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Finance Policy No. 306:   Cash Advances
Issued:  11/25/13

1. PURPOSE 
This document establishes the proper process for cash advances.

2. SCOPE
This policy applies to all employees of Champlain College who utilize a cash advance.

3. POLICY
While exceptions are rare, cash advances are usually only provided for trips will only be issued once Finance has determined that the other methods of payments are not possible.  These include:

Credit Card: the easiest and safest method of payment for expenses is via credit card.  If the faculty/staff member does not wish to utilize their personal credit card, they may request the issuance of a JP Morgan card.  See Finance Policy 303 for more details on the use of a credit card and how to be reimbursed for expenses.

Cutting a check: is the next easiest method of payment for expenses.  This is usually only applicable for large expenses such as air travel, tour guides, hotels, etc.  To cut a check, follow the regular requisition process (i.e. send a requisition with associated invoice, address, sign-off, budget number, etc.).

Wiring money to a vendor is also an option.  To do so, submit a requisition via the normal requisition process with the following add’l information.  This info must be furnished at least 72hrs prior to payment.
> Bank Address:
> Beneficiary Account Number:
> Beneficiary Account Name:
> Beneficiary Account Address:  Cannot be a PO Box.
> ABA/SWIFT Number:  
	European banks also require IBAN and BIC numbers.

Finally, cash advances are the final option and must follow Finance Policy #300: expense report policy.  Cash advances should not exceed $2,000.  Any cash advance over $2,000 requires 14 day advance notice to the Finance dept. See policy on cash advances.  To utilize a cash advance, the following steps should be utilized:
· Request a cash advance form from Finance,
· Return the signed and approved form with a preliminary budget of how the cash is to be spent.*
·  A check will be cut to you with a copy of your cash advance form for future use upon your return,
· Upon return from your trip, you must resubmit the now filled-out copy of your cash advance form with the detail of how the money was spent.  
· You must submit all invoices for the cash spent.**  Any cash not spent must be returned to student accounts. If a cash advance form is not returned with invoices, the cash advancement will be deducted from your paycheck.
· Finally, if you provide students with a “per diem,” you must have them sign a spreadsheet with the dollar amount, # of per diem days, student name, date and signature stating that they received the specified amount of money.  This sheet must then be submitted with the Cash Advance form upon your return.  (One spreadsheet with all the students’ names and signatures and the above information is acceptable.)

*Must be 14 days prior if greater than $2k.
** Every effort should be made to obtain receipts.  The only exceptions to this are for “per diems” in countries/areas where it is not possible to obtain receipts. In this case, the individual must submit a detailed accounting of what was purchased (and amounts) with the per diem. The daily “per diem” amount must be approved prior to the trip by Finance.  

Effective Date: 11/25/13
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