
When a traveler needs a Travel Advance AND reimbursement for a pre-paid expenses: 

The arranger will create TA 000001 for a travel advance for $500 to be issued no more than 10 
days before the trip start date. 

 

Once the TA reads Final, the arranger will amend the original TA by clicking the AMEND button 
to request another travel advance in the amount of the prepaid expense.  This is actually the 
reimbursement amount but by initiating it as a travel advance, it allows the traveler to be 
reimbursed at the time of the expense instead of the system holding the reimbursement until 
the entire advance amount is cleared.  The Arranger must attach the receipts to the TAA before 
the TAA can be approved the Travel Svcs and the traveler reimbursed for the prepaid expenses. 

 



 

 

 

 

 

 

 


