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Travel Advance Request:


Date(s) of Travel: _______________________

“I am requesting a travel advance for $_______________ for  ______________________ seminar / workshop.  I understand that this travel advance must be repaid within 20 days after the last day of travel.  This is done by completing a travel payment detail form:

Travel Payment Detail form.xlsx 

The reimbursement request will need to have all supporting receipts, documentation and required signatures.  

I am responsible for reimbursing the State for any portion of this travel advance not spent with the itemized expenses on my travel payment detail form.

If for some reason my travel is cancelled after this travel advance has been issued, I agree to immediately reimburse the State of South Dakota. 





___________________________________________________
Signed							Date


As per 39:01:02:01
