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REQUEST FOR TEMPORARY TRAVEL ADVANCE
A temporary travel advance may be requested for business travel when expenses will not be covered by a university credit card. All travel advances will be issued by check to the payee.
Today’s Date: ______________________		          Date Required:  _____________________
Name of Payee:  ____________________________	    ID #: _______________  PO #:  ____________
     (Must be Bethel employee or student)

Amount Requested: $ _______________________________
Pickup/Delivery of Checks: In person ______  or delivered to PO Box_______  (check one)
Description of travel and cash requirements (please be specific):




Departure Date: _______________________               Return Date: __________________________
Budget Account Number: ____________________________________________________________
PAYEE SIGNATURE:  _____________________________EXT:  ___________  DATE:  _________
SUPERVISOR SIGNATURE: ________________________EXT: ___________  DATE: _________
REQUIREMENTS:
1. Advances must be requested by the employee/student using the advance and are not transferrable. The employee/student will be held liable for the advance.
2. The use of all funds must be in accordance with Bethel’s Business Expense Policy.
3. Advances may not exceed the estimated cost of the trip.
4. Two copies of this form must be turned into the Business Office at least one week prior to pickup/delivery.
5. Advances will not be issued more than five working days prior to the departure.
6. All requests must be authorized by a supervisor or an associate/academic dean.
7. Advances must be repaid prior to issuance of another advance.
8. Advances must be deducted on a Business Expense Report submitted within 30 days of travel.
9. [bookmark: _gjdgxs]If advance monies are being returned, a Deposit Slip must accompany the repayment.
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