TRAVEL PROCESS FOR EDUCATIONAL PSYCHOLOGY 
EMPLOYEES & STUDENTS

Post-Travel Instructions
Link to Travel Forms:  http://nau.edu/COE/Ed-Psych/Student-Resources/Forms/ (General Forms)

Travel Policy changes happen often, and can effect your travel plans.  Please read any recent travel policy changes reflected in the travel section of EPS General Forms: http://nau.edu/COE/Ed-Psych/Student-Resources/Forms/ (General Forms)
NOTE:  All EPS post-travel instructions must be followed/completed, or reimbursement will not be processed regardless of the funding source; i.e., COE funding, EPS funding, GSG funding, etc.

Travel Change effective February 1, 2017:  Conference travel expense reimbursement will not be processed unless a conference brochure or conference nametag (not a photocopy) is submitted to the EPS travel processor (university policy).
All claims/documentation must be submitted to your department’s travel processor, Hope DeMello (Hope.DeMello@nau.edu), within five (5) business days of the completion of travel.  
· Submit a Travel Expense Summary (multiple tabs within the document):

· Please complete this form in detail.  There are only two locations from which travel can start and end – your residential address or your duty post/campus.  

· You must include departure date/time and arrival date/time for each destination.  Every segment of travel must have a dedicated line on the summary – even if multiple segments took place on the same date; i.e., home to Phoenix Sky Harbor, Phoenix Sky Harbor to Denver International Airport, Denver International Airport to Denver Hyatt Regency, etc.

· Please keep in mind that if your conference travel airfare includes multiple flights, you are required to list each flight; i.e., home to Phoenix Sky Harbor, Phoenix Sky Harbor to San Francisco International Airport, San Francisco International Airport to Seattle/Tacoma International Airport, Seattle/Tacoma International Airport to Seattle Marriott, etc.

· Each day the traveler is in travel status must be illustrated by at least one entry, even if the entry only includes the date and name of the conference/meeting.  
· If you are attending a conference, the university does not need to know how you traveled to and from the conference on a daily basis – please just note the date and the conference name.
· Mileage (if claiming reimbursement) -- enter odometer readings (or a MapQuest printout reflecting the estimated mileage of the trip) if you used your own vehicle for in-state or out-of-state travel. Vehicle related expense; i.e., mileage, parking fees, etc., are only reimbursable if you are registered as an authorized driver with the university (multiple step process: https://www7.nau.edu/facsrv/veh_request/old_docs/Authorized_Driver_Registration_Instructions.pdf).

· If travel is not initiated from your duty post or campus, commute miles will be deducted. 
· Meals (if claiming reimbursement) – the per diem worksheet within the Travel Expense Summary is no longer required by the university.  You MUST submit a receipt for each meal for which you are claiming reimbursement, and will only be reimbursed up to the state allowable rate for your location.  To be reimbursed for meals, you must have traveled outside of a 50 mile radius from your duty post or campus, and be in travel status for at least six-hours.  Please refer to this link for the current meals and lodging cost index: http://nau.edu/Comptroller/Travel/
· Attach receipts for the following, if requesting reimbursement:
· Conference Registration:
· You will need to provide a receipt for conference registration expense.

· You will need to provide an original brochure or nametag from the conference as proof of attendance.  
· Per Diem:
· You will need to provide a receipt for each meal you are requesting reimbursement.

· Transportation:
· Airfare: You must turn in original receipts and an original airline itinerary.
· Ground Transportation: You must turn in original receipts for taxi, shuttle, bus, Uber, Lyft, train travel, or any rideshare situation. 
· Lodging:
· You must turn in an original itemized hotel receipt reflecting a zero balance.  You will be reimbursed up to the maximum allowable state rate, unless you are staying at a designated conference hotel.  If you stay at a conference hotel, you can be reimbursed at the conference hotel rate, but you must provide documentation of the conference hotel and rate.
· PLEASE REMEMBER: If using a travel website (Expedia, Travelocity, etc.) to arrange discounted package deals; i.e., airfare and lodging booked together: 

· The traveler must provide documentation that reflects the discounted price of each travel expense grouped together.  For example -- the discounted price for booking your airfare and lodging together is $400; what was the amount of this total used towards airfare, and what was the amount of this total used towards lodging.  This documentation is required to substantiate that the expenses conform to set rates established in NAU’s travel policy.
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