
Travel Advances
How to Submit an Advance Request for Someone Else 

Prepared by Jennifer Marleau



3 Types of  Travel Advances
• Out-of-Pocket in Advance of  Trip 

• The claimant is out-of-pocket for expenses they personally paid for in advance of  the trip. Ex. 
Conference registration.  

• Can be requested at any time (and in multiple instances as claimant prepays), with receipt and proof  of  
payment.

• Cash Advances
• This payment to the claimant is to cover cash needs for anticipated expenses to be incurred during the 

trip.  
• Can only be issued 30 days in advance of  the trip.

• Third Party Prepayments
• These are payments made directly to third party supplies in advance of  the trip.  Ex. Travel agency



Employee Menu



Advances and Expense Reports Menu



Submit a Request for an Advance



Submit an Advance Request for Someone Else



Save and View



Review for Accuracy



Complete – Submit Request



Print and Mail Hard Copy to Above Address



Let’s Review
• Enter the McGill ID of  the responsible person (your student)

• Enter the Destination and Start and End dates

• Select the Advance Type and Purpose

• Enter the amount being requested and the Fund code to charge

• Enter a detailed Description for the advance

• Click on Continue to proceed to the next screen

• Verify FOAPAL information 

• Click on Save and View to verify the request

• Click on Complete – Submit request

• Click on Print and mail hard copy to above address

• Ensure the appropriate individuals sign the request

• Attach all receipts and give the request to Doris in OM 224
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