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UCSC - Travel Advance / Request
   Section 1:  General Information
(Last Name                First Name                    Middle Initial)
   Section 2:  Estimated Budget  (Post Travel Form required within 21 days of travel.)
Office Use Only
Employee has a UCSC Corporate Travel Card?
Cash advances can't be issued.  The card is required to be used for all travel expenses.
L:\CC\Web Forms\In Progress\images\uc_seal.gif
Traveler Status (Required)
Attach supporting documentation.  Allow at least 2 weeks for processing/mailing.  Cash advances will be issued no earlier than 30 days prior to departure.
   Section 3:  Payments on Behalf of Traveler After 120 days unreported cash advances become taxable income for the traveler.
Reimbursement type 3 of 3
FUND
ORG
ACCOUNT
ACTIVITY
AMOUNT
   Section 4:  Funding
   Section 5: Authorizations  (University Policy  Travel insurance registration required for business trips out of state or to foreign countries.)
Signature represents policy acknowledgment.  Visitor signature:  Not required on this form.  Required on Post Travel Form.
Revised 6/18/2015
Important: Form must be filled out in Adobe Reader or Acrobat Professional 8.1 or above. To save completed forms , Acrobat Professional is required. For technical and accessibility assistance, contact the Financial Affairs Technical Team.Form Questions: finpolicy@ucsc.edu
Fill out in Adobe Reader 8.1 or above or Acrobat Professional
OR
Submit completed form with all attachments and supporting documentation to Departmental or Divisional Office.  Allow at least 2 weeks for processing/mailing.
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