Instructions: Filling out an Illinois State University Foundation Travel Voucher 

The following steps should be taken when a fiscal agent wishes to disburse funds for reimbursement of travel expenditures from a Foundation account.

A. Complete a travel voucher by filling in the following fields:

Department No. – Type the three-digit department number here.

Account No. – Type the four-digit Foundation account number to be charged here.

Account Name – Type the Foundation account name here.

Traveler’s Name or Payee – Type the official name of the individual and the address where the check is to be sent here.  If the address is on campus, please use the correct campus mail format, including the correct mail code.  Do not include Normal, IL on campus mail addresses.

FEIN/Social Security No. - Enter the traveler's social security number here.

Chart No. – The Foundation will provide the Chart Number (taken from Alumni Development Database).

Amount – Type the total amount of the reimbursement here.

Faculty/Staff or Student – Mark the appropriate box to indicate the specific traveler.

Purpose of Travel – Providing a detailed explanation of the purpose of the travel is essential.  Type the purpose here. The purpose should include a statement that explains how the travel expenditure is in the best interest of Illinois State University and higher education.

Objective Categories – Indicate an objective category that is appropriate for the travel expenditures.

Travel Detail – Enter the specific daily information/expenses of the business trip in this section.  The expenses detailed should total the reimbursement amount requested.

Traveler's Signature - The traveler's signature is required to authorize payment.  Stamped signatures or vouchers signed by another staff member will not be accepted.

Fiscal Agent - The fiscal agent’s signature is required to authorize payment.  Stamped signatures or vouchers signed by another staff member will not be accepted.  If a fiscal agent will be gone for an extended period of time, a temporary fiscal agent should be appointed.  The Foundation Office must be notified in writing of this appointment.  Also, enter the date and provide the office phone number in case questions arise during the voucher processes.  In addition, if the traveler and the fiscal agent are the same person, the fiscal agent’s immediate supervisor must also sign on the fiscal agent line.

Foundation Officer - A Foundation Officer's signature is required to authorize the disbursement of Foundation funds.  The Foundation Office will obtain this signature.

B.  Two copies of the invoice voucher and the supporting documentation are to be sent to the Foundation Office in Rambo House (Mail Code 8000).  It is also recommended that the department make a copy to be retained for their records.  Once the invoice voucher has been processed, the original two copies are filed and retained at the Foundation Office.

C.  If a travel voucher is incomplete or has been incorrectly completed, it will be returned to the fiscal agent with an explanation.

