
 APPENDIX V 
 
 RECOVERY OF OUTSTANDING TRAVEL ADVANCES 
 
A. This agreement applies solely to travel advances provided to employees by the Agency, 

and does not include any funds that employees obtain from Automatic Teller Machines. 
 
B. Any employee who has a travel advance outstanding more than 30 days but less than 60 

days after the completion of travel shall receive a letter: 
 

1. advising the employee of the outstanding balance of the travel advance and the 
date(s) for which such travel was authorized; and 

 
2. advising the employee of his or her right to inspect or obtain a copy of the 

documentation related to the outstanding travel advance; and 
 

3. providing the employee with an opportunity to: 
 

a. submit evidence that a travel voucher for the travel in question has been 
filed and/or any excess travel advance over the amount claimed for such 
travel has been returned; or 

 
b. file a travel voucher for the travel in question and/or return any excess 

travel advance over the amount claimed for such travel. 
 
C. Any employee who has a travel advance outstanding more than 60 days after the 

completion of travel shall receive a letter by certified mail, return receipt requested or by 
personal delivery, signed for by the employee: 

 
1. advising the employee of the outstanding balance of the travel advance and the 

date(s) for which such travel was authorized; and 
 

2. advising the employee of his or her right to inspect or obtain a copy of the 
documentation related to the outstanding travel advance; and 

 
3. providing the employee with an opportunity to: 

 



a. submit evidence that a travel voucher for the travel in question has 
been filed and/or any excess travel advance over the amount 
claimed for such travel has been returned; or 

 
b. file a travel voucher for the travel in question and/or return any 

excess travel advance over the amount claimed for such travel; 
and/or 

 
c. enter into a written agreement with the Agency to repay the 

outstanding excess travel advance; and/or 
 

d. request a review of the alleged indebtedness by submitting a 
written request for review to the head of the servicing Finance 
Office within 30 days of receipt of the letter; and 

 
4. advising the employee that the failure to take one of the actions outlined in 

subparagraph C.3. above shall result in the initiation of steps to recover the 
outstanding travel advance balance through salary offset no sooner than 30 
days following receipt of the letter. 

 
D. Salary offset to recover outstanding travel advances shall not exceed 15% of an 

employee=s disposable income in any pay period. 
 
E. No interest or penalties shall be assessed against employees for delinquent travel 

advance repayments. 
 
F. Any amount that is offset from an employee=s salary in error (including any 

amount that is substantiated on a voucher and/or any advance that is returned to 
the Agency by any other means) shall be promptly refunded to the employee. 

 
G. Nothing herein waives any employee rights otherwise available under the Debt 

Collection Act of 1982. 
  


