Request for Travel Advance

(Attach to a Direct Pay Request)

Name of employee: _________________________________________________
Phone Number: ___________

Date of Trip: From ____________________  through _________________ 

Destination City: _________________________________ 

Purpose of the trip:  Please be specific, including the following information:  description of alumni or recruiting event, name and city of conference or symposium, purpose of team travel, etc.  

Per IRS regulations, travel advances must be cleared within 60 days of issue.  If the travel advance is not cleared  by submitting a TER within 60 days of issue, the advance amount will be submitted  to payroll to be included in my payroll earnings and the appropriate payroll taxes will be withheld from my next paycheck.  

Employee Certification

I certify that I have read the above and understand that if my travel advance is not cleared within 60 days, it will be submitted to payroll to be included in my  payroll earnings and the appropriate payroll taxes will be withheld from my next paycheck. 

_________________________________






_________________

Signature of employee obtaining travel advance






Date

Supervisor Approval

_________________________________






_________________

Signature of Supervisor








Date 

For Controller’s Office Use Only

Date travel advance issued: ______________      Date by which travel advance must be cleared: ______________________

Revision date 7/01
