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Purpose and Scope 
 
The Travel Authorization Request & Encumbrance (1036) form serves as the official 
authorization for faculty and staff traveling on University sponsored business and encumbers 
the funds to be utilized. 
 
 
Return to Top 

For more information contact us 
Controller’s Office 

 

http://www.neiu.edu/~finanaff/FiscalAgentHandbook/FAHindex.html
http://www.neiu.edu/~finanaff/FiscalAgentHandbook/F/Findex.html
mailto:Controller-Office@neiu.edu


 
F2:  TRAVEL AUTHORIZATION REQUEST & 

     ENCUMBRANCE FOR EMPLOYEES 
Effective Date:  July 1, 2003 

Prior Date:  11/3/00 
 

Fiscal Agent Handbook Index | Travel Index  
 

Purpose and Scope Authority and Responsibility References 
Comments Definitions Form Acquisition 

Submission Deadline Approvals Required Questions 
 Form Instructions Form Facsimile 

 
Definitions 
 
Appropriated Funds:  Funds approved by the governor to provide for general revenue and 

education assistance for operating purposes. 
 
TARE:   The Travel Authorization Request & Encumbrance (1036) form.  
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References 
 
F9:  Employee Group Travel, Fiscal Agent Handbook 
 
M14: Travel Authorization Request & Encumbrance (1036) form, Fiscal Agent Handbook 
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Authority and Responsibility 
 
The traveler prepares the Travel Authorization Request & Encumbrance (1036) form, attaches 
supporting documentation, obtains the approval signatures and submits the approved form for 
processing. 
 
The fiscal agent or alternate insures that requested monies meet budgetary requirements and 
proposed expenditures are reasonable and appear to be proper. 
 
The traveler obtains override approval for travel expenses being charged to a grant account 
from the Controller’s Office, E-212, and override approval for travel expenses being charged to 
all other accounts from the Office of University Budgets, C-423, when available funds are not 
adequate to cover anticipated expenses.   
 
The Office of University Budgets and the Controller’s Office tests forms for availability of funds 
and validity of fiscal agent's or alternate's signature.  Failure to meet the above tests will result 
in the document being returned to the originator. 
 
The Director of Financial Affairs/Controller advises the Procedure and Systems Analyst of all 
changes to this procedure. 
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Form Acquisition 
 
The form is a four part form set that can be ordered using the on-line Forms Requisition on the 
Controller's Office Resources web site at:   www.neiu.edu/~finanaff.   
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Submission Deadline 
 
The traveler will, prior to the departure date, complete and deliver the approved travel 
authorization request to the Office of University Budgets located in C-423.  
 
Foreign travel for University personnel must be authorized by the President thirty days prior to 
travel. 
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Form Instructions 
 
Instructions for preparing the Travel Authorization Request & Encumbrance are detailed in section 
M14 of this handbook.  
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Required Approvals 
 
After preparing the form, the traveler routes the document for approval to the appropriate fiscal 
agent or alternate. 
 
In the approval process the Office of University Budgets is bypassed if no University funds are 
requested.   
 
The traveler should keep a copy of the form signed by the fiscal agent for his/her record. 
  
In those instances where the fiscal agent or alternate and the unit head are one and the same, the 
individual need only approve the travel authorization on the fiscal agent line. 
 
In those instances where the traveler is the unit head reporting to a Vice President, vice 
presidential approval is required.  
 
In those instances where the traveler is a Vice President, area executive officer approval is 
required. 
 
The President must approve all foreign travel requests. 
 
When available funds are not adequate to cover anticipated expenses, override approval for grant 
accounts resides with the Controller’s Office, E-212.  Override approval for all other local funds 
and appropriated funds resides with the Office of University Budgets, C-423. 
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Form Distribution 
 
Once all required approvals have been obtained, the traveler keeps the fourth copy of the form 
set, forwards the third copy to the fiscal agent for reconciling purposes and the first two copies 
to the Office of University Budgets for processing.  
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Questions 
 
Direct any questions to the travel desk at extension 5128. 
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Comments 
 
Direct your comments to the Controller’s Office. 
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