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Safe Driving with Rental Vehicles
The University has seen an increase in insurance claims with National and Enterprise car rentals. If you are in an
accident with a rental car, take the following actions:

 Call911
File an accident report with law enforcement
Contact your campus Risk Management team
Do not assume blame for the accident
If the accident involves another driver, obtain their name, contact information, and insurance information
Provide the other driver's insurance information, and police report to the car rental company, and obtain
a copy for your records
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Always keep your eyes on the road, and your hands on the wheel. Do not multi-task, like talking, texting, eating, or
drinking. Wear your safety belt. Drive at the speed limit. Treat the car as your own.

Request Expense Types: Paid by University

Itis highly recommended to use the ‘Paid-by’ expense types on a travel request. Once a request is approved, all
expense types transfer to the expense report. When submitting expenses, be sure to confirm whether an expense
was ‘Paid-by’ University (such as lodging paid through Conferma) or if a reimbursement is due to the employee.

Cancel a Travel Request or Expense Report

If a trip is requested and approved but was not taken, it will need to be canceled. If the travel date has already
started, contact Travel Office and request it to be canceled. A future enhancement will allow the traveler or
delegate to cancel.

If a trip was taken and no reimbursement is expected by the traveler, cancel the expense report.

Travel Training Schedule
The training schedule has been posted to the NU travel website. Firefly travel training information can be found in

Bridge LMS.

Assigning a Delegate

Employees can assign a delegate to prepare non-travel expense reports, travel requests, and expense reports;
however, only the employee can submit on their behalf. When assigning a delegate, select Delegate Travel Entry.
Note: if an employee was mistakenly assigned as a Travel and Expense Approver







