REQUEST FOR ADVANCE (Travelers Cheques)
Printed Name:



(1) 



  PeopleSoft Employee ID#:

(2)

Amount Advanced $

(11)

.00   Advance#
(12)

  Cashier’s Initials:
(13)

I have received $
(3)
.00 from James Madison University for 


(4)















(Purpose of travel)
Destination:

(5)
      

   
   
 
Travel Date(s):
(6)



Upon completion of this travel, I will promptly file a travel reimbursement voucher with supporting documents.  As soon as the reimbursement is received, I will remit the amount needed to repay this advance in full to GE Mastercard.  NOTE:  Advance repayment should only be made to the JMU University Business Office if received by an employee who does not have a MasterCard Travel Charge Card.  If timely repayment of this advance is not made as stated above, I understand that under James Madison University Policy #4502:  Collection of Debts Owed by Employees to the University, the university has the right under Virginia law to withhold such debts from an employee's pay. Section 2.2-4800 et seq. of the Code of Virginia gives the university the authority to enforce this policy.


(14)

  


(15)





(7)





(DATE)

               (SIGNATURE OF EMPLOYEE RECEIVING ADVANCE)
   
 
(Department)                                                                                        

(8)

  


(9)





(10)




 
 (DATE)


(SIGNATURE OF APPROVING AUTHORITY)             


 (Title)
INSTRUCTIONS:

1. Traveler completes sections 1-7 prior to obtaining signature of approving authority.

2. Approving authority verifies traveler has sufficient authorization on card for advance amount requested and then completes sections 8-10.

3. Traveler presents form with sections 1-10 completed to University Business Office Cashier to process advance request.  

4. Cashier will complete sections 11-13.

5. Traveler will then complete sections 14-15.
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