TEXAS CHRISTIAN UNIVERSITY 
REQUEST FOR$'9$1&(
This form is used to request an advance via direct deposit. You must be set up for Accounts Payable Processing in
Payroll at MY.TCU.EDU to receive direct deposit payments from Accounts Payable.
Advance requests of $5,000 or greater, requires a detailed listing of expenses along with this form.
If the advance being requested is for international travel, you are required to register your travel with the Center for
International Studies and provide AP the applicable Travel Registration Receipt along with your request for advance.
Failure to submit this registration receipt may result in a delayed or denied advance, as well as denial of future travel
for TCU.
To clear advances: Recipients must submit a request for reimbursement within 30 days after trip completion (or event
has occurred if travel not required; i.e. virtual conferences), or 45 days for international travel at least 3 weeks in
duration. Unused funds must be repaid within 5 business days after returning from trip. You may repay unused funds
at https://stupay.tcu.edu/student payments. Any advance not settled in a timely manner, defined by the University as
within 90 days of completed travel or event, are subject to payroll deduction or will be reported to the IRS as taxable
income.
To request an advance, email completed forms to traveladvance@tcu.edu. Approvers may sign and date this form, or
note their approval in the body of the email submission.

Name:
Purpose:

TCU ID #
Please select all that apply
Airline Tickets

Hotel/Lodging
Meals
Conference Registration

Destination:

Amount:

Date(s) of Event:

In order to receive your advance, please select the check box below:
I hereby request authorization to travel or incur expense (if travel is not required) on behalf of TCU business. I
have read and understand TCU’s travel policies and procedures as well as any more specific or restrictive
policies established in my school, department, or division. I understand that all expenses (travel and
non-travel) must be submitted for reimbursement within 30 days (45 days for international travel at least 3
weeks in duration) after I return from this trip or event occurrence and that any unused advance funds must
be returned to Financial Services within 5 business days after I return from this trip or the event for which I
have requested an advance has occurred. If unused funds are not returned within 30 days after my return
from the trip or event occurrence, I authorize the TCU Payroll Department to withhold the outstanding
advance balance from my wages

Employee's Signature (Digital accepted):
Approver's Name:

Approver's Signature (Digital accepted):
10/04/21

