Travel Forms Process

The Travel Advance Form (TAR) is if you would like advance payment before you depart on your trip if you would like the university to pay for your airfare you would have to use UCLA travel and submit an itinerary and the University will issue you a trip # you would use on the UCLA website to hold the tickets with the trip # given by the UC. 

As for payment of the trip if you would like to be reimbursed before you leave for the air tickets, hotel you have paid for then you would fill out a TAR and mark early reimbursement for such expenditures. Fax the TAR to me along with a copy of your credit card being charged for such items and flight info hotel or rental car info ect.

 If you would like a cash advance simply mark cash advance on the TAR along with an estimated budget breakdown & the University would make a check payable to you for the amount requested before you depart on your trip.

 

Upon returning from travel it is UC policy that a Post Travel Form be completed whether you are seeking reimbursement or have taken a cash advance from a TAR. You will need to include your original receipts for such things as food, taxi, car rental, hotel itemized receipt and airline invoices/itinerary and submit the signed form to my office.

