PER DIEM ADVANCE REQUEST

§E=0\ UNIVERSITY OF WASHINGTON RESET FORM INSTRUCTIONS

TRAVEL - BOX 351117 Prepare original — obtain employee’s and 50
departmental approval sighatures — make a copy 6. Budget No. 7.Date
for your files and submit original to Travel 10 days

2. Title 3. Employee ID Number prior to departure date'

8. Requisition No.

4. Box Number or 5. Department
Home Address

9. Telephone No.

10. Destination 11. Contact Person
12. Purpose of Trip (Include Date of Meetings, Conferences, etc.) 13. Departure Date 16. Special Instructions
CHECK DISPOSITION:
14. Return Date @ Mail Check to Above Address

O Check will be Picked Up (Name)

15. Accounting Due Date Call when Ready (Telephone No.)
(10 days after return date) OTHER:

17. Employee Statement

| certify that | have read and agree to comply with the Per Diem Advance procedures. |
understand that any unauthorized expenditure of funds advanced to me may be considered
misappropriation of public funds. If the final accounting for the Per Diem Advance is not
received by the date specified above, | understand that the State of Washington is

19. FOOD AND LODGING (Per Diem Basis Only)
www.washington.edu/admin/travel/contracts.html#meal.lodging.rates

Description Amount

authorized to deduct any and all funds outstanding through Payroll deduction. T
(Amount requested cannot exceed daily per diem rate.)
(Advance may not exceed ninety (90) days authorized
per diem allowance.)
Employee Signature Date CITY
18a. Signature 18b. Date days @ $ $ 0.00
CITY
Authorized Department Head Signature Date
~ days@$  |$ 0.00
DO NOT USE SPACE BELOW Budget No. S/L Obj. Sub. SSub. Task Optn. Project Amount Lig.
; cITY
: _ days@$ % 0.00
| cITY
| _ _days@$_|$ 0.00
Requisition
Number TOTALALLOWED P> |$ 0.00
I TOTAL REQUESTED P> §

UoW 1600 (Rev.10/05)

Please give Page 2 to the Traveler ;


www.washington.edu/admin/travel/contracts.html#meal.lodging.rates

IT IS IMPORTANT FOR YOU TO KNOW:

The Per Diem Advance is not a loan.
The Per Diem Advance is not to pay for airfare or car rentals.

The Per Diem Advance is not to pay expenses for others.

TRAVELER’S RESPONSIBILITIES - PLEASE READ

Your lodging must be in a commercial facility. A commercial facility is defined as:
m a facility which has a tax ID number
m a facility which is open to the public

m a facility which is listed in advertisement publicizing availability to all
If you are renting an apartment or subleting we will need:
m a copy of the rental agreement

m an official receipt

m a copy of advertisement showing availability if there is no Tax ID number

A credit card receipt is not acceptable for reimbursement. You must provide a folio
from the lodging facility listing the itemization of charges.

Upon immediate return from your trip:

m all receipts must be submitted to your Travel Coordinator

m TEV must be signed and submitted to Travel Office within 10 days after completion of trip as
advances are time sensitive

While on the trip we suggest taking an envelope in which to save all receipts except
those for food.

IF YOU HAVE QUESTIONS:

Please contact your department Travel Coordinator or the Travel Office at 206-543-5858.

STATE REGULATIONS

Default on Repayment of
the Advance by Traveler

State Administrative Accounting
Manual (SAAM) 10.80.60.e

B When a traveler defaults in
accounting for or repaying an advance,
the full unpaid amount shall become
immediately due and payable with
interest of ten (10) percent per annum
from date of default until paid.

B To protect the state from any losses
on account of travel advances made,
the state has a prior lien against and
shall withhold any and all amounts
payable or to become payable by the
state to such officer or employee up
to the amount of such travel advance
and interest at a rate of ten percent
per annum until such time as
repayment or justification has been
made.

(RCW 43.03.180 through 43.03.190)
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