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Subject

ACCOUNTING TRANSACTIONS
PERMANENT IN-STATE TRAVEL ADVANCE (TP (PERM))

1. The PERMANENT IN-STATE TRAVEL ADVANCE FORM (TP (PERM)) is used by employees to
request a permanent in-state travel advance. Below are the instructions for completing the TP
(PERM). The following page is a sample form, with red letters corresponding to the letters in the
instructions.

a.

b.

Official domicile of employee requesting advance.
Enter document number

This is the date of employment in current position, or in the position in which the employee
has to travel.

Name of department to be charged with travel advance expense.
Supervisor's signature.
Name and address of employee requesting permanent advance.

Alternate address of employee if payment is to be sent elsewhere as indicated in Claimant's
Certification.

Determine out-of-pocket in state travel expenses for each of the prior twelve months, and
enter on appropriate line.

Enter total of prior twelve months as determined above.
Divide prior twelve months' total by twelve.
Enter $100.00 or $150.00 as eligible.

Claimant's Certification - To be filled out by the employee requesting the advance. MUST be
signed by the employee in ink.

Leave blank. Statute authorizing the expenditure will be referenced through the account
coding in the accounting system. See procedure 204.450.

2. For more information on the permanent in-state travel advance, see Procedure 210.210.

3. TP (PERM)'s should be onlined separately from other TP's.
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TA (PERM)

oA coneis PERMANENT IN-STATE DOCUMENT NUMBER
(a) TRAVEL ADVANCE (b)
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(M (9)

Out-of-PocketIn-State Travel expenses forthe preceding twelve
months have been: (h)

January July
February August
March September
April Cctober
May Movember
June December

Summary Information

Prior twelve month total (i) 0.00
Average per month (i} 0.00
Authorized amount (k) 0.00

IMPORTANT

» Employees whose In-State Travel Expense has averaged between $100 and §150 per month forthe preceding twelve

months shall receive a Permanent Travel Allowance of $100.

« Emplovees whose In-State Travel Expense has averaged over $150 per month farthe preceding twelve months shall

receive a Permanent Travel Allowance of $150.

* | herebhy give the DAS-SAE authority to deduct this Permanent In-State Travel Advance from my
paycheck upon separation from State Employment or when | am no longer eligible due to a

change in duties or joh assignment.

+« | also give the DAS-SAE and my employing Department the authority to review my monthly travel
expense and determine if | still meet the requirements pertinent to receiving an In-State Travel
Advance. Should I fail to meet these regquirements, this Advance Travel Allowance shall be
withdrawn and deducted from my next paycheck, following proper notification.

*  Submit appropriate documents to Payroll

CLAIMANTS CERTIFICATION
| CERTIFY | HAVE READTHE ABOWVE AND AMAWARE OF THE RULES
GOVERNING MY PERMAMENT IN-STATE TRAVEL ADVANCE.

DEFARTMEM | TERITIFICATIOUN
I CERTIFY THAT THE ABOVE EXPENSES WERE INCURRED
AMNDTHE AMOUNTS ARE CORRECT AND SHOULD BE PAID
FROMTHE FUMDS APPROPRIATED B

CRECT DEFISTTT
YO NO

VIARARNT TOTALT

Employee Vendor#: ADDR?YO NDO

CODEOR CHAPTER SECTION(S) (m)

CLAMANT 3 SIGNATURE

(1)

WARRANT #

TA (PERM)

DOCUMENT TOTAL

PAID DATE



