Travel Advance Request
Name:______________________________ 
Social Security Number: ________________________
Mailing Address: _________________________________________________________________
Employee __________Student ________Dept .________________________Org. Code:_________

Submitted by: ___________________________________Phone No. ________________________
Destination: ______________________________________________________________________

Purpose of Travel: _________________________________________________________________

Departure Date: ____________________________ Return Date: ___________________________
a. Estimate Expenses:


1. Total Days: ___________x Per Diem Rate of_________=$_________x80%=$__________

2. Other estimated expenses (hotel, rental care, etc.; attach quotes) $_____________________x80% = $_________________________

b. Prepaid Expenses: Describe type (airfare, hotel, or conference) and attach proof of payment:

 _____________________________________________________________________________

c. Total Travel Advance Request (a. plus b.): $ ________________________________________

	 Index Code Funding Travel
	                Amount

	1.
	$

	2.
	$

	3.
	$

	4.
	$


Dean, Director, Dept. Head, or PI Signature _______________________________

Title: ______________________________________________________________

Dean, Director, Dept. Head or PI Name Typed ______________________Phone __________________

I, _____________________________, employee/student of UNM have requested $________________ for the purpose of conducting approved business travel.  By receipts of University funds, I accept the terms and conditions outlines in “Travel” Policy 4030, UBP, including authorization of interest assessment and payroll deduction.  I also acknowledge receipt of a copy of this request certifying that the form was filled in prior to signing.

Traveler’s Signature _______________________________________Date _______________________

Note: Advance approval by the appropriate accounting office is necessary if any of the following are true:
