
Headway Advance Request Form 

RTI and Headway have updated the Headway Advance Request Form.  Effective immediately, 

this updated form should be used to: 

• Request funds for Field Interviewers (FI) on travel assignments, and to  

• Request respondent incentive payment money.    

What has changed? Field Supervisors (FS) will no longer have to manually calculate the total 

amount of the M&IE for the first and last day of travel, full travel days, and lodging – these will 

automatically calculate. Airfare, and rental cars (if not direct billed) will also automatically 

calculate.   

Please follow the below instructions when completing the form: 

Section 1:  This should be left blank. The RTI project manager will complete these fields when 

reviewing and approving the completed form. 

Section 2:   Enter the current date, FS name, area number, FS email address, FI name, FI 

Headway employee ID number, and project number.    

Section 3:   Enter Yes or No if a travel advance is requested. If No, skip to Section 5.  If Yes: 

• Enter the purpose of the trip, departing city and state, destination city, state, zip, and 

county, names of others accompanying the traveler, and mode of transportation.  

• Enter Yes or No whether lodging is required. If Yes - enter travel start and end dates.   

• Click on the link to the GSA site to obtain the city/county lodging and M&IE rates.   

• Enter the lodging rate with the number of overnight stays at the hotel, the M&IE 75% 

travel days and the M&IE full travel days.   

• If applicable, enter the total estimated amount for parking, tolls, etc. in Other.  This 

amount will automatically be added to the lodging rate and M&IE.     

Section 4:   If the airfare and/or rental car are not direct billed (FI uses the travel advance to pay 

for them), enter the cost of the airfare and rental car here - do not check the direct billed box.  

If the airfare and/or rental car are direct billed (RTI receives the payment invoice), check the 

direct billed box and do not enter an amount here.  

• If the direct billed box is checked and an amount is indicated, the following error 

message will appear:   

 

The total amount entered in Section 3 and Section 4 (if applicable) will automatically calculate.   

Put the requested amount in “travel advance amount” field, indicate the date the advance is 

needed and the travel advance end date.  FSs can request the full amount of the travel cost, or 

less if the traveler prefers not to have the entire amount issued to them.  



 

Section 5:    If an incentive advance is needed, enter Yes and put in the amount requested, the 

date needed and the incentive advance end date.  If an incentive advance is not needed, enter No.  

Section 6:   Typically, travel and incentive advances are direct deposited into the FIs bank 

account.  However, there are some instances where the FI will prefer a hardcopy check.  If a 

hardcopy check is required, indicate the FIs Fed-Ex address and phone number in the “Special 

Instructions.” box.  

Email the completed form to your RTI project manager for review.  If approved, the project 

manager will indicate “Advance approved, please process” in an email message and will submit 

the form to: HeadwayAdvanceRequest@RTI.org  


