Travel Cash Advance Request Form

Print form on department letterhead and 
Date of request: _______________
send by campus mail or hand deliver to:

Office of Accounting, Cash Advance Desk 
Main 132, Mail Code K5300

The form must be received by the Cash Advance Desk at least seven business days prior to check print date and must be accompanied by the appropriate authorization documents for each type of budget expense (e.g., travel – RTA and restricted regions approval letter, if required (see http://world.utexas.edu/ioc/travelpolicy); entertainment – OOEF; program expenses – list of staff and students traveling; professional services - APS).
The recipient understands that receipts and/or documentation for monies expended will be presented at the time of completion of travel. Any funds unspent or unaccounted for will be returned to the university. The recipient also understands that he or she must sign a promissory note prior to disbursement of funds.

Justification (check all that apply) and traveler information:

___ Isolated region
___ Travel more than one week
 ___ Study abroad
___ Student trip
___ Financial hardship (traveler has no credit card) Reason:____________________________________________

	Traveler’s name:
	
	Amount requested:
	

	UT EID:
	
	Account number:
	

	Destination:
	
	RTA number: 
	

	Begin and end dates:    
	
	Date check is needed:
	


Budget amount for each category: 
	Travel:
	
	Entertainment:
	

	Program expenses:
	
	Professional services:
	


Person to notify when check is ready:

	Name:
	
	Phone:
	

	E-mail:
	


Approved by (traveler may not sign form): 
(UBOC members: http://www.utexas.edu/business/busmgr/uboc/index.html)
___________________________________  ________________________________________    _____________
         UBOC officer signature                                      Printed name, title, and department
                  Date
___________________________________  ________________________________________    _____________
      Authorized signer on the account   

Printed name, title, and department

    Date
        (See GB1 screen of *DEFINE.)                        

Departmental contact (not the traveler):

	Name:
	
	Phone:
	

	E-mail:
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