[bookmark: _GoBack]Procedure for Advanced Payment of Trips
1. Verify that the applicant does not have advanced payments that have not been liquidated.
2. Check that the account number to be used is correct, that the time period for project is valid, availability of funds and presence of authorized signature.
3. Identify if the applicant is a student or employee to be able to codify the expenses that appear in box number 23 (Estimated cost of trip).  They will be encoded in the code where the amount will be greater.  
4. Verify the corresponding signatures in the application, if the applicant is a student, it should be signed by the PI of the project and the director of his/her department.  If the applicant is the PI of the project, it should be signed by the director of his/her department. 
5. Access Oracle, RUM Purchasing User and enter the data required to be able to reserve the funds in the account and the system will provide a purchase order number and send it to the supervisor for approval.
6. After approval, access Oracle, RDC Accounts Payable User, enter the advanced payment affecting the “1581” (Accounts Receivables) and the system provides a voucher number, the counter punches and signs the document and goes on to be signed by the supervisor.
7. Make a copy of the document, file the copy, access Excel and go to the Advanced Payments and Liquidations file and complete the required information.
8. Prepare a transmit page and send the document to the campus paymaster for the emission of the check.
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