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PURPOSE 

 

To provide policy on the responsibilities of those involved in travel transactions. 

 

LINKS 

 

Annual Travel Certification Form (ELECTRONIC) Justification for Exception to Policy Signer Authorization Form 

Annual Travel Certification Form (PDF) Exhibit J Form 

Authorized Driver Policy and Procedure Travel Budget Worksheet 

Justification for Exception to Policy Signer Lookup List  

 

POLICY 

 

TRV 510-05: Comptroller’s Office  

  

The Comptroller’s staff has the responsibility to:  

  

1. Address concerns raised by departmental leadership, travel specialist, and justification for 

exception to policy signers, with regard to reports of policy violations including excessive 

exception to policy requests. 

 

  

2. Travel coordinators are responsible to assist, support, facilitate and train the university 

community regarding travel policies, practices and requirements.  They serve as a resource to 

travelers and travel specialists and provide counsel on travel related topics including the 

review for reasonableness of requests for justification for exception to policy.   

 

  

3. Financial Controls Office is responsible for reviewing and analyzing travel and PCard 

transactions and documents for reasonableness, accuracy, appropriate documentation that 

supports the expense and can stand alone to provide the details of the transaction.  Purchasing 

Card and Travel Compliance Reviews are conducted by Financial Controls for departmental 

units.  The findings of the reviews are shared and, if necessary, corrective action identified. 

 

  

  

 

https://gao.az.gov/travel/welcome-gao-travel/
http://www.gao.az.gov/publications/SAAM/
http://www.azleg.state.az.us/ArizonaRevisedStatutes.asp?Title=38
https://onbase.nau.edu/appnet/UnityForm.aspx?d1=AV24Ebp%2fPR3EIGDUSfWpcmMiM8WlYP%2bOQan5Hd7qnvmnOChNtc61zExfe5C1Tauuoab5l8%2bdIyTKff%2f3kc%2f%2bWtVzyDfwUp5Y86BDGN504mblTYS7XScWDxRrR29pDtaCFS1lNoV8h14hHjCAmhdhiLR%2f4GPV%2fH0Cwv6dPJgT06S3K6ltm1BARBagsO4pt5AMh2Dy258%2bgFLRJK3LLBW6hRxS7iWB97jZ2C3Tcd2LyPoJHkvRBj7GWecpto3ysLvz0h7tjTSMQMisALlZYqqBshjKYlXPLkm5QDfOZrx8bXC4
https://onbase.nau.edu/AppNet/UnityForm.aspx?d1=AVe4HqREUndQwObAL9qNPtsiSa9O9ksw34F%2famPeha0AbXCVNnVtWPY4mUeJ56s%2be%2bvuPL24MuUeRuV11wdYGZDg2U5r3eWM8Bmmt0C4Qd13cMZkfZFg4DAQEjddyWtLdqb46x7C5Er7pzI7UXPtX7PoAyjprkFuCpzpa18HYChyTrG2qoCILXO5EsZfN%2feAyHE8uSpMWFzZYKGzkFIziEl%2f6DE2ewdCiMS%2flQs2Ryye
https://nau.edu/comptroller/wp-content/uploads/sites/66/Annual_Travel_Certification_Form.pdf
https://in.nau.edu/comptroller/travel-forms/
https://cmswork.nau.edu/uploadedFiles/Administrative/Finance_and_Administration/Facility_Services/Forms/Authorized_Driver_Policy.pdf
https://nau.edu/wp-content/uploads/sites/66/2018/06/Travel_Budget.doc
https://sharepoint.nau.edu/sites/psfinancials/projectinfo/Travel%20Exception%20to%20Policy%20Signers/Forms/AllItems.aspx

