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ACCOUNTING POLICY AND PROCEDURES (APP) MANUAL 

TOPIC: Section 12 – Travel 6.1 EFFECTIVE DATE: 02/12/1987 

TITLE: Travel Advances REVISION DATE: 03/04/2020 

AUTHORIZED BY: Deputy Director, Bureau of Fiscal Services 

BACKGROUND 
Wis. Stat. § 16.53 (1) (cm) enables the head of each state agency to advance money for travel 
expenses to employees. However, due to the difficultly in regulating and recovering 
overpayments, DHS has decided not to provide any cash advances except under very rare 
circumstances.  

POLICY 
1. It is the general policy of the Department of Health Services (DHS) that travel advances 

are not provided. If there is a need for “pre authorization” of travel costs with the use of the 
Purchasing card for such costs, the requester may contact the Expenditure Accounting 
Section chief prior to traveling.  

2. In rare occasions, and only under extenuating circumstances, an advance request may be 
considered by the Expenditure Accounting Section in BFS. The request must be authorized 
by the Appointing Authority of the Division and cannot be delegated further. The request 
must be sent to the Chief of the Expenditure Accounting Section in BFS to be reviewed. 

3. If a cash advance request is proposed, it must be requested on the form DOA 6094 and 
approved by the employee’s supervisor and is limited to 80% of the estimated travel 
expense. If it is approved by the BFS Expenditure Accounting Section, the advance must be 
repaid within 30 days or deducted from the next month’s travel reimbursement request 

FORMS 
Travel Advance Request, DOA-6094 

REFERENCES 
Wis. Stat. § 16.53 (1) (cm) 

Wisconsin Accounting Manual (WAM) Section 6, sub section 3  

CONTACTS 
Travel Voucher Processing, Expenditure Accounting Section 

Section Chief, Expenditure Accounting Section 

https://doa.wi.gov/Pages/StateFinances/State-Controllers-Office-Information-for-state-agencies.aspx
http://docs.legis.wisconsin.gov/statutes/statutes/16/III/53/1/cm
https://doa.wi.gov/Pages/StateFinances/Wisconsin-Accounting-Manual.aspx
https://www.dhs.wisconsin.gov/app/contacts-travel.htm
https://www.dhs.wisconsin.gov/app/contacts-leads.htm
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