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Travel advances generally are restricted to Cornell faculty, staff members, and students. Expenses related to visitors should be charged directly 
to operating accounts. 

Because direct payment or corporate card is available for most travel expenses, travel advances will be limited to those expenses for which a 
traveler is expected to endure a hardship for out-of-pocket expenses while on travel, and expenses that could not have been paid for by direct 
payment or a Cornell corporate card.

Part I: Payee and Trip Information

Payee Name Cornell NetID Department

Purpose of Trip

Destination Departure Date Return Date

If the payee has enrolled in Accounts Payable Direct Deposit, this advance will be processed as a direct deposit. If the payee is not on direct 
deposit, indicate below the address to which the check should be sent.

Street Address

City State Zip Code

Part II: Estimated Expense Calculations

Expenses # of Days X Rate* ($) = Totals
Meals X =

Lodging X =
Transportation (train, bus, rental car, plane, taxi, etc.)

Miscellaneous expenses
Total cash advance requested

Special Circumstances Affecting Expenses:

*Note: Per diem is 75% of the daily rate on the first and last days of travel. 
• Domestic Per Diem Rates 
• Foreign Per Diem Rates

Part III: Account Information and Repayment Agreement

Total Advance Requested (from Part II) Account Distribution

Account 
Sub-

Account Object
Sub-

Object Project Org Ref ID

Account:

Source of 
Repayment:

I agree that, within 30 days of my return from the trip identified above, I will submit my receipts and other documentation of business 
expenses to clear the advance and/or repay any excess. In the event I fail to comply, I hereby authorize deduction of the amount of this 
advance from my salary.

Signature of Payee
Date

Unit Authorization (if required by unit): Signature: Date

Return this completed form to your local financial transaction 
or business service center.

https://www.dfa.cornell.edu/accounting/topics/accountspayable/directdeposit
http://www.gsa.gov/portal/content/104877
http://aoprals.state.gov/content.asp?content_id=184&menu_id=78
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Travel advances generally are restricted to Cornell faculty, staff members, and students. Expenses related to visitors should be charged directly to operating accounts.
Because direct payment or corporate card is available for most travel expenses, travel advances will be limited to those expenses for which a traveler is expected to endure a hardship for out-of-pocket expenses while on travel, and expenses that could not have been paid for by direct payment or a Cornell corporate card.
Part I: Payee and Trip Information
Payee Name
Cornell NetID
Department
Purpose of Trip
Destination
Departure Date
Return Date
If the payee has enrolled in Accounts Payable Direct Deposit, this advance will be processed as a direct deposit. If the payee is not on direct deposit, indicate below the address to which the check should be sent.
Street Address
City
State
Alabama
Alaska
Arizona
Arkansas
California
Colorado
Connecticut
Delaware
District of Columbia
Florida
Georgia
Hawaii
Idaho
Illinois
Indiana
Iowa
Kansas
Kentucky
Louisiana
Maine
Maryland
Massachusetts
Michigan
Minnesota
Mississippi
Missouri
Montana
Nebraska
Nevada
New Hampshire
New Jersey
New Mexico
New York
North Carolina
North Dakota
Ohio
Oklahoma
Oregon
Pennsylvania
Rhode Island
South Carolina
South Dakota
Tennessee
Texas
Utah
Vermont
Virginia
Washington
West Virginia
Wisconsin
Wyoming
AL
AK
AZ
AR
CA
CO
CT
DE
DC
FL
GA
HI
ID
IL
IN
IA
KS
KY
LA
ME
MD
MA
MI
MN
MS
MO
MT
NE
NV
NH
NJ
NM
NY
NC
ND
OH
OK
OR
PA
RI
SC
SD
TN
TX
UT
VT
VA
WA
WV
WI
WY
Zip Code
Part II: Estimated Expense Calculations
Expenses
# of Days
X
Rate* ($)
=
Totals
Meals
X
=
Lodging
X
=
Transportation (train, bus, rental car, plane, taxi, etc.)
Miscellaneous expenses
Total cash advance requested
Special Circumstances Affecting Expenses:
*Note: Per diem is 75% of the daily rate on the first and last days of travel.
• Domestic Per Diem Rates
• Foreign Per Diem Rates
Part III: Account Information and Repayment Agreement
Total Advance Requested (from Part II) 
Account Distribution
Account	
Sub-Account
Object
Sub-Object
Project
Org Ref ID
Account:
Source of Repayment:
I agree that, within 30 days of my return from the trip identified above, I will submit my receipts and other documentation of business expenses to clear the advance and/or repay any excess. In the event I fail to comply, I hereby authorize deduction of the amount of this advance from my salary.
Signature of Payee
Date
Unit Authorization (if required by unit):
Signature:
Date
Return this completed form to your local financial transaction or business service center.
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