VIRGINIA POLYTECHNIC INSTITUTE & STATE UNIVERSITY
REQUEST FOR TRAVEL LOAN

Employees eligible for the Bank of America Visa Travel Card will not be granted a travel loan except as noted in the University Procedure 20330.  Allow three working days for processing.  ***Same Day Service Is Not Permitted***
Loan funds will be made available to the requestor three working days prior to departure date.  Please ensure the desired method of obtaining funds is indicated below (If direct deposit is desired please ensure the requestor is enrolled prior to form submission.  See http://www.bursar.vt.edu/payroll/ for direct deposit enrollment instructions).
	Name:
	          
	
	Date of Request:
	      

	

	Department:
	      
	
	Departure Date:
	     

	

	Campus Address:
	      
	
	Return Date:
	      

	

	Dept Contact Name:
	      
	
	Phone / E-mail:
	     

	

	Method of Obtaining Loan Funds (Mail, Pick-up at Bursar’s Office, or Direct Deposit):
	                                                                            

	

	Destination(s):
	      

	

	Purpose of Trip:
	      

	

	Travel Funded by:
	     
	     
	     
	     
	
	 

	
	Fund
	Orgn
	Acct Code
	Activity Code
	
	

	
	
	
	
	

	Loan Amount Requested:
	
	
	
	

	
Transportation: 
	$
	0.00
	

	                (Ground Travel Only – i.e. taxi, rental car, rail, bus)
	
	
	

	
         Lodging:
	$
	0.00
	

	
	
	
	

	
         Meals:
	$
	0.00
	

	
	
	
	

	
Other Charges:
	
	$
	0.00
	

	
	(Please Specify):
	      
	
	
	

	
	      
	
	
	

	
	
	
	
	

	
Total Loan Amount Requested:
	
	$
	   0.00
	

	
	
	

	Departmental/Dean Approval Signature:
	

	(type Department/Dean’s name)
	       


In making this request I understand that:

(1)
This Travel Loan will be recorded on my Travel Loan Account with the Bursar’s Office

(2)
It is my responsibility to complete a Travel Voucher promptly in order to request reimbursement for my allowable expenses incurred



in connection with this trip.  The travel reimbursement check will be mailed to me

(3)
The loan will be due and payable upon receipt of a bill from the Bursar’s Office

(4)
I am responsible for full compliance with all University Travel Regulations ; Failure to comply with the regulations, resulting in disallowance of any travel expense reimbursement, in no way relieves me of the obligations to repay this travel loan as stipulated

(5)
If this loan is turned over to a collection agency, I will be required to pay the cost of collection as well as the loan principal

(6)
I authorize this loan amount to be deducted in full from my paycheck should repayment not be made by the due date indicated on



the statement received from the Bursar’s Office

(7)
Any loan amount deducted from my paycheck results in the forfeiture of my privilege to participate in the University’s Travel Loan



Program for six months
	Signature of Loan Requestor
	
	TECH ID #:
	      



CONTROLLER’S OFFICE USE
	Fund
	Orgn
	Acct Code
	Activity Code
	Doc. Ref. #
	Invoice Date
	Due Date
	Amount

	655156
	074001
	6221
	
	
	
	
	

	

	Reason for Rejection:
	

	
	

	Original to Controller's Office
	
	Check No.
	
	Approved By:
	


