
The Navajo Nation
Office of Legislative Services

Employee Travel Procedures



AUDIT FINDING (pg.12,13 & 14)
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AUDIT FINDING (pg.12,13 & 14)
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OLS PLAN OF 
OPERATION
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OVERVIEW (pg.1)
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Source: Navajo Nation Employee Travel Policy and Procedures Handbook



SCOPE (pg.1)
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Reference: http://www.nnols.org/employee-tool-kit.aspx 



STATEMENT OF 
PURPOSE (pg.1)
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Emphasis – Prior Approval
* No approved travel means no expenses can be claimed and 

should be considered unauthorized travel.



GENERAL POLICY (pg.2)
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GENERAL POLICY (pg.3)
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GENERAL POLICY (pg.3)
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GENERAL POLICY (pg.3)
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GENERAL POLICY (pg.2)
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DEFINITIONS (pg.4)
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Example 1:

Many Farms
(Home)

Chinle
(Worksite)

Ganado
(Mtg. Site)

Example 2:

Window Rock
(Worksite)

Chinle
(Home)

Kayenta
(Mtg. Site)



DEFINITIONS (pg.4)
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The rule reads thirty-five miles AND four hours



TRAVEL POLICY (pg.5)
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Employees cannot sign agreements for meeting rooms or catering services, 
must follow the procurement procedures.

35 miles AND 4 hours

Title II § 223. Contracts



MAKING TRAVEL 
ARRANGMENTS (pg.6)
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Example:

Workstation is in Window Rock and traveling to Flagstaff
Meeting ends on Friday at 12 pm (noon). Can not claim dinner at 7:00 
pm because travel should have ended before 5:00pm



TRAVEL ADVANCES
AGAINST SALARY (pg.7)
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16 working hours: If traveling 7:00 am Thursday it has to be submitted to 
travel office by 4:00 pm Monday.



AIR TRANSPORTATION (pg.9)
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AIR TRANSPORTATION (pg.10)
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All OLS Air Travel will be booked by the Administrative Services Officer



AIR TRANSPORTATION (pg.11)
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Example: A – Paying for early pre-boarding because it is not the most 
economical mode of transportation

B – Paying for third baggage.



GROUND TRANSPORTATION(pg.12)
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Purchase of fuel for rented vehicle is an allowable expense



PERSONAL VEHICLE (pg.13)
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OLS staff will be required to keep photo copy of vehicle insurance on 
file in order to be eligible for vehicle mileage reimbursement. Insurance 
must list the staff as being on the coverage listing.



PERSONAL VEHICLE (pg.13)
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Mapquest (www.mapquest.com) – Most direct route



PERSONAL VEHICLE (pg.13)
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PERSONAL VEHICLE (pg.14)
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Window Rock
(Worksite)

Example 1:

Many Farms
(Home)

Chinle
(Worksite)

Ganado
Mtg. Site

Example 2:

Chinle
Home

Kayenta
(Mtg. Site)



PERSONAL VEHICLE (pg.14)
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• Tribal vehicle has to be first mode of transportation.
• If two or more staff travel to same meeting, the lower mileage rate 

applies.



LODGING (pg.15)

27

(Government Rate)



LODGING (pg.15 & 16)
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LODGING (pg.15 & 16)
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LODGING (pg.15 & 16)
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Receipt should have a zero balance



LODGING (pg.15 & 16)
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MEALS (pg. 16)
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• Full breakfast, lunch, and dinner on registration fee cannot be 
claimed a second time.

• Meals provided by Chapter, Host, or Contract can not be claimed.



MISCELLANEOUS 
EXPENSES (pg. 16 & 17)
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EXPENSE REPORTING (pg. 17 & 18)
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• Trip end on the 12th, trip report has to be completed in ten working 
days.

• Any travel reimbursement claim beyond 45 calendar days becomes 
void.



EXPENSE REPORTING (pg. 17 & 18)
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EXPENSE REPORTING (pg. 17 & 18)
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It is important to list the accomplishments from the travel.



EXPENSE REPORTING (pg. 17 & 18)
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It is expected for staff to use the original approved Travel Authorization 
form when processing travel reimbursement claim. 



EXPENSE REPORTING (pg. 17 & 18)
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EXPENSE REPORTING (pg. 17 & 18)
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EXPENSE REPORTING (pg. 17 & 18)
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SUMMARY OF COSTS 
NOT REIMBURSED
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RESOURCES LISTING
• Mileage:

o Map Quest – www.mapquest.com

• Meals/Lodging:
o CONUS Rates – www.gsa.gov/perdiem

• Reference Materials:
o OLS Employee Tool Kit – www.nnols.org/employee-tool-kit.aspx
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http://www.mapquest.com/
http://www.gsa.gov/perdiem
http://www.nnols.org/employee-tool-kit.aspx


QUESTIONS

44
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