Brown University 

Advance Request

Pay to:
     
Name 
     
Date      




     
Date Payment 

Address 
     
Required      




     
	Vendor Number 

(Controller’s  Use Only)
	Account
	Sub-code
	Description
	Amount

	
	0-11528
	1330
	Advance
	      


Traveler Brown ID Number :       


Purpose of Trip/Event:

     
     
     
Date of Departure/Event      
Return/End Date     
Account(s) Supporting Trip/Event      
       


     
       

In accordance with University regulations, I shall submit a travel expense report and return the unused portion of the advance within two weeks after the completion of the trip/event.  If the travel/event connected with this advance exceeds one month in duration, I shall submit expense reports at the end of each calendar month, and return the unused balance of the advance at the time the final travel expense report is filled.  I understand that the original receipts must accompany any travel report (ticket stubs, hotel bills, excess baggage tickets, car rental receipts, registration fees, etc.).

Signature of applicant _________________________________  
Date ___________________________________

Approved by * _______________________________________ 
Date ___________________________________

* Advances must be approved by Department Head, Chairperson, or Authorized designate.  Advances for Chair-persons or Department Heads must be approved by the officer he/she reports. 






Controller’s Use Only


	ORA
	Controller

	
	


Submit one original and one copy of the travel advance request and additional documentation to support the request to the Controller’s Office – Box J.






