
TRAVEL PROCESS FOR EDUCATIONAL PSYCHOLOGY   EMPLOYEES & STUDENTS
Pre-Travel Instructions
Link to Travel Forms:  http://nau.edu/COE/Ed-Psych/Student-Resources/Forms/ (General Forms)
Travel Policy Changes happen often, and can affect 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 pre-travel instructions must be followed/completed before the start of your planned travel, or reimbursement will not be processed regardless of the funding source; i.e., COE funding, EPS funding, GSG funding, etc.

· Complete an Annual Travel Certification form.  The EPS Chair will sign as your supervisor.  Forward the form to Hope DeMello (Hope.DeMello@nau.edu) in the Educational Psychology Department for further processing.

· If you would like to be reimbursed for any vehicle related expenses; i.e., mileage, parking expense, etc., you must be an authorized driver.  Please refer to this link: https://www7.nau.edu/facsrv/veh_request/old_docs/Authorized_Driver_Registration_Instructions.pdf
· Submit the following to Hope.DeMello@nau.edu after completing the BbLearn Defensive Driving Module along with your Annual Travel Certification form indicating that you are registered as an NAU authorized driver:

· Print a screenshot of your Defensive Driving Module completion page reflecting a 76% or higher completion rate.

· Photocopy of your current auto insurance card

· Send an email to the EPS Department Chair (Robert.Horn@nau.edu) noting the following information (serves as an electronic Record of Absence):

· Traveler’s name

· Traveler’s NAU ID number

· Dates of travel

· Purpose/Reason for Travel
· Destination

· Are accommodations for teaching are necessary.  If so, how will your classes be covered (n/a for students)
· Travel expense applied to Professional Development (Faculty or Student) or Fee Account funding (Faculty)
· Any other information that pertains to the travel request

The EPS Department Chair will respond to your email reflecting approval or denial.

· Complete an EPS Travel Funding Request form: Please complete this form in detail. List all known funding sources, and your projected travel cost.  Forward the form to Hope.DeMello@nau.edu in the Educational Psychology Department for further processing.

· Additional College of Education Policy:

· Please note that if you desire to claim out-of-state mileage reimbursement, the College of Education requires that the traveler submit a driving vs. airfare comparison to the Educational Psychology Department, and the reason you desire to drive your personal vehicle.  The Educational Psychology Department will forward the comparison to the College of Education Accounting Office for reimbursement consideration/approval.  
· 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.
· Lodging and per diem allowable amounts are located at: http://nau.edu/Comptroller/travel/_Forms/Current-meals-and-lodging/
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