Drake University
Travel Advance Request
Purpose:  Drake University will issue travel advances for University employees only in limited situations.  This form should be used for:
Group Travel (i.e. athletic team travel)

International Travel for University related business

Travel for the occasional one-time traveler on University related business.

Terms for Advance:  Requests for advances must be properly approved and submitted to Accounts Payable at least 5 working days prior to the trip or event.  The advance must be cleared with Accounts Payable using a Travel Expense Reimbursement form within 30 days of completion of the trip and before any other advances or reimbursements are requested.  In the case where the travel advance exceeds the expenses for the report submitted, the remaining cash must be turned in to Accounting along with Travel Expense Reimbursement Form.  

Any advance outstanding after 30 days of completion of travel will be deducted from the employee’s next paycheck.

Name (print)  




   Banner ID #  




Department/Address  









Travel Advance for trip to  










Business Purpose  










Departure Date 



   Return Date  





Amount $ _______________


I have read and agree to the above terms and authorize Drake University to deduct this amount from my paycheck, if I do not account for this advance within 30 days.  

Signature______________________________________

Date_____________________

	Mandatory 
	Optional
	Total

	Fund
	Orgn
	Acct
	Prog
	Actv
	Locn
	

	 
	 
	 
	 
	 
	 
	 


Approver Signature 

Date 


