CHRISTOPHER NEWPORT UNIVERSITY

TRAVEL ADVANCE REQUEST

PAYEE:_________________________________    CNU ID #:_________________  AMOUNT:_____________

Check one: 
_____ Study Abroad
Account #: 51400-0210 
Bank 60


______ Regular Travel
Account #: 09001-0210
Bank 50


______ Auxiliary Travel
Account #: 09000-0210
Bank 50


______ Athletics Travel
Account #: 09000-0210
Bank 55
Department/Study Abroad Program Traveling:  ________________________________________________ 
Date of Travel Departure:  ________________   Date of Travel Return:  __________________  
Comptroller/Assistant Comptroller Approval:  _______________________ Date:___________
Date:________________
Check #:____________     Batch #:____________
___________________________________________         _______________
                Signature (check received)                                                Date

Travel Advance

I am requesting a travel advance in the amount of $________________ to cover travel expenses.  I certify that I have familiarized myself with the current state travel regulation and I am aware of those expenses that are not permitted by the University/Commonwealth and those expenses which require receipts.  I agree to remit to the Business Office an approved travel voucher within ten days after the travel is complete.  Repayment of this advance is due 30 DAYS from the return date of this travel.  I agree that if this advance is not repaid by this time, the University may deduct the amount due from my salary until the travel advance is paid in full or to institute collection proceedings and I will be liable for all collection costs.  Advance will be available three days before departure if properly approved advance request is received within 10 days before departure.
Signature: _____________________________________________________    Date:  _____________

Director/Supervisor Approval: ____________________________________    Date:  _____________

1. A reminder notice will be sent 15 days after the return of the trip.

2. A notice will be sent at 31 days after the return of the trip notifying you that your travel advance is past due and has been turned over to Payroll for deduction from your next available paycheck.  Payroll will deduct from your paychecks until the advance is paid in full.  (If this procedure is necessary, you will no longer be eligible to receive travel advances.)

Amount of Advance:  $__________________

Repayment Date                            Cash Receipt #                       Amount Repaid                  Balance Outstanding

_____________                  __________________                   _______________                 ________________

_____________                  __________________                   _______________                 ________________

_____________                  __________________                   _______________                 ________________

A PRIOR APPROVAL TO TRAVEL IS REQUIRED WITH THIS FORM
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