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BACKGROUND INFORMATION

1. The use of an advance clearing account is a method to ensure that all travelers who receive 

travel advances will turn in a Travel Expense Claim Form. Currently, there is no system in place 

to ensure that all Travel Expense Claim Forms are turned in to Business Services.
2. The IRS requires that the USU have what is known as an accountable travel plan if travel 

advances and reimbursements are to be non-taxable to the traveler who receives the 

advance.  There are several requirements for a travel plan to be accountable in the eyes of 

the IRS:
a. There must be a business connection directly related to USU business. Travel to the 

ACUI annual conference would be an example.
b. Adequate accounting verifying the date, time, place, amount, and business purpose.  

This is accomplished via Travel Expense Claim Forms and providing receipts to verify 

travel expenses.
c. Unused portions of travel advances must be returned to the USU and amounts spent 

in excess of the travel advance on approved company business must be returned to 

the traveler.
d. Travel Expense Claim Forms must be returned in a timely manner.  Current USU policy 

is that Travel Expense Claim Forms be submitted within seven business days after 

returning from an authorized trip.
3. If an employee receives a travel advance and does not account for it via a Travel Expense 

Claim Form, the travel advance would be taxable to the employee. The USU would issue a 

1099 tax form to the traveler.  This would mean that the traveler would report the advance as 

taxable income on his/her personal tax return. Conversely, a traveler who spends more than 

the travel advance would be allowed to deduct the travel advance as a legitimate business 

expense from his/her personal tax return if a Travel Expense Claim Form was not submitted to 

account for the advance.
4. An accountable travel plan eliminates the necessity of travelers declaring income or deducting 

travel expenses from their tax returns.

PROCEDURE



1. Request a travel advance via petty cash form or check request.
2. Charge the travel advance to chartfield string NRUSU 130110 G0010 33010 on the petty cash 

form or check request.
3. When the travel is completed return your approved Travel Expense Claim Form within seven 

business days to the Cashier.  Business Services will create an accounting entry to transfer the 

travel advance from NRUSU 130110 G0010 33010 to the appropriate chartfield string listed 

on the Travel Expense Claim Form.  Please take note of the following in regards to the Travel 

Expense Claim Form:
a.  All travel expenses must be properly documented on the Travel Expense Claim Form, 

accompanied by receipts (if required by the Travel Policy), signed by the traveler and 

approved by the duly authorized supervisor.  It is the responsibility of the supervisor 

to ascertain the necessity and reasonableness of expenses for which reimbursement 

is claimed.  Excessive or unreasonable expenses will be not be reimbursed.
b.  If a trip crosses fiscal years, travel expenses claimed for July 1 and beyond must be 

on a separate Travel Expense Claim Form those claimed for June 30 or earlier.
c. Each traveler must show the inclusive dates of each trip for which expenses are 

claimed and the times of departure and return.  
d. Each traveler must state the purpose or objective of the trip on the Travel Expense 

Claim Form
e. Each traveler shall certify that the expense claimed is a true statement of the travel 

expenses incurred and that all expenses were incurred for the official business of the 

University Student Union, Inc.

If you have any questions please contact Joe Illuminate or Jonathan Navarro.


