Co-curricular Meal Advance Travel Procedure
The following procedure must be followed and the required information must be submitted to receive a meal advance for approved travel.  A meal advance agreement must be signed with receipt of the meal advance check.  All receipts and any reimbursements must be returned to the business office within five business days from check date or date returning from travel.  
Detail required on Meal Advance Requisition

· Who – Traveler/Travelers including number of students and number of adults participating
· What – Travel Details, i.e. mode of transportation, cost of the transportation secured
· Where – All locations of travel involved, i.e. points of departure and destination
· When – Dates and times of travel

· Why – Purpose of travel
Detail required when repayment of meal advance is processed

· Original itemized receipts with the vendor’s name and list of items purchased taped to a flat 8.5” x 11” sheet of paper

· The names of all attendees

· The business affiliation of all attendees

· A statement that no alcohol was served at the meal/meals

· An itemized amount per person, if possible.  If this is not possible, an explanation must be provided

