Instructions for Submitting a Concur Travel Advance Request Form
If you need a travel advance for an upcoming trip, follow these steps to request and submit the necessary form:

Step 1: Request the Form
To obtain the Concur Travel Advance Request Form, send an email to both of the following contacts:
· Feli Alvarado – falvarado3@csub.edu
· Yvette Jackson – ywafford@csub.edu
Make sure to include a valid reason for requesting an advance (e.g., cash registration required, need for laundry mat services, scattered mealtimes due to meet schedules, or another approved justification)
Please note that travel advances are limited in what can be processed, so ensure that your reason aligns with the eligible criteria.
Step 2: Complete & Submit the Form
Once you receive the form, carefully fill out all required fields. After completing the form, submit it via email to falvarado3@csub.edu and ywafford@csub.edu. 
Step 3: Await Instructions for Creating a Travel Request in Concur
Feli and Yvette will notify you when you can proceed with creating a Travel Request Form in Concur, where you will include all estimated expenses for your trip including this travel advance.

Important: Your form must be submitted at least 10 days prior to your first day of travel to ensure timely processing and payment. Late submissions may result in delays or inability to process your request.

For any questions or concerns, reach out to Payment Services. 
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