P1-19-4-1008

	Request #
	


State of Arkansas

REVOLVING TRAVEL FUND REPAYMENT AGREEMENT

	Date of Departure
	     
	
	Date of Return
	     

	

	City to be Visited
	     

	

	Estimated Out-of-Pocket Expenses                                                                      
	
	     

	                                                                                                                                                                                          Personnel Number

	
	Meals
	$
	     
	

	

	
	Lodging
	$
	     
	

	

	
	Mileage
	$
	     
	

	

	
	Transportation
	$
	     
	(other than airline)

	             Other (attach detail

                  and approval)       $    _     _________



	
	TOTAL
	$
	     
	X
	     
	%
	     
	

	
	maximum amount allowed
	

	

	I, 
	     
	, do hereby agree to repay   _     _

	Revolving Travel Fund the sum of $
	     
	which I borrowed on 
	     
	. This amount represents

	     
	% or less of my total out-of-pocket expenses estimated for the above trip.

	I am an employee of __     ______.

	I have read the guidelines for use of the Travel Fund and I will comply with them.

	I agree to submit a Travel Reimbursement Form (TR-1) to the employee’s proper section for reporting, within five working 

	days of my return date.

	I acknowledge that all funds claimed on the TR-1 will be paid net of the amount of this advance.

	I understand that if the TR-1 is not received within five working days of my return, I may be permanently barred from utilization of the fund.

	

	

	I have a state issued corporate card.
	Signed
	

	Yes
	    
	
	No
	    
	

	
	Date
	     

	

	     
	
	

	Employee’s Address
	
	Signature of Travel Supervisor

	

	     
	     
	     
	
	
	     

	City
	ZIP
	Business Phone
	
	Signature of Deputy Director
	Date

	
	(for in-state travel advances only)

	

	Purchase Order Unit Use Only

	Date of Check/Warrant
	Check/ 
Warrant #
	Amount of Check/ Warrant
	Date of

Deposit

	
	
	
	

	
	
	
	


Guidelines

Revolving Travel Fund

Travelers exceeding maximum for meals and lodging must also submit an explanation and approval in writing.

Repayment of Travel Advances

1. A Travel Reimbursement form (TR-1) must be filed and received in the Purchase Order Unit within five working days of the traveler’s return.

2.
The amount of the travel advance will be deducted from the traveler’s TR-1 and a net reimbursement check to the employee for the travel expenses reported. If a TR-1 is not received in the Purchase Order Unit within five (5) days of the traveler’s return, a payroll deduction will occur immediately.

3.
Failure to submit the TR-1 to the Purchase Order Unit within five (5) days after the traveler returns will result in the employee being permanently barred from utilization of the Revolving Travel Fund.

4.
Anyone who has been issued a State Credit Card and who obtains a travel advance, without first obtaining a letter of request, will be permanently barred from utilization of the Revolving Travel Fund.

