AVERETT UNIVERSITY

TRAVEL REQUEST and ADVANCES

	Use only for Travel and Travel Advances/Expenses.

Phone: (434) 791-5877

All properly completed requests will be processed as follows:  

Received in Business Office by 12:00 p.m. on Monday – check will be ready by 3:00 p.m. on Friday.


	Name:      
	Department:      

	Destination (City & State):      
	REQUESTED BY      

	Event:      
	
	(ATTACH BACKUP)

	Departure Date:      
	Return Date:      
	DATE      


	EMPLOYEE AGREEMENT



	I agree that this is a loan to the employee and will be treated as a loan. Within 10 working days after I return to campus, all travel expense forms, with appropriate documentation, must be completed, approved and filed with the cashier. In the event the forms are delayed or not filed within 10 working days, it is understood that the loan will automatically be channeled to the payroll department and deducted from my next paycheck. Persistent misuse of this privilege may result in denial of future advances. I have read and understand the above terms and conditions for the advance, and I agree to abide by those terms.

     
Employee Signature and Date


	PURPOSE FOR TRAVEL AND/OR ADVANCE:

	 FORMCHECKBOX 
Athletic Event
	 FORMCHECKBOX 
Site Visitation

	 FORMCHECKBOX 
Recruitment
	 FORMCHECKBOX 
Graduation Event(s)

	 FORMCHECKBOX 
Panel Participant
	 FORMCHECKBOX 
Paper Presentation

	 FORMCHECKBOX 
Professional Mtg.
	 FORMCHECKBOX 
Officer in Organization

	 FORMCHECKBOX 
Other (describe below)
	

	     



	ESTIMATED COSTS



	AIR FARE


	     


	RENTAL CAR
	     


	GAS
	     


	OTHER TRANSPORTATION
	     


	LODGING
	     


	FOOD
	     


	REGISTRATION FEE
	     


	MISC. COSTS
	     


	ESTIMATED TOTAL
	0 FORMTEXT 

$0.00


	
	

	ADVANCE REQUESTED
	     


	DATE NEEDED
	     


	BUDGET#       

	
	

	 FORMCHECKBOX 
WILL PICK UP CHECK FROM BUSINESS OFFICE



	 FORMCHECKBOX 
SEND CHECK THROUGH CAMPUS MAIL




Approval for travel advance or travel reimbursement is given for amounts not to exceed the totals as shown above. More than one account may be used, if indicated, when more than one budget contributes to support of travel. Documentation after travel (Expense Report) will determine exact amount of reimbursement. BACKUP FOR ALL CHECKS MUST BE ATTACHED.

	ADDITIONAL CHECKS NEEDED FOR TRIP:



	CHECKS PAYABLE TO
	ACCOUNT#
	AMOUNT
	DATE CHECK NEEDED
	*R/C



	     
	     
	     
	     
	 


	     
	     
	     
	     
	 


	     
	     
	     
	     
	 



*(R/C) ROUTE CHECKS: (Please mark #1, 2, or 3 beside each check)


1.
I WILL PICK UP CHECK IN BUSINESS OFFICE


2.
SEND CHECK TROUGH CAMPUS MAIL


3.
MAIL CHECK

	APPROVALS



	DEPT HEAD/SUPERVISOR      
	DATE      


	LEADERSHIP ADMINISTRATOR      
	DATE      


	PRESIDENT (If over $1,000) ___________________________________
	DATE _____________


Rev. 01/06


