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TRAVEL ADVANCE AGREEMENT

Consultants traveling on behalf of Cloudburst Consulting, Inc. may request a travel advance for limited travel-related expenses for a Cloudburst project or assignment. The travel advance is subject to the following restrictions and limitations:

· No more than 70% of the daily CONUS or Department of State per diem rate, for the quantity of days the consultant is expected to travel, will be advanced. 

· The consultant has submitted a travel advance form that has been approved by the Cloudburst Manager as required.
· If international travel is expected, the consultant, via the Cloudburst Manager if appropriate, shall submit the necessary Agency travel authorization and/or country clearance.

In addition, the consultant shall also make note of the following:

· The consultant is required to submit receipts for all items/services purchased using the advance. Each receipt must include the amount, date, English language translation (as needed), exchange rate, and be saved in a shared google file (to be provided) as they are received. If the consultant is distributing an advance to other consultants, they must provide all receipts as well.

· Travel Expense Reports are due to ap@cloudburstgroup.com no later than 10 business days after the last day of travel.
· The Travel Expense Report must be signed by the traveler and the project manager. The Cloudburst Accounting Department may make adjustments or corrections to amounts in the report based on Cloudburst’s travel policies. 
· Consultants should list the currency exchange rate on the TER. The Cloudburst Accounting Department accounts for rate variation.
· Any money remaining from the travel advance is to be submitted to the Accounting Department via a check no later than 10 business days after conclusion of the trip.
· In the event that travel or a planned trip is canceled, the traveler must reimburse the advance to Cloudburst within 48 hours.
· Cloudburst reserves the right to deduct the advance amount from a consultant’s invoice until the advance is reconciled. The advance will not be considered fully reconciled until a Travel Expense Report and all receipts have been received and verified.
· No advance will be issued to travelers with outstanding travel expenses or unsettled travel advances. 
· Past due travel advances are subject to being taxable at 120 days past due.
· Airline tickets will be considered an advance to the traveler until the travel expense report with accompanying receipt is submitted.
· Cloudburst is not responsible for bank fees associated with wire transfers.
· Cloudburst reserves the right to seek any and all legal remedies afforded by law in pursuit of an advance that has not been properly reconciled.
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