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RETIREMENT OF MR. ANTHONY J. 

‘‘TONY’’ ZAGAMI 
Mr. BYRD. Mr. President, I rise to 

announce the retirement of a longtime 
public servant and former staff mem-
ber of the U.S. Senate. After 40 years of 
Federal service, Anthony J. ‘‘Tony’’ 
Zagami will retire as the longest serv-
ing general counsel in the history of 
the U.S. Government Printing Office. 

Tony arrived on Capitol Hill just as I 
was completing my first term in the 
Senate. Before Tony’s arrival, I had the 
privilege of knowing and working with 
his late father, Dino, a member of the 
Senate’s Official Reporters of Debates 
staff. Dino retired in the early 1970s, 
while Tony went on to serve the Con-
gress, moving to the GPO in 1990. 

Over the years, Tony Zagami became 
a valued and trusted staff member of 
the Congress in many different capac-
ities. His strong skills and commit-
ment to public service were well recog-
nized, not just on the Hill but also 
throughout the legislative branch. As 
he departs the GPO for a well-deserved 
retirement, I thank him for his service 
and wish him all the best. 

f 

NOTICE OF CHANGE IN SENATE 
RULES COMMITTEE POLICY FOR 
THE USE OF SENATE ROOMS 
Mr. LOTT. Mr. President, I am tak-

ing this opportunity to announce that 
in accordance with title V of the Rules 
of Procedure of the Committee on 
Rules and Administration, the Com-
mittee intends to update the Policy for 
Use of Senate Rooms. 

Based on the Committee’s review of 
the policy for use of Senate Rooms, the 
following changes to these policies 
have been adopted effective today, De-
cember 7, 2006. The changes are de-
signed to streamline communications 
between the Rules Committee and Sen-
ate offices and to clarify the rules gov-
erning the use of Senate rooms. 

Set forth below is the policy for the 
use of Senate rooms. 

Mr. President, I ask unanimous con-
sent that the material be printed in the 
RECORD. 

There being no objection, the mate-
rial was ordered to be printed in the 
RECORD, as follows: 

POLICY REGULATIONS FOR USE OF SENATE 
ROOMS 

Appendix E. Policy for Use of Senate Rooms, 
The Russell Rotunda & Courtyard, The 
Hart Atrium, The Great Hall of the Capitol 
Visitor Center, and The Capitol Rotunda 
The Senate Committee on Rules and Ad-

ministration has jurisdiction over assign-
ment and use of space in the Senate Office 
Buildings, the Senate Wing of the Capitol, 
which includes the Senate Wing of the Cap-
itol Visitor Center, and the Courtyard of the 
Russell Building. While rooms may be occu-
pied or administered by other offices or Com-
mittees, they are subject to the Rules Com-
mittee policy for the use of Senate rooms. 

The following regulations have been estab-
lished for use by all offices in the assignment 
of their rooms. 

Any requests, conditions or circumstances 
not covered by these regulations must be 
submitted in writing to the Senate Rules 
Committee for its consideration. 

1. Booking a Senate Event Room 

Rooms are available for Senate-related 
business only. 

The Senator or Officer sponsoring the func-
tion is expected to be in attendance. 

Any requests or circumstances not covered 
by these room regulations must be sub-
mitted to the Rules Committee in writing 
for consideration. 

Requests for the use of any space in the 
Senate Office Buildings and the Senate Wing 
of the Capitol, including the Senate wing of 
the Capitol Visitor Center, must be made by 
a Senator or Officer of the Senate. 

All requests for room reservations must be 
submitted to the Senate Rules Committee on 
the official room request form provided by 
Rules Committee. All required fields on the 
form must be completed. 

The requesting Senator’s or Officer’s signa-
ture must appear on the room request form. 

Specific and accurate information must be 
provided including the date and time of the 
event, full name of any organization or 
group involved (no acronyms), a complete 
description of the function and its purpose, 
number of people attending, type of set up 
required, and indication of catering needs. A 
Senate staff contact name and telephone 
number is required. 

Each office may designate up to two staff 
members who will be authorized to submit 
room requests on behalf of a Senator or Offi-
cer of the Senate. 

Rooms are assigned on a first-come, first- 
served basis. 

Room requests may be made up to a max-
imum of 3 months in advance. 

The Senate Rules Committee will not dis-
cuss room availability prior to submission of 
an official room request form. 

Requests for rooms are subject to approval 
by the Rules Committee and availability of 
space. The Senate Rules Committee will pro-
vide a written or an e-mail response to all 
submitted requests. A room reservation is 
not confirmed until written or e-mail con-
firmation has been received. 

Upon receipt of confirmation of a room res-
ervation, Senators and Officers must provide 
outside groups, who are hosting a function in 
Senate space, with a copy of the Official 
Guidelines for Use of Senate Space, a fact 
sheet prepared by the Senate Rules Com-
mittee and available on the Rules Com-
mittee web site. 

Room reservation information is available 
to Senate staff only. Offices requesting 
rooms are responsible for all communica-
tions with outside groups. The Senate Rules 
Committee will not discuss events, event ar-
rangements, or room availability with out-
side groups. 

To accommodate the room requests of all 
Senators and Committees, an outside group 
may not reserve a room more than once in a 
calendar month. 

Rooms may not be ‘‘held’’ on a tentative 
basis. 

Cancellations should be reported imme-
diately to the Senate Rules Committee. 

2. Use of Space Assigned to a Senator, Com-
mittee Chairman, or an Officer of the 
Senate 

Requests for use of space assigned specifi-
cally to a Senator, Committee Chairman, or 
Officer of the Senate should be made directly 
to that individual. Room regulations apply 
to all Senate rooms. 

3. Use of Senate Event Rooms 
The Senator sponsoring the function will 

be held accountable for enforcement of all 
room regulations. Outside groups dis-
regarding the Policy for Use of Senate 
Rooms, as set forth by the Committee on 
Rules and Administration, may have their 
reservation cancelled, event terminated, or 
may be prohibited from scheduling future 
events in Senate rooms. 

All requests for a Senate event room for 
use by a Committee, or under the auspices of 
a Committee, must be made or approved by 
the Chairman of that Committee. (If the 
Committee is a joint committee, the request 
must be made or approved by the Senator 
who is Chairman or Vice-chairman of that 
Joint Committee.) A use is considered to be 
‘‘by a Committee’’ or ‘‘under the auspices of 
a Committee’’ when the announcement, 
agenda or notice for the use identifies Senate 
participants as members of the Committee. 

Standing Committees of the Senate, Spe-
cial Committees of the Senate, Select Com-
mittees of the Senate, and Joint Congres-
sional Committees may hold committee 
hearings and conduct meetings in Senate 
rooms. Congressional hearings and official 
legislative meetings take precedence over all 
other functions. 

Events may be booked Monday-Friday. 
Events may begin no earlier than 7:30 am in 
the morning. Evening events must conclude 
by 10:00 pm. 

The precise time period scheduled for room 
use must be strictly adhered to. 

Weekend events are generally not per-
mitted. 

Specific event arrangements (set-up, cater-
ing) should be discussed directly with those 
responsible for providing the services in Sen-
ate space, as indicated on the Rules Commit-
tee’s Room Request Form. Set-up and cater-
ing entities may not provide information 
about other scheduled events or availability 
of other event rooms. 

Since rooms are available only for Senate- 
related business, there is no charge for such 
use. Therefore, no charge is permitted in 
connection with the use of Senate space, nor 
may any charge be assessed for admittance 
or refreshments in Senate space. 

Weddings, funerals, memorial services, 
tributes, award ceremonies, or other events 
of a personal nature are not allowed. 

Events that may endanger the public or 
create an unreasonable risk of liability for 
the United States Senate are not permitted. 
Outside groups are not permitted to use Sen-
ate space to conduct events intended to sim-
ulate Congressional hearings or legislative 
meetings. 

Demonstrations and disruptive behavior 
are not permitted. 

Excessive noise or sound amplification is 
not permitted. 

Music during business hours is not per-
mitted (see Section 9). 

Animals are generally not permitted at 
events in Senate rooms, except in cases 
where an animal provides necessary assist-
ance to an individual with disabilities. 

Education, training, and health screening 
conducted in Senate space by outside enti-
ties for the Senate community must be co-
ordinated with and conducted through the 
Senate Office of Education and Training or 
the Senate Employee Assistance Program. 

No money or items may be collected on 
Senate property for any purpose, including 
charitable purposes. 

Senate space may not be used for any fund- 
raising purpose. 

Senate space may not be used for political 
activities, including political campaign, po-
litical party, or political action committee 
activities. 
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Booking and use of Senate space for any 

commercial, promotional, or profit-making 
purpose is strictly prohibited. 

No signs, placards, photographs, brochures 
or pamphlets displaying a group or company 
name or logo are permitted. 

Exhibits must be educational in nature and 
must relate to Senate business. 

Trade fairs are not permitted. 
No products or services may be promoted 

or sold on the premises. No promotional ma-
terial may be distributed on the premises. 

No material may be attached anywhere in 
Senate rooms, including walls, windows, win-
dow treatments, and doors. 

Banners anywhere on Senate property are 
strictly prohibited. 

The Senate will not be held responsible for 
articles brought into the Senate buildings or 
onto Senate grounds for functions and exhib-
its. The Senate does not provide insurance 
for such articles. 

4. Cancellation of Events 

Since Senate Committee hearings and offi-
cial legislative meetings take precedence 
over all other functions, it may be necessary 
to cancel or move a function on short notice 
based on the legislative schedule of the Sen-
ate. 

Groups disregarding the Policy for Use of 
Senate Rooms, as set forth by the Com-
mittee on Rules and Administration, may 
have their reservation cancelled, event ter-
minated, or may be prohibited from sched-
uling future events in Senate rooms. 

5. Food and Beverages 

Food and beverages for events in Senate 
rooms may only be provided by the Senate 
event food and beverage service provider (s) 
designated by the Senate Rules Committee. 
Information regarding the designated pro-
vider (s) will be posted on the room request 
form and the Official Guidelines for Use of 
Senate Space fact sheet prepared by the Sen-
ate Rules Committee. 

Catering arrangements for special events 
or functions must be made directly with the 
designated food and beverage service pro-
vider(s). 

The Senate Rules Committee must grant a 
waiver for any special event food that cannot 
be furnished by the Senate food service ven-
dor (such as home state products celebrating 
the food of a state). Requests for waivers 
must be submitted in writing to the Senate 
Rules Committee well in advance of the 
event. 

All food and beverages served at a function 
must be consumed within the scheduled 
room. No food or beverages are permitted in 
the corridors outside event rooms. 

6. Financial Obligations 

Outside groups are expected to make ar-
rangements for payment for any catering ex-
penses in advance of the event date and in 
accordance with contractual requirements. 

The Senator or Officer sponsoring the func-
tion is responsible for any loss of or damage 
to Senate property and for any financial ob-
ligation incurred. 

7. Room Set-Up 

The Office of the Senate Superintendent 
will make arrangements for the set-up of a 
room in the Senate Office Buildings with the 
sponsoring Senator’s staff or designated con-
stituent contact. Arrangements for room set 
up in the Senate wing of the Capitol and the 
Capitol Visitor Center are made through 
Capitol Facilities. 

There is no charge for set-up of rooms by 
the Senate Superintendent’s Office or Cap-
itol Facilities. 

At the time the reservation is approved by 
the Rules Committee, Senate offices should 
make arrangements, or should notify their 
constituent contact that arrangements for 
the set-up of the room must be made directly 
with the Superintendent’s Office or Capitol 
Facilities. Arrangements should be made as 
soon as possible, but at least 2 business days 
in advance of the event, in order to guar-
antee the availability of adequate furniture, 
equipment, and supplies. 

Room set-up arrangements may not be 
changed on the day of an event. 
8. Room Capacity 

The Senate Rules Committee posts infor-
mation on its web site regarding the max-
imum capacity of event rooms, based upon 
set-up style. The maximum room capacity 
by set-up style permitted by the Fire Mar-
shal shall not be exceeded. Failure to adhere 
to the maximum room occupancy level may 
result in termination of an event or func-
tion. 
9. Music 

No music is permitted in the Senate wing 
of the Capitol when the Senate is in session. 

No music is permitted in the Senate Office 
Building event rooms or in the Capitol Vis-
itor Center event rooms when the Senate is 
in session until after 6:00 p.m. 

When the Senate is in recess, music is per-
mitted after 5:00 p.m. 

Music may be provided during the ap-
proved time periods by string instruments or 
a piano. Amplified music is not permitted. 

Vocal performances and singing are not 
permitted at any time in Senate space, ex-
cept by special permission in the Russell 
Senate Office Building Rotunda. See Russell 
Rotunda section. 
10. Press Conferences 

Only Senators may conduct press con-
ferences. Outside groups may not hold press 
conferences in Senate event rooms. 

Press conferences related to political cam-
paign, political party, or political action 
committee activities are not permissible. 
11. Photographing and Filming 

Since Senate space may not be used for 
commercial, promotional, or profit-making 
purposes whatsoever: 

No promotional or commercial photo-
graphing or filming is permitted. 

Filming involving or related to commer-
cial ventures, including fictional movies and 
commercial documentaries, as well as the 
use of Senate space to create or promote 
commercial entertainment programming, is 
strictly prohibited in Senate buildings and 
on the Capitol grounds. 
12. Audio Visual Presentations 

The content of audio visual presentations 
made in Senate rooms may not be commer-
cial, promotional, profit-making, or fund- 
raising in nature. 
13. Broadcasting 

News broadcasting, coverage and video-
taping at events/in event rooms requires spe-
cial permission and must be coordinated 
with the Senate Radio TV Gallery. News 
broadcasting, coverage, and videotaping are 
prohibited in some areas, and are subject to 
the rules and regulations of the Senate Rules 
Committee and the Senate Radio TV Gal-
lery. 
14. Admittance to Buildings 

The Senate Wing of the Capitol, the Senate 
Wing of the Capitol Visitor Center, and the 
Senate Office Buildings are open during nor-
mal business hours. These areas are not open 
on evenings, holidays, and weekends, unless 
the Senate is in session. 

The following information may be found on 
or accessed through Webster: 

Information regarding normal business 
hours will be posted on Webster. Due to secu-
rity considerations, building hours are sub-
ject to change without notice. 

Information regarding building access for 
visitors and guests outside of normal busi-
ness hours, will be posted on Webster. 

Information regarding access to the Senate 
Wing of the Capitol and the Senate Wing of 
the Capitol Visitor Center for appointments, 
visitors, and guests will be posted on Web-
ster. 

Information regarding the Capitol Visitor 
Center days and hours of operation for vis-
itor services, Senate Gallery access when the 
Senate is in session, as well as any special 
announcements with regard to closures, will 
be posted on the Capitol Visitor Center web 
site and may be accessed through a link on 
Webster. 

The Senate Appointments Desk and the 
United States Capitol Police must be fur-
nished, when required, with a list of the 
names and pertinent information for all 
guests attending functions in the Senate 
Wing of the Capitol, including the Senate 
Wing of the Capitol Visitor Center. Require-
ments and any necessary forms will be post-
ed on Webster. Names of guests must be sub-
mitted in accordance with the guidelines set 
forth on the form, otherwise admittance to 
events cannot be guaranteed. 
15. Event Parking 

No parking accommodations are provided 
for guests. 

RUSSELL ROTUNDA 
All requests for use of the Russell Rotunda 

must be submitted to the Senate Rules Com-
mittee on the official Russell Rotunda re-
quest form provided by Rules Committee. All 
required fields on the form must be com-
pleted. The requesting Senator’s or Officer’s 
signature must appear on the request form. 

Only educational, cultural, and commemo-
rative exhibits will be permitted. No cere-
monies are permitted. 

No signs or placards displaying a company 
or group’s name or logo are permitted. Ban-
ners are strictly prohibited. 

Handouts are not permitted. 
Photographs or slides of the complete ex-

hibit, and any text, must be provided to the 
Rules Committee 14 days prior to the date of 
the exhibit for review before an exhibit will 
be approved. Text in any language other 
than English must be translated. No changes 
may be made to an approved exhibit within 
7 days of the event. 

Guidelines for Use of the Russell Rotunda, 
a fact sheet prepared by the Senate Rules 
Committee, must be provided to the exhibi-
tor by the requesting Senator or Officer. 

An exhibit may not be displayed in the Ro-
tunda for more than 5 days, unless an excep-
tion is granted. 

Exhibits must be placed entirely within 
the Russell Rotunda. The articles of an ex-
hibit must be placed on mounted displays. 

Photos or paintings may not be hung from 
the pillars or on the walls, and should not re-
quire any lighting, etc. that must be plugged 
into an electrical outlet. 

Exhibits must be arranged in a manner 
that provides safe and easy access, as well as 
adequate space for emergency egress for staff 
and visitors. 

No food or beverages are permitted. 
No sound may be associated with the ex-

hibits. 
The precise time frame for set up and re-

moval of an exhibit, as approved by the Sen-
ate Rules Committee, must be strictly fol-
lowed. 
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A choral group may perform in the Russell 

Rotunda for 15 minutes during the lunch 
hour (12:00–1:00 p.m.). The group will not be 
allowed to perform when hearings or other 
official functions are scheduled in the Cau-
cus Room. String instruments and piano are 
the only musical instruments permitted. The 
use of amplifiers is strictly prohibited. 

Cancellations should be reported imme-
diately. 

The Senate will not be responsible for the 
articles of an exhibit. The Senate does not 
provide insurance for such articles. 

RUSSELL COURTYARD 
The policy of the Rules Committee is to 

discourage use of the Russell Courtyard for 
functions. Written requests for a Courtyard 
function, as an exception to policy, will be 
considered by the Committee. The function 
must be for Members of Congress, their fami-
lies, and staff only. 

HART ATRIUM, GREAT HALL OF THE CAPITOL 
VISITOR CENTER AND CAPITOL ROTUNDA 

Use of the Capitol Rotunda, the Great Hall 
of the Capitol Visitor Center, and the Hart 
Atrium is strictly prohibited, except for offi-
cial ceremonies authorized by Senate Reso-
lution. 

f 

NOTICE OF CHANGE IN U.S. 
SENATE TRAVEL REGULATIONS 
Mr. LOTT. Mr. President, I am tak-

ing this opportunity to announce that 
in accordance with title V of the Rules 
of Procedure of the Committee on 
Rules and Administration, the com-
mittee intends to update the U.S. Sen-
ate Travel Regulations. 

Based on the committee’s review of 
the 1991 regulations and the January 1, 
1999, amendments to the regulations, 
the following changes to these policies 
have been adopted effective today, De-
cember 7, 2006. The changes reduce 
from 45 days to 30 days the period when 
travel advances must be repaid. In ad-
dition, the amended regulations estab-
lish a uniform $200 minimum travel ad-
vance level for all offices within the 
Senate. 

Set forth below are the updated U.S. 
Senate Travel Regulations. 

Mr. President, I ask unanimous con-
sent that the material be printed in the 
RECORD. 

There being no objection, the mate-
rial was ordered to be printed in the 
RECORD, as follows: 
AUTHORITY OF THE COMMITTEE ON RULES AND 

ADMINISTRATION TO ISSUE SENATE TRAVEL 
REGULATIONS 
The travel regulations herein have been 

promulgated by the Committee on Rules and 
Administration pursuant to the authority 
vested in it by paragraph 1(n)(1)8 of Rule 
XXV of the Standing Rules of the Senate and 
by section 68 of Title 2 of the United States 
Code, the pertinent portions of which provi-
sions are as follows: 

Standing Rules of the Senate 
Rule XXV 
Paragraph 1(n)(1)8 
(n)(1) Committee on Rules and Administra-

tion, to which committee shall be referred 
. . . matters relating to the following sub-
jects: . . . 

8. Payment of money out of the contingent 
fund of the Senate or creating a charge upon 
the same . . . 

United States Code 
Title 2 Section 68 
Sec. 68. Payments from contingent fund of 

Senate 
No payment shall be made from the contin-

gent fund of the Senate unless sanctioned by 
the Committee on Rules and Administration 
of the Senate . . . 

United States Senate Travel Regulations 
Revised by the Committee on Rules and 

Administration 
United States Senate, effective October 1, 

1991 as amended January 1, 1999, as further 
amended December 7, 2006 

GENERAL REGULATIONS 
I. Travel Authorization 
A. Only those individuals having an official 

connection with the function involved may 
obligate the funds of said function. 

B. Funds disbursed by the Secretary of 
Senate may be obligated by: 

1. Members of standing, select, special, 
joint, policy or conference committees 

2. Staff of such committees 
3. Employees properly detailed to such 

committees from other agencies 
4. Employees of Members of such commit-

tees whose salaries are disbursed by the Sec-
retary of the Senate and employees ap-
pointed under authority of section 111 of 
Public Law 95–94, approved August 5, 1977, 
when designated as ‘‘ex officio employees’’ 
by the Chairman of such committee. Ap-
proval of the reimbursement voucher will be 
considered sufficient designation. 

5. Senators, including staff and nominating 
board members. (Also individuals properly 
detailed to a Senator’s office under author-
ity of Section 503(b)(3) of P.L. 96–465, ap-
proved October 17, 1980.) 

6. All other administrative offices, includ-
ing Officers and staff. 

C. An employee who transfers from one of-
fice to another on the same day he/she con-
cludes official travel shall be considered an 
employee of the former office until the con-
clusion of that official travel. 

D. All travel shall be either authorized or 
approved by the chairman of the committee, 
Senator, or Officer of the Senate to whom 
such authority has been properly delegated. 
The administrative approval of the voucher 
will constitute the approvals required. It is 
expected that ordinarily the authority will 
be issued prior to the expenses being in-
curred and will specify the travel to be per-
formed as such possible unless circumstances 
in a particular case prevent such action. 

E. Official Travel Authorizations: The Gen-
eral Services Administration, on behalf of 
the Committee on Rules and Administration, 
has contracted with several air carriers to 
provide discount air fares for Members, Offi-
cers, and employees of the Senate only when 
traveling on official business. This status is 
identifiable to the contracting air carriers 
by one of the following ways: 

1. The use of a government issued travel 
charge card 

2. The use of an ‘‘Official Travel Authoriza-
tion’’ form which must be submitted to the 
air carrier prior to purchasing a ticket. 
These forms must be personally approved by 
the Senator, chairman, or Officer of the Sen-
ate under whose authority the travel for offi-
cial business is taking place. Payment must 
be made in advance by cash, credit card, 
check, or money order. The Official Travel 
Authorization forms are available in the 
Senate Disbursing Office. 

II. Funds for Traveling Expenses 
A. Individuals traveling on official busi-

ness for the Senate will provide themselves 

with sufficient funds for all current ex-
penses, and are expected to exercise the same 
care in incurring expenses that a prudent 
person would exercise if traveling on per-
sonal business. 

1. Travel Advances 
a) Advances to Committees (P.L. 81–118) 
(1) Chairmen of joint committees operating 

from the contingent fund of the Senate, and 
chairmen of standing, special, select, policy, 
or conference committees of the Senate, may 
requisition an advance of the funds author-
ized for their respective committees. 

(a) When any duty is imposed upon a com-
mittee involving expenses that are ordered 
to be paid out of the contingent fund of the 
Senate, upon vouchers to be approved by the 
chairman of the committee charged with 
such duty, the receipt of such chairman for 
any sum advanced to him[her] or his[her] 
order out of said contingent fund by the Sec-
retary of the Senate for committee expenses 
not involving personal services shall be 
taken and passed by the accounting officers 
of the Government as a full and sufficient 
voucher; but it shall be the duty of such 
chairman, as soon as practicable, to furnish 
to the Secretary of the Senate vouchers in 
detail for the expenses so incurred. 

(2) Upon presentation of the properly 
signed statutory advance voucher, the Dis-
bursing Office will make the original ad-
vance to the chairman or his/her representa-
tive. This advance may be in the form of a 
check, or in cash, receipted for on the vouch-
er by the person receiving the advance. 
Under no circumstances are advances to be 
used for the payment of salaries or obliga-
tions, other than petty cash transactions of 
the committee. 

(3) In no case shall a cash advance be paid 
more than seven (7) calendar days prior to 
the commencement of official travel. In no 
case shall an advance in the form of a check 
be paid more than fourteen (14) calendar 
days prior to the commencement of official 
travel. Requests for advances in the form of 
a check should be received by the Senate 
Disbursing Office no less than five (5) cal-
endar days prior to the commencement of of-
ficial travel. The amount of the advance 
then becomes the responsibility of the indi-
vidual receiving the advance, in that he/she 
must return the amount advanced before or 
shortly after the expiration of the authority 
under which these funds were obtained. 

(Regulations Governing Cash Advances for 
Official Senate Travel adopted by the Com-
mittee on Rules and Administration, effec-
tive July 23, 1987, pursuant to S. Res. 258, Oc-
tober 1, 1987, as applicable to Senate commit-
tees) 

(4) Travel advances shall be made prior to 
the commencement of official travel in the 
form of cash, direct deposit, or check. Travel 
advance requests shall be signed by the Com-
mittee Chairman and a staff person des-
ignated with signature authority. 

(5) Cash: Advances for travel in the form of 
cash shall be picked up only in the Senate 
Disbursing Office and will be issued only to 
the person traveling (photo ID required), 
with exceptions being made for Members and 
elected Officers of the Senate. The traveler 
(or the individual receiving the advance in 
the case of a travel advance for a Member or 
elected Officer of the Senate) shall sign the 
travel advance form to acknowledge receipt 
of the cash. 

(6) In those cases when a travel advance 
has been paid, every effort should be made by 
the office in question to submit to the Sen-
ate Disbursing Office a corresponding travel 
voucher within twenty-one (21) days of the 
conclusion of such official travel. 
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