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Travel Advance Request
(Instructions on back)
	

	
	
	TA:
	     
	Issue Date:
	     


	 FORMCHECKBOX 

*Requesting permanent exception (must be approved). A permanent exception will assist in streamlining your future Travel Advance 



Requests. Once granted it will allow a quick processing of your next request.

	Policy Exception Request Criteria   (Must check one.)
 FORMCHECKBOX 

Employee has been denied a Corporate Travel Card.
 FORMCHECKBOX 

Newly hired Employee who must travel prior to card being issued. (Application must be on file.)
 FORMCHECKBOX 

One time travel, Employee doesn't travel on a regular basis. (2 
times/year.)
	 FORMCHECKBOX 

Agency Management determines on a case-by-case basis or on the basis of defined agency criteria that the use of the corporate travel card will impede the mission of the agency and is not a reasonable business alternative. (Justification must be documented and attached.)
 FORMCHECKBOX 

Permanent Exception granted.
 FORMCHECKBOX 

Traveler is a non-employee performing authorized State business.

	Traveler Name (Last)

(First)
     
	Phone Number
(     )      
	ID Number
     

	Mailing Address for Check:
     
	Amount Requested
$      

	Work City/Unit:
	     
	Travel Begin/End Dates:
	     
	—
	     
	Index:
	     

	Destination City:
	     
	Training: 
Provided
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
	or Received
	 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
	PCA:
	     

	Out-of-State Approval No.:
	     
	Specific Reason for Travel:
	     


	Traveler Signature:
	
	Date:
	     
	

	My signature authorizes the requested amount to be withheld from my paycheck if I do not submit a claim and a refund for any balance owed by the 10th day following the month in which the authorized travel ended.


	Authorizing Signature
	
	Print Authorizing Signature
	
	Date
     

	
	
	
	
	

	A DHS Signature Authority Card (DHS 0286) is on file that shows I have authority to approve Travel Advances. The above applicant and funds are approved for travel on the specified State Business.

	FINANCIAL SERVICES SECTION ONLY

	BT
	     
	Date
	     
	Bal.$
	     
	TC 229 – To Clear TA#
	TC 230 - Record Expenses on TA#

	BT
	     
	Date
	     
	Bal.$
	     
	Travel Dates
	Amount
	Travel Dates
	Aobj
	Amount

	BT
	     
	Date
	     
	Bal.$
	     
	     
	$      
	     
	     
	$      

	BT
	     
	Date
	     
	Bal.$
	     
	     
	$      
	     
	     
	$      

	VP
	     
	Date
	     
	
	     
	$      
	     
	     
	$      

	
	     
	$      
	     
	     
	$      

	TRIPS:
	     
	
	     
	     
	$      

	
	
	No TA, VI, AR
	     
	Initials
	     
	     
	$      

	FS Authorizing Signature:
	Date: 
	
	
	$      

	
	
	
	Amount Due Traveler:
	$      


	

	

	TRAVEL ADVANCE INSTRUCTIONS

	1.
	Allow at least 2 weeks for processing once the form reaches the Travel Unit.

	2.
	Mark appropriately if you are requesting a Permanent Exception.

	3.
	Mark appropriate Exception Request Criteria.

	4.
	Complete the form - any missing information will cause delays in processing.

	5. 
	To submit the form you have two options:

	
	OPTION A
	
	OPTION B

	
	a.
Print the form.
b.
Traveler sign and date form.
c.
Obtain other required signature, date, and printed name of a supervisor 
with the authority to approve travel advances.
d.
Put in a sealed envelope and mail to:
DHS Financial Svc – Travel
500 Summer St. NE., E84
Salem, OR 97301
OR you can fax the completed form to: (503) 373-0728. Please do not do both.
	
	a.
Print the form.
b.
Traveler signs and dates form.
c.
Obtain signature, date and printed name of a 
supervisor with the authority to approve travel 
advances.
d.
Scan the completed form and e-mail as an 
attachment to the Helpdesk, Travel via Group 
Wise. Please make sure to indicate an Advance 
Request in the subject line.

	
	
	
	

	
	
	
	

	6.
	The request will be reviewed and a determination made on the Advance and/or Permanent Exception.

	7.
	If the Advance Request is denied, the employee and the approving manager will be notified. 


If assistance is required please contact the Travel Helpdesk listed in Group Wise as Helpdesk,Travel,
Thelp@DHS.state.or.us, or Sandy Fischer at (503) 945-7023.
DHS 825 (10/06)
DHS 825 (10/06)

