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Employee Travel Responsibilities





Please read and initial by each statement.


I understand that…





…I am required to submit an approved Travel Request- Advance form with my


 	 signature and my approver’s signature at least 10 days prior to travel.





…if a travel advance is requested, I am required to submit an approved Travel


Request- Advance form with my signature and my approver’s signature at least 10


 	 days prior to travel. Note: Purchase card holders are not eligible for an advance.





 	 …I am required to submit a Travel Expense Report no later than 10 days after return.





 	 …I am past due to file a Travel Expense Report no other travel will be authorized.





… a Travel Expense Report will be filed for company billed expenses and no


reimbursements will be made to me, the employee traveler,  if a Travel Expense Report


 	 is not filed after 30 days.





…if a Travel Expense Report is not submitted after 30 days and a Travel Advance was


 	 given that any funds may be deducted from my pay.





 	 …any cost incurred during unapproved travel may not be repaid.





…all forms must be submitted through my travel coordinator and all forms are


 	 available through my travel coordinator and the travel website � HYPERLINK "http://www.alutiiq.com" ��www.alutiiq.com�








By signing below I have read and initialed each statement.





Sign Name	Date














