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PURPOSE

To provide overarching policy on employee travel expenses and reimbursements.

LINKS

Annual Travel Certification Form (ELECTRONIC) ExhibitJ Form

Annual Travel Certification Form (PDF)

POLICY

TRV 515-02: Substantiation of Travel Expenses

1. Original itemized receipts that illustrate proof of payment are required for the reimbursement of

the following expenses:
All airline expenses
All lodging expenses
All rental car expenses

All chartered aircraft and aircraft rental and fuel expenses
All aircraft landing and aircraft parking fees

All airport motor vehicle parking expenses

All bridge and toll road expenses

All communication expenses
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dollar amount.

2. Meals do not require receipts at any time. Meals will be reimbursed for actual expenses incurred

up to the maximum reimbursement rate.

3. Original itemized receipts that illustrate proof of payment should be attached to the Exhibit J.
However, if the PCard was used to incur the expense, the original itemized receipt should be filed
with the PCard log and a copy of the receipt should be attached to the Exhibit J.

4. Lost, duplicate or copies of receipts/bills

a. If the original of a document required for substantiation of travel expenses is lost or
destroyed, a photocopy may be submitted with the statement, "Treat as an Original”. The
photocopy must be signed by the traveler’s supervisor and a justification to exception to

policy signer.

b. If the original receipt is lost and a photocopy is not available and a copy cannot be obtained

All common carrier or train expenses (includes taxis, Rideshares, Uber, Lyft etc.)

Any expense that was charged to the PCard requires an original receipt regardless of the



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://www.azleg.gov/viewdocument/?docName=https://www.azleg.gov/ars/35/00192-02.htm
https://onbase.nau.edu/appnet/UnityForm.aspx?d1=AV24Ebp%2fPR3EIGDUSfWpcmMiM8WlYP%2bOQan5Hd7qnvmnOChNtc61zExfe5C1Tauuoab5l8%2bdIyTKff%2f3kc%2f%2bWtVzyDfwUp5Y86BDGN504mblTYS7XScWDxRrR29pDtaCFS1lNoV8h14hHjCAmhdhiLR%2f4GPV%2fH0Cwv6dPJgT06S3K6ltm1BARBagsO4pt5AMh2Dy258%2bgFLRJK3LLBW6hRxS7iWB97jZ2C3Tcd2LyPoJHkvRBj7GWecpto3ysLvz0h7tjTSMQMisALlZYqqBshjKYlXPLkm5QDfOZrx8bXC4
https://in.nau.edu/comptroller/travel-forms/
https://nau.edu/comptroller/wp-content/uploads/sites/66/Annual_Travel_Certification_Form.pdf
https://nau.edu/university-policy-library/wp-content/uploads/sites/26/Contracting-and-Purchasing-801_03.pdf
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from the lodging establishment, then a copy of the canceled check or corporate card receipt
is required showing the employee paid for the lodging. In addition to the canceled check or
credit card receipt, a letter must be prepared by the supervisor in lieu of the original or
photocopy of the lodging receipt. The letter must contain the name of the traveler, the dates
of the travel, the name, address and telephone number of the lodging establishment, cost per

night and the total cost of the lodging.

c. The letter should also include the reason(s) why an original or photocopy of the lodging
receipt is not available. This letter should also be signed by a justification for exception to

policy signer.



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
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