


Date:

Department:

Employee: 

Address:

Reason for advance:

Dates of Travel:

Destination of Travel:

Advance for meals? How much?  $

Advance for Hotel? How much? $

Reservations made?

Total cost of Hotel: How much? $

Hotel name for Check:

Request to be mailed or picked up at the Auditor's Office?

Requested By:

Department Head:

Date

Updated 8.1.18

Caldwell County Auditor's Office

110 S. Main St., Rm 302

Lockhart, TX 78644

Travel Advance Request

Copy of conference/meeting agenda required to determine number of 

meals to advance (per diem).  Incidental expenses not pre-paid.


