TRAVEL REIMBURSEMENT CHECKLIST

Department of Politics & International Affairs

TRAVELER:                                                                               DESTINATION:_________________________________
Before your trip:

Submit the following forms to Amanda. The forms are located on our website: http://politics.nau.edu. Click on Faculty Resources and then on Travel Information For Faculty. The Chairperson’s emailed approval & application signature are required before travel.
· ROA- Record of Absence
· APPLICATION FOR TRAVEL FUNDING- Estimates your expenses for your travel request. If you are unsure please ask Dee for the balance of your Faculty Allocation.
After your trip:
Submit the following items to Amanda within FIVE DAYS of your return. Amanda will then prepare the Exhibit J and return it to you for your signature.

· CONFERENCE PROGRAM BOOKLET
The program booklet should show whether or not meals were provided and the hotel rate of the conference hotel. 

· CONFERENCE REGISTRATION RECEIPT
· LODGING RECEIPT
This receipt must reflect the TRAVELER’S NAME, be itemized with all charges, and show a ZERO BALANCE.

· RECEIPTS FOR PUBLIC TRANSPORTATION
Taxis, busses, trains, or shuttles to conference hotel or site. 

· MILEAGE CLAIM
Driver’s License #_____________________________________ State________________

Odometer Beginning: _________________________ End: ________________________

· INCLUDE ANY JUSTIFICATION MEMOS
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