Advance Travel Request Form

Tumwater Municipal Code Chapter 3.36

Operating Policy #1

	     
Requesting Staff
	     
Department
	     
Position

	     
Destination
	     
Departure Date
	     
Return Date


Name of Conference or Training attending with a copy of the class flyer, registration, etc attached:

     
BARS # 
      
     
     
     
43
     
If applicable: PROJECT#       
ACTIVITY #      
________________________________________________

____________




Approving Authority 



Date


Check # ________________________

By __________________________________________

Meals Requested

Date
Breakfast

Lunch

Dinner

Incidentals
Total

     
$     
$     
$     

$     

$0 FORMTEXT 

0.00

     
$     
$     
$     

$     

$0 FORMTEXT 

0.00

     
$     
$     
$     

$     

$0 FORMTEXT 

0.00

     
$     
$     
$     

$     

$0 FORMTEXT 

0.00

     
$     
$     
$     

$     

$0 FORMTEXT 

0.00

     
$     
$     
$     

$     

$0 FORMTEXT 

0.00



     
$     
$     
$     

$     

$0 FORMTEXT 

0.00



     
$     
$     
$     

$     

$0 FORMTEXT 

0.00



     
$     
$     
$     

$     

$0 FORMTEXT 

0.00



     
$     
$     
$     

$     

$0 FORMTEXT 

0.00

_______________________________________________________________________


$0 FORMTEXT 

0.00

$0 FORMTEXT 

0.00

$0 FORMTEXT 

0.00


$0 FORMTEXT 

0.00


$0.0 FORMTEXT 

0.00

NOTICE:
Advance travel funds are issued under the provisions of the Tumwater Municipal Code 3.36, and "will not" be used for reimbursement to employees." "Travel advances are considered liens against any amount owed by the City to the employee.  Any amounts in default may be withheld by the City from funds owed to the employee."
I hereby acknowledge I have received and/or will receive the advance travel funds as referenced above.  





_______________________________________________________





Employee's Signature



Date
