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     Form Revised: April 2020			                   Approver Initials:							                Travel Advance Request
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Notice of Collection:
 
When complete, this form will contain Personal & Confidential information.  This information is being collected under the authority of the Queen's Royal Charter of 1841. 
This information will be used to calculate and track approved University related travel expenses. 
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   Travel Advance Request
Financial Services Office Use Only
          Form Purpose & Instructions
          Payee Information
          Travel Details
          Reason for Advance
          Please provide a brief description for the expense types the advance will be used for. (i.e. To cover air fare, To pay for conference registration fees, etc.)
   Account Information
Fund
Department
Account
Program
Class
Project
Amount
640002
Total Advance Requested
          For Research-Related Travel Only - Traveler Affiliation to Principal Investigator (PI)
           Affiliation must be indicated for all Research related claims.  If you fail to indicate your affiliation, your claim will not be processed; it will be returned to you.            If "Other" is selected, please provide additional details explaining your affiliation to the Principal Investigator.    
          Payee Signature
          Approver  Signature(s)
          Manager Approval (Mandatory)
   Research ONLY - Signing Authority 
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