeofthetrip,time effectiveness and for
the benefit of the university.

a. Transportation expenses may include university fleet vehicle,public transportation,airfare,
checked bags,rental cars,mileage,fuelfas,road tolls,bridge fees,and parking.

2. Itemied,legible receipt(s) that illustrate proof of payment must be submitted to support the Travel
Expense Claim regardless of payment method.Receipt submission is the responsibility of the individual
tv 0 made the PCard purchase or is regesting the reimbursement.

a. IfaNAUPCardas usedtoincurthe expense,reconciliation of the expense in PeopleSoft
Financials is also regired and to be completed by the individual making the purchase.

3 Ifoperatinga motorvehicleon universitybusinessa universitytraveler,employee or studentnustbe
registeredas an Authoried Driver before travel expenses may be incurred or reimbursed.
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4. Taxi cabs and rideshares, such as Uber and Lyft, may be used for local transportation when necessary
and economical.
a. Taxis and rideshares taken to/from meals are part of the Meals and Incidentals Expense (M&IE)
claim and will not be reimbursement separately; the exception is transportation to/from business

meals but require substantiation of the business purpose and supporting documentation attached to
the Tra

Comptroller’'s Office / TRV 525: Transportation Expenses Page 2 of 8



4. Collision Damage Waiver Coverage (CDW) is required for all out-of-state car rentals; and is allowable for
in-state rentals but is not required.

5. Supplemental Rental Car Insurance: When a traveler rents a motor vehicle for university business using
a NAU PCard, the traveler and vehicle are insured for liability and physical damage losses through the
university’s
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negotiated with Australia, Switzerland, and Japan; travelers should check whether there is an
agreement for their destination country before purchasing tickets.

b. Extend Travel Time: Use of U.S. carrier service would extend travel time, including delay at point
of origin, by 24 hours or more.

c. No Non-Stop or Direct Service Flights: U.S. carriers do not offer nonstop or direct service
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https://in.nau.edu/comptroller/travel-forms/

Forms or Tools

Annual Travel Certification (ATC)

Authorized Driver

Cost Comparison How-To

Currency Converters - http://www.xe.com/ OR http://www.oanda.com/converter

Employee Service Center (ESC)

Enterprise Car Rental — NAU Contract

Google Translate — documents and receipts

Long-Term Travel Case Submission Business Process & Blanket Travel Approval Memo

Mobile Phone App: ServiceNow! — NAU Employee Service Center

NAU Mileage Log

Out-of-State Request for Multiple Representation

Current Arizona State Reimbursement Rates (SAAM) — Lodging & Meals Schedule

US Department of Defense (DoD) Reimbursement Rates — Lodging & Meals Schedule

Travel Case Submission How-To - transcript

Travel Case Submission Quick Reference

Travel Advance/Zelle Workbook

Traveler ltinerary - template

Cross-References

Comptroller’'s Office

NAU Risk Management

NAU Transit Services — Fleet Services

The Office of Foreign Assets Control (OFAC)

Sources

State of Arizona Travel Policy

Arizona Board of Regents Travel Policy

Arizona Revised Statutes § 38-621 — 38-627

Fly America Act

APPENDIX
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https://in.nau.edu/comptroller/travel-forms/
https://in.nau.edu/university-transit-services/fleet-services/
https://in.nau.edu/university-transit-services/fleet-services/
https://in.nau.edu/comptroller/travel-forms/
https://in.nau.edu/comptroller/travel-forms/
http://www.xe.com/
https://www.oanda.com/currency/converter/
https://nau.service-now.com/hr
https://elink.enterprise.com/en/norazuni.html
https://translate.google.com/
https://in.nau.edu/comptroller/travel-forms/

None.
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