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	UNIVERSITY OF SOUTH AUSTRALIA
Finance Unit FS27
CASH ADVANCE APPROVAL
(Not for Corporate Credit Card Holders)



Purpose
Complete this form to obtain a cash advance through Accounts Payable prior to travel (if you do not hold a UniSA Corporate Credit Card).  Payment will be made approximately one week prior to travel deposited into your payroll bank account.
Instructions
1. If you are likely to travel again within the next 12 months, we strongly recommend that you do not complete this form but apply now for a Corporate Credit Card using the form FS52. Credit Cards can be available within two weeks of application approval.
2. Traveller’s signature can be substituted by attaching an email acknowledgement.
3.  Australian and International Rates for Travel Allowances for the FS26 Calculator can be used as a guide to work out the amount of cash advance during your travel.
4. All receipts must be kept to acquit the cash advance.
5. Please print all details on the form.

	STAFF MEMBER/ STUDENT TRAVELLING

	Surname:
	
	Employee/Student ID:

	First Name:
	
	

	Area:
	
	Ext No:
	



	PERSONAL DETAILS

	Postal Address
	

	
	Suburb:

	
	State
	Postcode:

	Contact Numbers
	Phone:
	Mobile:

	Email Address (remittance advice will be sent to this address)
	



	BANK ACCOUNT DETAILS

	Account Name
	

	Bank/Financial Institution
	

	Branch
	

	BSB Number (6 Digits)
	
	
	
	–
	
	
	
	

	Account Number (9 Digits)
	
	
	
	
	
	
	
	
	
	



	TRAVEL DETAILS – as per the Business Travel Request (BTR)

	Travel Destination:
	

	Date of Travel:
	SStart :___  ___  /  ___  ___  /  ___  ___ Return: ___  ___  /  ___  ___  /  ___  ___

	BTR 
	#
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	PAYMENT DETAILS

	I hereby apply for a cash advance totalling
	$
	

	I certify that:
1. The advance will be acquitted and any surplus cash repaid on form FS39 within 14 days of returning from my trip;
2. All previous advances have been acquitted or repaid.


	Traveller’s Signature (see note 2):
	

	
	

	Sub Ledger Code:
	 __  __  Account Code _______________________   7805
	GST Code:   N



	AUTHORISATION

	I certify that the cash advance be paid to the staff member for official University business and that the applicant is not likely to travel again in the next 12 months (see Instruction 1). 

	Authorised Signature:
	

	Authorised Name:
	

	Date:
	
	Ext No:
	

	Enquiries to:
	
	Ext No.
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