
REIMBURSEMENT PROCESSING SUPPORT 
UNIT (RPSU) NEWSLETTER 
 

RPSU UPDATES – OCTOBER 2026 

M&IE TRV 540 Policy Updated August 2026 

Meals involving an overnight stay are considered a qualified reimbursement 
and are not taxable to the traveler; they are calculated as follows:  

 a.     For days of departure, involving an overnight stay, the M&IE 
reimbursement is 50% of the Full-Day Rate for the overnight destination. 
Provided Meals will not reduce this amount. 

 b.     For days of return, the M&IE reimbursement is 50% of the Full-Day 
Rate for the location in which the traveler stayed the previous night. 
Provided Meals will not reduce this amount. 

 c.     Days in between: Allowance is 100% of the Full-Day Rate, less any 
Provided Meals. 

 d.     Single-Night Travel: A traveler may not be reimbursed for more than 
the Full-Day Rate in a single calendar day or twenty-four (24) consecutive 
hours. Example: Traveler departs at 5:00PM one day and returns the next at 
4:00PM, receives (1) Full-Day Rate, less any Provided Meals. 

Reminders:  

Travel Case submission timelines 

Our guidelines for submitting travel cases are: 

 In-state travel: (10) business days prior to departure 

 Out-of-State: (15) business days prior to departure 

 International: (20) business days prior to departure 

 

Annual Travel Certification (ATC) 

• Must be completed 1 time per fiscal Year (July 1 through June 30).  
• The primary department authorizing travel cannot be changed once 
submitted.  
• Important: Reimbursements will not be processed until the ATC is 
completed. 
 
 

RPSU Fun Facts 

• 9,040 travel cases 
were opened in 
FY2026 

• 2,976 cases have 
been opened so far 
in FY2027 

 

 

Gammage building on NAU’s North Campus 

https://in.nau.edu/university-policy-library/trv-540-meals-and-incidental-expenses/


 
 

Compliance Corner: 

Mileage Reimbursement to Phoenix Airport 

• If personal vehicle was not approved in the ESC travel case prior to departure a Policy & Compliance Review 
(PCR) is required, the traveler will be reimbursed up to $150.  

Lodging (SAAM & TRV 535) 
• Lodging is only allowable outside a 50-mile radius from traveler’s duty post or residence. 
• Only commercial lodging is allowable (no reimbursement for staying with family or friends). 
• Lodging is allowable up to single-occupancy rate + taxes & mandatory fees. 
• Lodging must not exceed SAAM 5095 or DoD rates. 

o Conference hotel in excess of SAAM rate is allowable. 
o Any Policy and Compliance Reviews (PCR) submitted post travel for lodging over SAAM will only be 

approved up to SAAM.  
• Hotel folio or receipt is required as appropriate documentation. 
• Lodging is to be paid on a NAU Pcard (CMP420-01) 

 

TRAVEL CASE METRICS – FY2026  

 
 
FREQUENTLY ASKED QUESTIONS 

Q: How do I submit a Travel ticket? 
Go to the Employee Service Center (ESC) and select ‘Travel Support’.  

Q: Where can I find more information about RPSU and travel? 
A: Check out RPSU’s Frequently Asked Questions (FAQ) page! https://in.nau.edu/rpsu/home/travel-faq/  

Q: How can I find out what is allowable for travel? 
A: There are so many resources available to our travelers and departments! The best resource is the NAU Travel Policy 
Library, which contains the most updated policies that RPSU follows. We also highly recommend completing Travel Policy 
Training, which can assist travelers in understanding the policies on a practical level. 

https://in.nau.edu/university-policy-library/wp-content/uploads/sites/395/Lodging_TRV535_1.6.2023.pdf
https://in.nau.edu/university-policy-library/wp-content/uploads/sites/395/Comptroller-420_01.pdf
https://nau.service-now.com/hr?id=esc_sc_category
https://in.nau.edu/rpsu/home/travel-faq/
https://legacy.nau.edu/university-policy-library/travel-policies/
https://legacy.nau.edu/university-policy-library/travel-policies/
https://in.nau.edu/rpsu/nau-travel-training/
https://in.nau.edu/rpsu/nau-travel-training/
https://in.nau.edu/rpsu/travel-optimization-metrics/


Q: What else do I need to complete before my trip? 
A: See image below! 

 

Additional travel resources you may find useful. 

• Authorized Driver Program 

• Comptroller Website – Travel Forms and Tools 

• Employee Service Center – Travel Support Request 

• NAU Travel Policy Website 

• Travel Team Website: 

o Travel FAQ – NAU Business Travel 

o Travel Training Resource Page 

o Travel Optimization Website 

 

NEED HELP? 

• To find your department’s assigned Travel Specialist or Coordinator. 
• To ask a travel process question, escalate a case or situation related to   
travel, submit a General Travel Inquiry in the ESC. 
• For assistance with the Employee Service Center (ESC), submit a 
service ticket and select:  

o Category: Comptroller Business Office  
o Item: Financial Administration and Technical Support. 

 

 

 

CONTACT US 

General Travel Inquiry 
https://in.nau.edu/rpsu  

https://in.nau.edu/environmental-health-and-safety/occupational-safety/
https://in.nau.edu/comptroller/travel-forms/
https://servicenow.nau.edu/hr?id=sc_cat_item&sys_id=5ba506dcdb2f44105e69d2e3ca96199a&sysparm_category=null&catalog_id=-1&referrer=popular_items
https://nau.edu/university-policy-library/travel-policies/
https://in.nau.edu/rpsu/
https://in.nau.edu/rpsu/home/travel-faq/
https://in.nau.edu/rpsu/nau-travel-training/
https://in.nau.edu/rpsu/travel-optimization/
https://in.nau.edu/wp-content/uploads/sites/225/2026/10/RPS.Staff_Dept.Assignments_10.6.2026.pdf
https://servicenow.nau.edu/hr?id=sc_cat_item&sys_id=510415361bd2d2103ce75357624bcb98&sysparm_category=91e5c690db6f44105e69d2e3ca9619e3&catalog_id=-1
https://servicenow.nau.edu/hr
https://servicenow.nau.edu/hr?id=sc_cat_item&sys_id=77d430f11b0bfc1060c5ca2b234bcba8&sysparm_category=382e2f21db3980d0ce163782399619a3&catalog_id=-1
https://servicenow.nau.edu/hr?id=sc_cat_item&sys_id=510415361bd2d2103ce75357624bcb98&sysparm_category=91e5c690db6f44105e69d2e3ca9619e3&catalog_id=-1
https://in.nau.edu/rpsu
https://servicenow.nau.edu/hr?id=kb_article_view&sys_kb_id=6bdefde4c33c3250f7eaf4fdd4013183
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