Student Activities Business Office

Cash Advance Notice
	Name:
	     
	Banner ID:
	     
	Vendor Inv#
	     
	Amount:
	$      

	Check #
	     
	Check Date:
	     
	Date Reconcilement Due:
Follow-up Date:

Date Hold Placed:
	<chk dt + 5 bus. days>


	All cash advances must be reconciled with original receipts totaling the amount of the advance or original receipts and cash totaling the advance. Cash advances must be reconciled within five (5) business days after the date of the advance with the SABO office, or a hold will be placed on your student account.                      Reminder:  Sales tax can NOT be reimbursed.

I have read the above and agree to reconcile the cash advance by the due date noted above.
___________________________________      _______________________

Signature





    Date

	SABO Processing:

1. Retrieve original Notice from binder

2. Verify receipts and/or cash equal amount of advance

3. Attach original receipts to original Notice

4. Return student’s Notice to student if they need to make a deposit with the Cashier’s Office

5. Place Notice in Deposit Confirmation basket if a cash deposit is to be made, otherwise file in club folder attached to the SABO yellow voucher.

6. When the Notice comes back over from the Cashier’s Office confirming the deposit, attach it to the original Notice/yellow voucher, and file in the club’s folder.

	Deposit Information for Cashiers Office/Reconciliation:

	Index:
	     
	Account:  
	     

	Description:  
	Advance-<enter Last name & check date>

	Deposit #:  
	<check date (mm/dd/yy format)>

	Cash:
	$

	Coin:
	$

	Checks:
	$

	Total Cashiers Deposit:
	$

	Total Receipts:
	$

	Grand Total*:
	$ 

	* Grand total must equal amount of advance.



      SABO Signature for deposit

PLEASE BRING THIS FORM WITH YOU WHEN RECONCILING YOUR ADVANCE.
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