CITY OF MILWAUKEE

AUTHORIZATION FOR TRAVEL ADVANCE

	
	VOUCHER  NUMBER

     

	LAST NAME, FIRST , MI 

     
	TITLE

     
	employee  NUMBER

     
	DATE(S) OF  TRAVEL


     

	Employee’s  address

     

	ORGANIzatION

     
	AUTHORITY FOR  TRAVEL

     
	AUTHORIZED  AMOUNT

     
	REQUESTED AMOUNT

     

	DESTINATION(S)


     

	PURPOSE OF TRAVEL

     


	Account
	
	Fund
	
	Dept ID
	
	Program
	
	Class
	

	1
	1
	5
	2
	0
	1
	
	 
	 
	 
	 
	
	 
	 
	 
	 
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Budget Ref
	
	Project/Grant

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	In accordance with the Milwaukee Code of Ordinances, Section 350-181(7), I will file a completed expense report on Form CBP-211 (Statement of Expenses Incurred for City of Milwaukee) with the City Comptroller within fifteen days of my return, and refund to the City Treasurer ANY unused portion of this advance. If documentation is not filed with the City Comptroller within fifteen calendar days after the date indicated FOR RETURN from this trip, I understand that the City Treasurer shall retain from my next salary(s) the full amount of this advance.




	Signature of Requester


	Date:

     
	Date of Return to City


     


CBP-210 (REV 10/2005) 

INSTRUCTIONS for Completing CBP-210

Authorization for Travel Advance

When completing this form:

1.  Use the tab key to move from field to field. 

2.  Submit to the Comptroller's Office with the approved and signed control group.

3.  This is only a fill-in form; it does not calculate any totals. 
4.  Enter whole dollars and/or .xx cents where applicable (i.e. enter 40 for $40.00 or enter 40.22 for $40.22) 
5.  Employee number is PeopleSoft employee id and is 6 digits.

6.  Voucher number is 8 digits.
