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PR1.3. Cash Advances – may be issued to Employees and Students ONLY%
87CA%09D)'<1%16%17'%E;9C)9<1%CA%16%(6:'+%(9A7%<''=A%56+%9<1C(C091'=%'@0'<A'A%16%*'%C<(M++'=%
=M+C<P%17'%1+C0#%
%
E9A7%9=:9<('A%A76M;=%*'%;C)C1'=%16%5C';=%A1M=C'A-%'@1'<='=%1+C0A-%9<=%T7'<%1+C0A%6((M+%C<%
(6M<1+C'A%T7'+'%(9A7%CA%17'%6<;D%6+%0+'=6)C<9<1%)6='%65%09D)'<1#%
%
E9A7%9=:9<('A%A79;;%<61%*'%CAAM'=%)6+'%179<%Z.%=9DA%C<%9=:9<('%65%17'%1+C0#%H)6M<1A%'VM9;%
16%6+%P+'91'+%179<%["-...%+'VMC+'%9%*+'9O=6T<%65%'A1C)91'=%(6A1A#%

%
PR2. Advances for Airfare/Rail Paid by FOAPAL Authorization Form  

 
?)0;6D''A%9<=%/1M='<1A%1791%=6%<61%T9<1%16%*'%6M1%65%06(O'1%(9<%*66O%9C+59+'%9<=%+9C;%*D%
(6)0;'1C<P%17'%HC+59+'\49C;%G>HBHI%HM176+C]91C6<%G6+)#%
%
><('%(6)0;'1'=%9<=%0+6('AA'=-%17'%F<C:'+AC1D^A%8+9:';%Y9<9P')'<1%E6)09<D%TC;;%(79+P'%
17'%9C+59+'\+9C;%16%17'%Y(_C;;%!C+1M9;%E+'=C1%E9+=%9<=%9%17C+=Q09+1D%9=:9<('%TC;;%*'%(+'91'=%C<%
YC<'+:9%H=:9<('%9<=%?@0'<A'%4'06+1%Y'<M%C<%17'%<9)'%65%17'%4'A06<AC*;'%B'+A6<#%

%
PR3. Non-Travel Advances 

 
H=:9<('A%)9D%9;A6%*'%CAAM'=%56+%<6<Q1+9:';%0M+06A'A#%

 
PR3.1. Advances for Participant Fee in a Research/Clinical Study 
G6+%+'A'9+(7%A1M=C'A\(;C<C(9;%A1M=C'A%R%
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PR5. Expense Reports 
 

PR5.1. General 
?@0'<A'%4'06+1A%)MA1%*'%AM*)C11'=%MAC<P%17'%+'A0'(1C:'%YC<'+:9%H=:9<('A%9<=%?@0'<A'%
4'06+1A%Y'<M%56+%17'%56;;6TC<P%+'9A6<Aa%
%
• 86%+'C)*M+A'%C<=C:C=M9;A%56+%C<(M++'=%1+9:';%9<=%617'+%'@0'<A'A#%87'A'%'@0'<A'%+'06+1A%

)MA1%*'%AM*)C11'=%TC17C<%9%('+19C<%<M)*'+%65%*MAC<'AA%=9DA%*9A'=%6<%17'%1D0'%65%
?@0'<A'%4'06+1#%B;'9A'%+'5'+%16%17'%8+9:';%9<=%>17'+%?@0'<A'A%B6;C(D%Q%A'(1C6<A%BZ#"%9<=%
BZ#2#%

o ?@0'<A'A%09C=%TC17%PC51%(9+=A-%+'T9+=%06C<1%(9+=A-%6+%)'+(79<1%(9A7%=6;;9+A%
TC;;%<61%*'%+'C)*M+A'=#%%%

%
• 86%+'(6<(C;'%9=:9<('A#%H;;%9=:9<('A%)MA1%*'%+'(6<(C;'=%TC17C<%Z.%=9DA%951'+%17'%'@0'(1'=%

+'1M+<%=91'\'<=%=91'%C<=C(91'=%6<%17'%9=:9<('%+'VM'A1#%>:'+=M'%9=:9<('A%<61%
+'(6<(C;'=%*D%9<%?@0'<A'%4'06+1%TC;;%+'AM;1%C<%*;6(OC<P%5M1M+'%+'VM'A1A%56+%9=:9<('A%9<=%
AM*A'VM'<1%+'C)*M+A')'<1A#%

 
• 86%CAAM'%09D)'<1A%16%17C+=%09+1C'Aa%

%
o B9D)'<1A%16%C<=C:C=M9;Aa%

 _M'A1%I'(1M+'+%G''A%W<6<QE9<9=C9<\<6<Q8+9:';Xa%+'5'+A%16%
09D)'<1A%16%C<=C:C=M9;A%56+%PM'A1%;'(1M+'A%9<=%A0'9OC<P%
'<P9P')'<1A%T76%79:'%<61%1+9:';'=%16%E9<9=9%9<=%9+'%<61%
E9<9=C9<%+'AC='<1Ab%

 B9+1C(C09<1%G''Aa%

<
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B;'9A'%900+6:'%17'%56;;6TC<P%*D%+'0;DC<P%cU%H00+6:'e%16%17CA%')9C;a%
%
Request for Advance/Expense Reimbursement 
  
H&!\?L4fa%
%
E;9C)9<1a%
%
H)6M<1a%
%
G>HBHI%=CA1+C*M1C6<a%
%
APPROVER:%U%('+1C5D%1791%U%79:'%+':C'T'=%the attached advance/expense report #00xxxxxx%
9<=%1791%9;;%'@0'<A'A%9+'%;'PC1C)91'-%900+60+C91'-%+'9A6<9*;'-%56+%F<C:'+AC1D%0M+06A'A%6<;D-%
9+'%C<%9((6+=9<('%TC17%F<C:'+AC1D%06;C(D-%9+'%(79+P'=%16%17'%(6++'(1%G>HBHIWAX-%9<=%T7'+'%
900;C(9*;'-%(6<56+)%16%P+9<1C<P%9P'<(D%+'PM;91C6<A%9<=%+';91'%16%+'A'9+(7%56+%T7C(7%17'%
P+9<1\(6<1+9(1%T9A%9T9+='=#%
%
B;'9A'%900+6:'%17'%56;;6TC<P%*D%+'0;DC<P%cU%900+6:'e%16%17CA%')9C;a%
%
H&!\?L4fa%
%
E;9C)9<1a%
%
H)6M<1a%
%
CLAIMANT:%U%('+1C5D%1791%9;;%'@0'<A'A%AM*)C11'=%C<%the attached advance/expense report 
#00xxxxxx%9+'%9((M+91';D%A191'=-%;'PC1C)91'-%900+60+C91'-%+'9A6<9*;'-%56+%F<C:'+AC1D%
0M+06A'A-%9<=%9+'%C<%9((6+=9<('%TC17%F<C:'+AC1D%B6;C(D#%U%('+1C5D%1791%9;;%'@0'<A'A%0+':C6MA;D%
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PR5.4. Payment Method 
H;;%9=:9<('A%9<=%'@0'<A'%+'C)*M+A')'<1A%16%?)0;6D''A%9<=%/1M='<1A%TC;;%*'%)9='%17+6MP7%
=C+'(1%='06AC1%C<%E9<9=C9<%=6;;9+A#%
%
/1M='<1A%T76%79:'%<61%0+6:C='=%17'C+%*9<OC<P%C<56+)91C6<%C<%17'%YC<'+:9%)'<M%56+%<6<Q
09D+6;;%='06AC1A%TC;;%*'%+'C)*M+A'=%*D%(7'VM'#%
%
E;9C)9<1A%9+'%<61C5C'=%65%17'%=C+'(1%='06AC1-%*D%'Q)9C;-%6<%17'%=9D%17'%E'<1+9;%8+9:';%&'AO%
W?@0'<A'%B9D)'<1%/'+:C('AX%0+6('AA'A%17'%9=:9<('%6+%?@0'<A'%4'06+1%+'VM'A1#%&C+'(1%
='06AC1A%900'9+%C<%*9<O%9((6M<1A%TC17C<%,%*MAC<'AA%=9DA%65%17'%0+6('AAC<P%=91'#%
%
B9D)'<1A%16%17C+=%09+1C'A%WC#'#%C<=C:C=M9;A-%:CAC16+A%9<=%(6<5'+'<('AX%TC;;%*'%CAAM'=%
9((6+=C<P;Da%%%

%
• U<%J6+17%H)'+C(9a%SD%(7'VM'%C<%E9<9=C9<%6+%F#/#%=6;;9+A#%
• >M1AC='%65%J6+17QH)'+C(9a%SD%TC+'%C<%9<D%(M++'<(D%9(('01'=%*D%Y(_C;;hA%5C<9<(C9;%

C<A1C1M1C6<WAX%Q%iC+'%8+9<A5'+%4'VM'A1%56+)#%
%

U<%9;;%(9A'A-%17'%G>HBHI%TC;;%*'%(79+P'=%C<%'VMC:9;'<1%E9<9=C9<%=6;;9+A#%
%

PR5.5. Reimbursements to Visitors 
U<%17'%(9A'%65%!CAC16+A%16%17'%F<C:'+AC1D%T76%TC;;%='09+1%0+C6+%16%17'C+%+'VM'A1A%*'C<P%
0+6('AA'=%C<%17'%ADA1')-%MA'%17'%!CAC16+%E;9C)9<1%/CP<91M+'%56+)%16%6*19C<%17'%E;9C)9<1^A%
ACP<91M+'\900+6:9;#%
%
H;6<P%TC17%17'%AM)%65%receipts-%17'%56+)%9;;6TA%17'%!CAC16+%16%0+6:C='%9<%'A1C)91'%65%
'@0'<A'A%16%*'%C<(M++'=%56;;6TC<P%='09+1M+'%W'#P#%19@C%16%9C+06+1X#%W4'('C01%6+%617'+%0+665A%65%
AM(7%'@0'<A'A%)MA1%*'%A'<1%16%17'%F<C:'+AC1D%*'56+'%17'%(;9C)%(9<%*'%(6)0;'1'=#X%
%
87'%56+)%)MA1%*'%signed/approved and attached%16%17'%655C(C9;%?@0'<A'%4'06+1#%
%
YC<6+%+':CAC6<A%T7'<%9==C1C6<9;%+'('C01A%9+'%900'<='=%16%17'%(;9C)%=6%<61%+'VMC+'%+'Q
9(O<6T;'=P)'<1\900+6:9;%*D%17'%!CAC16+#%
%
H%!CAC16+^A%ACP<91M+'\900+6:9;%CA%not%+'VMC+'=%56+%(;9C)A%TC17%9%]'+6%<'1%09D)'<1%WC#'#%6<;D%
(;'9+C<P%9=:9<('AX-%7'<('%17'%!CAC16+%E;9C)9<1%/CP<91M+'%56+)%CA%<61%+'VMC+'=%C<%17'A'%(9A'A#%
%
G6+%Tri-Agency%grants-%
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PR6. 
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PR6.6. Supporting Documentation for Third Party Payments to Individuals W0+':C6MA;D%09C=%
6<%9%B9D)'<1%4'VM'A1%0+C6+%16%HMPMA1%k-%,.,,X 

/M006+1C<P%&6(M)'<191C6<%56+%09D)'<1A%16%PM'A1%;'(1M+'+%5''A-%09+1C(C09<1%5''%C<%9%
+'A'9+(7\(;C<C(9;%A1M=D-%;C:C<P%9;;6T9<('A-%9T9+=A\0+C]'A%16%<6<QY(_C;;%A1M='<1A-%9<=%
0+'A(+C*'=%0+C]'A%WA''%g#3%56+%='5C<C1C6<X-%)MA1%9((6)09<D%17'%'@0'<A'%+'06+1%9<=%)MA1%
(;'9+;D%C<=C(91'%17'%9P+'')'<1\='19C;A%1791%nMA1C5D%17'%0M+06A'%65%17'%09D)'<1%16%17'%
C<=C:C=M9;#%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%

%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
%
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PR7. Summary by Travel Expense Type 
  

87CA%+'5'+'<('%65%9;;6T9*;'%'@0'<A'A%A76M;=%*'%MA'=%C<%='1'+)C<C<P%17'%900+60+C91'%)'176=%
65%09D)'<1-%17'%+'9A6<9*;'%(6A1A%AMPP'A1'=-%9<=%17'%9;;6T9<('%+91'A#%
%
J61'a%U<=C:C=M9;%M<C1A%)9D-%91%17'C+%=CA(+'1C6<-%900;D%)6+'%+CP6+6MA%+'A1+C(1C6<A#%%K6T':'+-%
GC<9<(C9;%/'+:C('A%TC;;%:'+C5D%56+%17'A'%M<='+<61'=%)C<C)M)%A19<=9+=A#%
%
i7'+'%900;C(9*;'-%_+9<1C<P%HP'<(D%PMC=';C<'A%AM0'+A'='%17'%F<C:'+AC1D%B6;C(D%9<=%
B+6('=M+'A#%

%
PR7.1. Travel - Airfare 

 
k# 87'%'Q1C(O'1%6+%1+9:';%)9<9P')'<1%(6)09<D%C<:6C('%CA%+'VMC+'=%9<=%)MA1%C<(;M='%all%65%

17'%56;;6TC<P%C<56+)91C6<a%
• B9AA'<P'+%<9)'%
• HC+;C<'%9<=%5;CP71%f%
• &91'%65%5;CP71A%
• >+CPC<%9<=%='A1C<91C6<%
• H)6M<1%9<=%0+665%65%09D)'<1%

%
,# HC+;C<'%C1C<'+9+D%(6<5C+)91C6<A%6+%59+'%VM61'A%9+'%<61%9(('019*;'#%
%
Z# S69+=C<P%09AA'A%9+'%+'VMC+'=%M<;'AA%617'+%':C='<('%'@CA1A%16%0+6:'%17'%1+C0%79A%6((M++'=%

W'#P#%761';%C<:6C('-%19@C%(7C1%16\5+6)%9C+06+1-%)'9;%+'('C01A-%'1(#X#%
 
3# Seats%in a fare class greater than the highest economy are only permitted for flights 
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g# i7'<%9%0M+(79A'=%9C+59+'%C<(;M='A%(6A1A%T7C(7%9+'%<61%9%<'('AA9+D%(6<A'VM'<('%65%1+9:';%
6<%*'79;5%65%17'%F<C:'+AC1D-%9%quotation for the itinerary purely related to University 
business%WC#'#%1791%'@(;M='A%9:6C=9*;'%A1606:'+A%9<=%1+C0%'@1'<AC6<AX%)MA1%*'%9119(7'=%16%
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PR7.3. Travel - Car Rental 
 

k# 4'('C01%CA%+'VMC+'=%9<=%)MA1%C<(;M='%all%65%17'%56;;6TC<P%C<56+)91C6<a%
• 8+9:';'+^A%<9)'%
• 4'<19;%0'+C6=%
• BC(OQM0%9<=%=+60%655%;6(91C6<WAX%
• H)6M<1%9<=%0+665%65%09D)'<1%W*9;9<('%)MA1%A76T%[.#..X%

%
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PR7.4. Travel - Personal Automobile 
 

k# 
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PR7.7. Travel - Meals & Entertainment 
 

k# 4'('C01%6+%0'+%=C')A%9+'%9(('019*;'-%76T':'+%17'%F<C:'+AC1D%'<(6M+9P'A%9(1M9;%+'('C01A#%
%

,# H;(676;%TC;;%<61%*'%+'C)*M+A'=%M<;'AA%'<1'+19C<C<P%9<%'@1'+<9;%09+1D%C<%17'%(6M+A'%65%
M<='+19OC<P%M<C:'+AC1D%*MAC<'AA%W'#P#%76A1C<P%9%n6*%(9<=C=91'-%=6<6+-%PM'A1%A0'9O'+-%'1(#X#%%
!'+C5D%';CPC*C;C1D%65%17'%5M<=%1D0'%0+C6+%16%C<(M++C<P%17'%9;(676;%'@0'<A'#%
%

Z# H%(6)*C<91C6<%65%0'+%=C')A%9<=%+'('C01A%)9D%*'%(;9C)'=%9A%;6<P%9A%each meal is only 
claimed once#%%&"'($)*+,-$%(,$'(./$+(0"'(1'$*20*3#(*4.(-5467(8(+$*-('$6$/,#(0"'(35,,$'9%

%
3# Y'9;%'@0'<A'A%W+'('C01\0'+%=C')X%)9D%<61%*'%(;9C)'=%56+%:C+1M9;%(6<5'+'<('A%6+%617'+%':'<1A%

7';=%C<%Y6<1+'9;#%
%

"# Receipt%Requirements for Research Grants and Contracts (2F and 2M Fund Types):%
%

• &'19C;'=%+'('C01%WC<(;M=C<P%)'9;A%(79+P'=%6<%9%761';%*C;;X%CA%+'VMC+'=%9<=%)MA1%C<(;M='%all%
65%17'%56;;6TC<P%C<56+)91C6<a%

o J9)'%65%+'A19M+9<1%
o &91'%
o U1')A%6+='+'=%
o H)6M<1%9<=%0+665%65%09D)'<1%
o _+91MC1C'A%

%
• U5%9%='19C;'=%+'('C01%CA%<61%9:9C;9*;'-%0'+%=C')A%)9D%*'%(;9C)'=#%

%
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Per Diem Allowance W56+%1+9:';%A19+1%=91'A%'55'(1C:'%Y9D%k-%,.,.%16%pM;D%Zk-%,.,ZX%
%

Y'9;% iC17C<%E9<9=9% >M1AC='%E9<9=9%
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PR7.8. Travel - Conference & Seminar Registration 
 

k# E6<5'+'<('%+'('C01\C<:6C('%CA%+'VMC+'=%9<=%)MA1%C<(;M='%all%65%17'%56;;6TC<P%C<56+)91C6<a%
• 4'PCA1+9<1hA%<9)'%
• E6<5'+'<('%<9)'%
• &91'WAX%
• I6(91C6<%
• H)6M<1%
• r'+6%*9;9<('%6+%0+665%65%09D)'<1%WC#'#%(60D%65%(+'=C1%(9+=%A;C0%6+%(+'=C1%(9+=%

A191')'<1X%
%

,# 87'%5M;;%<9)'%65%17'%(6<5'+'<('%)MA1%*'%C<=C(91'=%C<%17'%8+C0%BM+06A'%5C';=%65%17'%
?@0'<A'%4'06+1#%U5%9<%9(+6<D)%CA%MA'=-%';9*6+91'#%
%
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PR7.10. Travel - Internet and Wi-fi Charges 
 

k# 4'('C01%9<=%0+665%65%09D)'<1%9+'%



,k%
%
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%

PR7.12. 
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PR8. Summary by non-Travel Expense 
%

PR8.1. New Computers and Related-Equipment 
 

B;'9A'%+'5'+%16%17'%)')6#%
%
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PR8.4. Payments to Third Party Individuals 
 

k# Guest Lecturer Feesa%+'5'+A%16%09D)'<1A%16%C<=C:C=M9;A%56+%PM'A1%;'(1M+'A%9<=%A0'9OC<P%
'<P9P')'<1A%T76%79:'%<61%1+9:';'=%16%E9<9=9%9<=%9+'%<61%E9<9=C9<%+'AC='<1A#%

%
,# Participant Fee in a Research/Clinical Studya%+'5'+A%16%09D)'<1A%)9='%16%09+1C(C09<1A%56+%

17'%0M+06A'%65%+'A'9+(7\(;C<C(9;%A1M=C'A#%
 

• B9+1C(C09<1%5''A%)MA1%<61%'@(''=%[k..\=9D%56+%'9(7%0'+A6<%09+1C(C091C<P%C<%9%
+'A'9+(7\(;C<C(9;%A1M=D#%

• /M006+1C<P%&6(M)'<191C6<%16%*'%AM*)C11'=%TC17%17'%?@0'<A'%4'06+1a%
o U5%17'%<91M+'%65%17'%+'A'9+(7%CA%<61%(6<5C='<1C9;-%17'%AM006+1C<P%

=6(M)'<191C6<%A76M;=%'C17'+%*'%+'('C01A%6*19C<'=%5+6)%17'%B9+1C(C09<1A%WC5%
900;C(9*;'X%6+%9%)')6%0+6:C='=%*D%17'%GGY%C<=C(91C<P%17'%0M+06A'%65%17'%
+'A'9+(7%9<=%9119(7'=%16%'9(7%?@0'<A'%4'06+1%

o U5%17'%<91M+' 65%17'%+'A'9+(7%CA%(6<5C='<1C9;-%9<=%+'('C01A%T'+'%CAAM'=%16%
17'%B9+1C(C09<1A-%17'A'%A76M;=%*'%+'19C<'=%*D%17'%&'09+1)'<1%C<%17'%':'<1%
65%9<%C<1'+<9;\'@1'+<9;%9M=C1#%%/C<('%17'%+'('C01A%(9<<61%*'%AM*)C11'=





,"%
%

B4>E?&F4?/%G>4%84H!?I%HJ&%>8K?4%?LB?J/?/%
%

%

PR8.7. Individual Professional Memberships 
k# Y')*'+A7C0%<''=A%16%*'%+';':9<1%16\+'VMC+'=%*D%17'%06AC1C6<%17'%')0;6D''A%76;=A%91%17'%

F<C:'+AC1D%
,# 4'('C01%9<=\6+%(60D%65%17'%900;C(91C6<%56+)%CA%+'VMC+'=%9<=%)MA1%C<(;M='%all%65%17'%

56;;6TC<P%C<56+)91C6<a%
• GM;;%<9)'%65%6+P9<C]91C6<%6+%A')C<9+-%';9*6+91C<P%9(+6<D)A%
• &91'%65%09D)'<1%
• 8619;%9)6M<1%6T'=%9<=%0+665%65%09D)'<1%

%
PR8.8. Parking (Off-Campus) 
k# 4'('C01%CA%+'VMC+'=#%




