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	Finance Unit Forms 

FS39
ACCOUNTS PAYABLE CASH ADVANCE ACQUITTAL



Instructions: 

Complete this form (in conjunction with FS36 Cash Advance Record and FS38 Cash Advance Summary Sheet) to acquit a cash advance made through Accounts Payable.  
Forward this completed and authorised form to Accounts Payable in Finance Unit IPC 101-06.

Supporting documentation including the FS36 and FS38 must be attached for all transactions.

	STAFF MEMBER OR STUDENT NAME:
	

	EMPLOYEE OR STUDENT ID:
	
	DATE OF TRIP:
	

	CASH ADVANCE RECONCILIATION

	Cash Advance Received through AP
	$

	Total Expenditure (Section 1)
	$

	Funds to be Repaid (Section 2a/b) / Reimbursed (Section 3 & 4)
	$


	SECTION 1

	EXPENDITURE ACQUITTAL*

	Expenditure Item
	GST Code*
	  Sub

Ledger         Account Code           Item Code*
	Amount
$

	
	
	__ __ - _________________________- _ _ _ _
	

	
	
	__ __ - _________________________- _ _ _ _
	

	
	
	__ __ - _________________________- _ _ _ _
	

	Total Expenditure Acquitted
DR
	
	
	

	Cash Advance Clearing Account 
CR
	N
	_____________________ 
	7805
	


	SECTION 2

	REPAYMENT BY STAFF MEMBER/STUDENT

	After completing the Acquittal, you may make your repayment by either of the following ways:

( ) PERSONAL CREDIT CARD – Please call the Accounts Receivable (AR) Team on 8302 1655 or 8302 1796, provide them with your credit card details to make payment back to the university for unspent funds. Please let the AR Team Member know if you require a receipt. Please allow 3 working days from posting your completed documentation for it to arrive in Central Finance Unit. 
( ) PERSONAL CREDIT CARD OR CASH PAYMENT TO CAMPUS CENTRAL: Campus Central will give you a receipt and attach a copy of the form to the blue copy of the receipt. Attach the white receipt to the original of this form and write the receipt no in the space provided, then forward to your supervisor for approval.

	Receipt No
	


	SECTION 3

	STUDENT REIMBURSEMENT (EXPENDITURE CLAIM – FS03). 
Please consult your supervisor to arrange for your Reimbursement through Appian. Please also attach a copy of your acquittal forms FS39, FS36 and FS38 as back-up documentation. 

	Expenditure Item
	GST Code*
	  Sub

Ledger         Account Code        Item Code*   
	Amount
$

	
	
	__ __ - _________________________- _ _ _ _
	

	
	
	__ __ - _________________________- _ _ _ _
	

	Expenditure for Reimbursement
	
	
	


	SECTION 4

	STAFF REIMBURSEMENT (EXPENDITURE CLAIM – ProMaster) 

Please process the Reimbursement through ProMaster and attach a copy of your acquittal forms FS39, FS36 and FS38 as back-up documentation.

(When a Cardholder incurs cash expenses in excess of the Cash Advance amount, the surplus expenses must be treated as a staff reimbursement or expense claim in ProMaster) 

	Expenditure Item
	GST Code*
	  Sub

Ledger         Account Code        Item Code*   
	Amount
$

	
	
	__ __ - _________________________- _ _ _ _
	

	
	
	__ __ - _________________________- _ _ _ _
	

	Expenditure for Reimbursement
	
	
	


	AUTHORISATION

	I certify that the above expenditure was incurred for official University purposes, is correctly coded and is supported by appropriate documentation.

	
	
	

	Preparer Signature
	
	Authorised Supervisor Signature

	Date
	
	Ext No
	
	
	Date
	
	Ext No
	

	
	
	

	Preparer Name (pls print)
	
	Authorised Supervisor Name (pls print)


FORM GUIDANCE
Note: this section does not need to be printed or attached.

CASH ADVANCE CLEARING ACCOUNT

All cash advances paid through Accounts Payable (AP) are debited to the clearing account. The clearing account can only be cleared by the approved expenditure of funds or repayment of funds to the University.  Funds expended or funds repaid to the University should therefore both be coded to the clearing account. 

The following accounting entries are used to record cash advances and are provided as information for finance staff.

1)
DR
Cash advance clearing account (7805)
XX
CR

Bank account

XX

To record cash advance received by staff member through AP.

2)
DR
Expense account
XX


CR

Cash advance clearing account (7805)

XX

To clear the clearing account and post expenditure for any expenditure made from the cash advance.

3)
DR
Bank account
XX


CR

Cash Advance clearing account (7805)

XX

To record receipt of any funds repaid by the staff member.

ITEM CODES GUIDE

Common travel codes are:

1701 -
Business Travel and Accommodation (domestic)

1702 -
Business Travel and Accommodation (international)

1801 -
Conference Registration and Staff Training (external)
GST GUIDE
The following GST codes may be used:

(T)
GST Taxable:
Expenditure with GST in the price.

(F)
GST Free:
Expenditure with no GST in the price (Australian suppliers).

(N)
Not Applicable:
Expenditure not connected with Australia (non-Australian suppliers).

(I)
Input Taxed:
Certain Whyalla expenditure only.
ENTERTAINMENT EXPENDITURE AND FBT GUIDE

An FBT liability may arise for entertainment expenditure where university staff is involved.  Use the following method to allocate expenditure on entertainment functions or other benefits given to staff members:

FOR SOCIAL FUNCTIONS ON UNI PREMISES:

The following item codes should be used when coding expenditure related to social functions such as lunches and dinners held on university premises where any alcohol served forms more than an incidental part of the function:

1. 2971 – Uni Premises Social Function – Staff and Associates - Number of staff and associates (includes spouses, children, relatives and staff of associated companies and partnerships of the University) attending function

2. 2972 – Uni Premises Social Function – Non Uni Staff - Number of other people attending

3. Ascertain the cost per person and split the total between 2971 and 2972 

Eg: 
Total cost of expenditure = $100

10 persons attending @ $10.00 per person

4 staff = $40.00 – show this amount against item code 2971

6 visitors = $60.00 – show this amount against item code 2972

FOR SOCIAL FUNCTIONS OFF UNI PREMISES:

The following item codes should used when coding expenditure related to social functions such as lunches and dinners held off university premises. Other examples may also include Kartmania, skirmish and AFL football matches:

1. 2973 – Off Uni Premises – Staff and Associates - Number of staff and associates (includes spouses, children, relatives and staff of associated companies and partnerships of the University) attending function

2. 2974 – Off Uni Premises – Non Uni Staff - Number of other people attending

3. Ascertain the cost per person and split the total between 2973 and 2974 

E.g.: 
Total cost of expenditure = $100

10 persons attending @ $10.00 per person

4 staff = $40.00 – show this amount against item code 2973

6 visitors = $60.00 – show this amount against item code 2974

FOR FUNCTIONS ON UNI PREMISES WITH LIGHT REFRESHMENTS

2970 – Uni Premises Light Refreshments

To be used for functions such as morning tea, afternoon tea or a light lunch held on Uni premises and any alcohol served forms an incidental part of the function.

FOR FUNCTIONS OFF UNI PREMISES WITH LIGHT REFRESHMENTS

2975 – Off Uni Premises Seminar Light Refreshments

To be used for hospitality expenditure relating to seminars off Uni premises which are over four hours in length. Examples include planning days and retreats.

http://w3.unisa.edu.au/fin/forms/default.asp
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