California State University, Chico
Chico, California 95929-0140
Travel Accounting
530-898-5766



AUTHORIZATION TO WITHHOLD OUTSTANDING
TRAVEL ADVANCE FROM PAYCHECK



Pursuant to procedures outlined in the State Administrative Manual, Section 8116.3, Recovery of Temporary Travel Advances, I authorize CSU, Chico to withhold any outstanding travel advance amount from my payroll check in the event I default in submitting appropriate travel claim documents and/or pay back any balance due from an advance issued to me or on my behalf.  I agree to submit a travel claim by the 10th of the month or sooner following completion of travel from the preceding month for which the advance was issued.

I understand that if I am a direct deposit participant, my direct deposit will be cancelled to allow collection of outstanding travel advances.  If I wish to continue in the direct deposit program, I will need to complete documents to re-enroll in the program.  



Signature:	 									


Print Name:										

Date:									

Department & Zip:							
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