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 Responsible Executive: Senior Vice President of University 
Finance and Business Services 

Responsible

University business. 

 
ENTITIES AFFECTED BY THIS POLICY 

• All units and departments that may authorize University business travel. 
• Comptroller’s Office 
• Reimbursement Processing Support Unit 

 
WHO SHOULD KNOW THIS POLICY 

• Individuals who travel for University business 
• Supervisors of individuals who travel for University business 
• Local Fiscal Oversight (LFO) designees of individuals who travel for University business 

 
POLICY 

A. Applicability 
 

https://nau.edu/education-abroad
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b. If a traveler’s exact city is not listed, then the default rate for that country applies. 
c. To determine the reimbursement limitations on meals and incidentals in Alaska, Hawaii, and 

out-of-country locations, add the DoD Local Meal Rate (not the Proportional Meal Rate) to 
the Local Incidental Rate and subtract ten dollars ($10). 

 
4. Partial day meal and incidental expense (M&IE) reimbursements are calculated by percentage of the 

total day’s reimbursement for: 
• Breakfast 20%  
• Lunch 25%  
• Dinner 55% 

 
5. Lodging costs for destinations outside the contiguous U.S., including Alaska and Hawaii, exclusive of 

taxes and other mandatory service charges, may not exceed the maximum lodging rate designated by the 
U.S. Department of Defense (DoD) International Rates. Exceeding maximum lodging rates when 
unavoidable, mu
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sub_dept, account codes) and determines and communicates any funding caps or limitations. 
 
Departmental Leadership: ensure that only properly qualified and authorized individuals are allowed to travel on 
official University business for University programs and activities under their direction and control. 
 
Reimbursement Processing Support Unit Staff: initiates and completes all travel expense claims and 
reimbursement vi

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/
https://in.nau.edu/comptroller/travel-forms/
https://in.nau.edu/comptroller/travel-forms/
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