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PURPOSE 

 

To provide overarching policy on employee travel expenses and reimbursements. 

 

LINKS 

 

Annual Travel Certification Form (ELECTRONIC) Exhibit J Form 

Annual Travel Certification Form (PDF)  

 

POLICY 

 

TRV 515-06: Annual Travel Certification  

  

An Annual Traveler Certification form is to be completed by each traveler expected to travel for 

the university during a fiscal year.  This certification implies that the traveler has read, understands 

and agrees to comply with university and departmental travel policies.   

 

 

A new electronic version of the Annual Travel Certification form is available, travelers can elect to 

use either the electronic or paper version of the form.  

The new electronic form infers most information for the traveler, leaving minimal interaction 

required on the part of the traveler. Generally, a traveler will only have to:  

• Acknowledge the Traveler Responsibilities section  

• Select the Fiscal Year (if completed in June)  

• Update the Supervisor section (if in a pool position or if completing the form as a student or 

affiliate)  

• Select the appropriate Authorized Driver box  

• Check the Traveler Certification checkbox  

Upon submission, the form will be routed to the traveler’s supervisor for review and approval. 

 

  

 

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

