INDIANA UNIVERSITY

, TRAVEL ADVANCE
TRAVEL MANAGEMENT

SERVICES e An advance check is provided no more than 14 days before the trip begins.

e Employee must submil the Travel Reimbursement Form with receipts attached
within 60 days of returning {from the trip.

e The excess amount of the travel advance should be returned to Travel
Management Services, Poplars 120 (payable to Indiana University) withinl20
days of when (he expense was paid or incurred.

s [f employce has not returned the excess amount or substantiated the expense,
Indiana University will add the advance amount as income to the employee’s

W-2,
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Poplars 120
400 East Seventh Sreet
Bloominglon, Indlana
47405-3084

812-855-2873
Fax: 812-855-8866



