
12/11/2019 

Completing the Travel Exhibit J 
 

 

Please reference the Travel Booking Guide for specific policy information. 
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I. Exhibit J Header: The sections highlighted in green must be completed for every Exhibit J that is submitted: 

▪ Prepared By = who completed the Exhibit J 

▪ Date = when the Exhibit J was completed 

▪ Traveler = who went on the trip? 

▪ Emplid  # = the traveler’s Employee ID number 

▪ Speedchart* = the speedchart funding the travel, example: 5470005F25 

▪ Project* = the grant account funding the travel (as applicable), example: G1000234 

▪ Phone = the traveler’s work phone number 

▪ Purpose of Travel/Description = what was this travel for?  

o Conferences: Conference Name; Location (ex. NODA Conference; Pomona, CA) 

o Recruitment trips (high school visits, college fairs, etc.): Recruitment; Location (ex. Recruitment; Tucson, AZ) 

o Please be consistent in how you describe your travel purpose from trip to trip. 

▪ Destination = the city/cities the traveler will be visiting and state, example: Phoenix, AZ 

▪ County = the county/counties the traveler will be visiting, example: Maricopa 

▪ Traveler’s Home Address = the physical street address of the traveler 

▪ Traveler Duty Post = what campus or location is the traveler’s office located, example: Flagstaff Mountain Campus 

▪ State Vehicle, Rental Vehicle, Personal Vehicle = Place an “X” to note which type of vehicle the traveler used, if traveler drove while in 

business travel status. 

▪ ATC Completed? = Place an “X” to note traveler has completed the Annual Travel Certification (ATC). Must be renewed every fiscal year 

and completed prior to traveling, or traveler is not eligible for reimbursement. 

▪ The sections highlighted in blue (Comments) are not required but can be helpful when processing an Exhibit J. 

*NOTE: The Speedchart and/or Project will be the speedchart information for the department/program that is funding the travel. It may be 

different than the traveler’s actual department.   
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II. Travel Expense Summary:  

▪ Enter a Date for each row with a Depart/Arrival address. 

▪ Enter the full street address of a location/destination the first time it is documented. The location can be abbreviated on all future 

entries, please note above. 

▪ When using a fleet/rental vehicle to get a meal, no matter the time of day, it must be noted on the Exhibit J . 

▪ Meals can only be claimed for the amount actually expensed up to the actual allowable expense rate for that day. 

o If a meal was provided (breakfast at the hotel, lunch at the event, etc.) it cannot be claimed by the traveler and must be 

documented on the Exhibit J as Provided, see above. 

▪ Any travel related purchase made for or during the trip must be noted in the section on the right (lodging, gas, event registration, 

airfare, shuttles, parking, etc.). 

▪ Pay Codes – for any purchase made by: 

o PCard - enter the Pay Code “C”  

o Requisition (ie. Payment Request, Purchase Order, etc.) - enter “R” 

o A Third Party (a non-NAU, non-AZ state entity) - enter “T” 

o If a purchase is made on a traveler’s personal credit card or with cash, no Pay Code should be entered. 

▪ NAU P-Card: List all PCards used to make travel related purchases. Note each using the following convention:  

FirstInitial. LastName - last (4) digits of the PCard # (example above). If multiple PCards were used, separate with commas. 
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III. Exceptions to Policy: Should be requested AND approved, via email, prior to incurring an expense!! The list of Travel Exception to Policy 

Signers is maintained through the Comptroller’s office and can be found here; and the relevant policy and the link for the Exception to 

Policy Signer Authorization form can be found here. 

▪ Note approved Exceptions on the Exhibit J in the section titled Exceptions to Policy, and attach the approval email as part of the 

backup documentation included with the Exhibit J. 
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IV. Documenation Check Boxes (top left): Use the provided box as a reminder for required travel related documentation to submit with the 

Exhibit J. 

▪ Place an “X” in the Attached column for each type of document you include. 

▪ As a reminder, all travel related documentation – emails, receipts, etc. should be included with the Exhibit J. Do not limit your 

attachments to only what is listed in this section.  
 

V. Personal Vehicle Mileage Reimbursement (center top): Mileage reimbursement must be pre-approved, in writing, by your direct 

supervisor. Your college or division may also require additional approval from your Chair/Director, AVP/Dean and/or Provost/VP prior to the 

trip – no pre-approval, no reimbursement! 

▪ We reimburses mileage only, via Google Map. Print out from departure address to destination address required – the overall 

mileage will be double for round-trip calculation. Include the Google Map printout as part of the backup documentation submitted 

with the Exhibit J. 

▪ Enter total round trip miles in the first box in the Map column. 

▪ Enter commute times to/from duty post in the box on the very bottom of same table. 

o If traveler is leaving from their home, commute miles from/to their duty post must be subtracted from the overall distance, if 

travel is in the same direction.  
 

https://sharepoint.nau.edu/sites/psfinancials/projectinfo/Travel%20Exception%20to%20Policy%20Signers/Forms/AllItems.aspx
https://nau.edu/university-policy-library/wp-content/uploads/sites/26/Travel-510_03.pdf
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VI. The Additional Details section of the Summary Page (page of the EJ) is for explaining, in detail, the charges documented on the first page of 

the Exhibit J. 

▪ This is also where the traveler will explain/justify any Exceptions to Policies and/or changes that occurred during the trip - unusually 

long travel times, unexpected additional expenses, major changes to travel after initial trip approval, etc.  
 

 

 


