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UNIVERSITY OF GUAM

UNIBETSEDAT GUAHAN
                Administration and Finance

UOG Station, Mangilao, Guam 96923

Telephone: (671) 735-2900 Fax: (671) 734-3118

DATE:  ___________________
MEMORANDUM:                

TO:

 ____________
FROM:

 Comptroller

SUBJECT:        Advance Per Diem and Miscellaneous Allowances

Attached herewith is Check No._____ for $_______, an advance of your travel expenses under Travel Authorization No. ________.  This advance is recorded in our books as a receivable due from you until you submit Travel Clearance (FCN2-1-7).
Under Article VII, Part F, Section 12-C (Travel Advances, Recovery of Advances) of the University of Guam Rules, Regulations, and Procedures Manual approved by Board of Regents on February 17,2000: “VPAF shall initiate recovery of outstanding advances not been fully recovered by deductions from travel clearance or voluntary refunds by the traveler within ten  (10) days following the completion of the travel by set-off of salary due, retirement, credit or otherwise, from the person to whom advances were made, or his or her estate, by deduction from any amount due the traveler from the University or the Government of  Guam, or by such other legal method of recovery as may be necessary”.
You are therefore required to file your Travel clearance with the Business Office, University of Guam, no later than 10 working days upon return to Guam.  Set-off prescribed above will be enforced if advances are not cleared after 10 working days.  Expenses related to travel will only be reimbursed once travel clearance is received by the Business Office.
To clear, please submit a copy of your ticket (if claiming reimbursement of airfare), boarding pass and all receipts covering Per Diem (if itemizing) and Miscellaneous advances.  Also, a copy of your trip report will be required to complete your files.

--------------------------------------------------------------------------------------------------------------------

ACKNOWLEDGEMENT BY TRAVELER:

I, hereby acknowledge that I have read and understood the conditions under which may advance allowance is made and fully concur with the provisions stated above.

_______________________________

TRAVELLER SIGNATURE/DATE

--------------------------------------------------------------------------------------------------------------------
ALLOTMENT:

__________________
TRAVEL DATE:

__________________
NO. OF DAYS:

__________________
Distribution:  TA file (original)

                      Traveler (duplicate )

