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What is a CASH ADVANCE Transaction? A Cash Advance is funds
advanced to a student to pay for expenses as they incur so that the use

of personal funds is not necessary. All students receiving cash advances

are responsible for completing the transaction. There are two types of cash
advances.

A Cash Advance for expenses related to your event. Most of the

time, decorations, food, and supplies are the most common uses of
these funds. These cash advances are generally under $400.00. If over
this amount additional documentation may be requested.

A Travel Cash Advance is when your organization is going away

on a conference, trip or event. These cash advances are usually over $400.00
and require documentation which substantiates the request. Hotel, Airline,

Rental Car Estimates, etc. are required when submitting Cash Advance Travel over
$400.00.

3 Steps Follow these 3 easy steps and you will successfully
10 complete a SABO Cash Advance Transaction!
SUCCESS

1. First you must request the advance.
2. Cash and spend the funds on appropriate items.
3. Reconcile the advance!
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':I - STEP 1 Request the advance-online

SABO Online Instructions for Treasurers

Treasurer Sign into the SABO system.

Click on Check Request.

Enter your account number.

Select your line code that you will be using.

Select Person *(must be an RU Student).

Select Cash Advance.

Enter the NET ID of the person who is to receive the funds.
Always select your advisor as your approver.

Print out the reconciliation form and give to the payee.
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The payee cashes the check to use the funds and GETS RECEIPTS for
purchases that are appropriate program or travel related items.

STEP 2 Spending the Cash Advance and RECEIPTS

Original receipts are required for RECONCILIATION. Please do not put
personal or non —reimbursable items on your submitted receipts.
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All receipts must be itemized:

SAMPLE ITEMIZED RECEIPT

You must have an original receipt, no copies accepted

Check ne Tab Cov Ser Time [ate
29795/1 4§ 2 14 14:05 1130100 <4—

The DATE on your
receipt must be
between

January 23, 2010 and

| ICED TEA 2.00 March 23, 2010
HEAT SOUP - BOWL 3.99
1 TURKEY BURGER B _“_i._» Theiqualifying
ITEM/ACTIVITY must
<
Food 1299 be clearly itemized on
the receipt (e.g.
SUB TOTAL 12'93 sneakers, ice skating,
Sales Tax 1.1 yoga class, etc.)
TOTAL 14,00
L I }
THANK YOU
Nev York, NY 1003
Heth . The DATE on your
EFIME el receipt must be
Stip #47156 Clerk: Yoko between
January 23, 2010 and
1 HOUOO11S 3.99 3.93 March 23, 2010
Mr.Clean
1 HOUOO301 1.9 1.99
| Hovonaos .79 0.73 The qualifying
fijax < ITEM/ACTIVITY must
" be clearly itemized on
Paid by: 20.00 Cash E
Change: 12.65 the rece“:)t (eg
sneakers, ice skating,
Subtotal 6.77
 8.6257 Tax 0.58 \ yegarelass; sic:)
Thank you “ :v; ‘;..::-p.:nng with u ". -' 7
No Cash Refund - Exchange Only -;,’Rec{?i;:.t
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Receipt/Invoices that were paid by credit card and have that noted on
the receipt are acceptable documentation for reimbursement.

SAMPLE RECEIPT

555 5§ Anystreel
Auslin, TH TE745
555-555-5555

STDRE: 0DD3 REGTSTER: 001
CREWIER: WATIE
RESOCTATE: 2000008

CUSTOMER BECEIPT CoPY

GAIGINAL TRANSALTION IMFORRATION

STORE  © Db

RERISTER : DO1

DATE 1N 2E

HUMEER ;5194

234,99

SUBTOTAL 24.99
SALES TRX .43
TaThL o
AHOUNT TEWDERED
Visn WL

RLCT: weemesswanan | 254

ENF: mwmuas

RFFRONAL: $59999

CARDHOLDER: JANE SHITH
TOTRL PAYHENT 2814

Transaction: 52858 1/8/2006 2:40 PN

THANE ¥OU FOR SHORPING WITH US
VE BPPRECIATE YOUR BUSINESS

Receipts or invoices that do not have a zero balance and do not show
credit card information, a copy of your credit card/bank statement is

required.



Treasurers Key
CASH ADVANCE TIP SHEET

Final step: RECONCILIATION

Within 30 days of picking up your cash receipt check you must take
necessary steps to reconcile your cash advance at the SABO office.

Reconciling your (_:ash advance is done at the SABO window

ap Z =S

In order to do this you must have the reconciliation form, receipts and
left over funds to return to your organizations account.

Make sure all receipts and unused funds are with you to complete the
transaction.

List and attach each receipt to the Cash Advance Reconciliation SLIP (if
you have numerous receipts of the same item such as gasoline) you can
add all of the gas receipts together as one line item. Once all of your
receipts are listed be sure you have an itemized receipt for each item.
Add up your receipts and put this number on the Total Receipts line.

The next line Advance Amount is the amount of the check you received.

This has been put on your Reconciliation Slip by the SABO system.

Please see below for an example of a completed Reconciliation Slip.
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RUTGERS STUDENT ACTIVITIES BUSINESS OFFICE
CASH ADVANCE RECONCILIATION SLIP

Date ."M’_Jz f 2-’.’?.{_3

All cash advances must be returned with this slip completed and signed, and with all receipts and unused funds within
30 days of when you received the check. Unreconciled cash advances will result in a suspension of all Student Fund
Accounting Office services and, possibly, in a "hold” being placed on personal University transcripts and accounts.

Account # SABO-OPERATING ACCOUNT - (215)
Line # MISC GENERATED REVNU - (137)
Voucher # C39766

Paid to Jamie Scannella

Chack #

Amount $200.00

Please list each receipt separately and describe the purpose of each expense. All receipts must be originals and must
include the name of the store or vendor. Use the back of slip if additional room is needed.

Trans Code # Description of Expense ' Amount
505 Sracks wDuinks 3/,17
vod Cardy . /9, 99—
v 3! Lo Her foo. Canfi 23.85

Total Receipts _M'/

Advance Amount $200.00
AmountDue  //S, S6
Deposit #

Returned by . ; 2 €
Taiiie :’.ﬂ.,d:\ﬂ!{lfﬂ /n e I b o A Was 15 20/ 3

Receipts totaling less than the advanced amount is then the Amount
Due meaning funds you owe to SABO and must be deposited into your
SABO Account. In this case you should have $115.56 ready to deposit
to your SABO account.
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SUMMARY EXAMPLE: You received as cash advance check for $200.00
total receipts are $84.44 you would need to deposit $115.56 into your

SABO account using the de

posit slip below:

Student Activities

RUTGERS Business Office

DEPQSIT TICKET

Drate:

Account Mathe

Ancount #
Line Code:

Trangaction Code:

Comment:

Dreposited By
(please pring)

Ones

Fives

dollars

cents

Tens

coing

Twenties

CLUTENICY

checks

Fifties

SABO USEONLY

deposité:
transi:
rec’d by
date:

Total
deposit

Please list your Account Name and #, Line Code which will be where the funds were taken out

of (located on the reconciliation slip) and the transaction code 900. Comment should read
return on cash advance on check number ( on reconciliation slip)

If you spent more than the (example) $200.00 you were advanced, you would

then receive a check in 5 business days for the difference.

Here are some tips to make doing a Cash Advance as easy as possible

1. Always have itemized receipts, including food purchases.

2. Always request a cash advance at least two weeks prior to your

event.

3. Make sure you only purchase items related to your event/trip.

4. Make sure your reconciliation slip is filled out prior to reconciling.
5. If your cash advance is for a hotel, you MUST bring to SABO the
hotel check out receipt.

6. You cannot use a cash advance for personal items.

7. All cash advances MUST BE returned within 30 DAYS. If it is not

reconciled within that time, your account may be placed on hold.
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NEW**** EACH WEEK randomly selected CASH ADVANCE
RECONCILIATIONS are sent to the Student Affairs Auditing Department
for review. If any issue is found during this review an official letter is
sent to the student, the advisor and if necessary the governing funding
group to advise them of the situation. And it is at this point that any
issue/remarks are addressed by the advisor and /or governing groups
and remedies must be applied to all future submitted
RECONCILIATIONS.

In accordance with Rutgers University policy RAN is used when the
SABO office is reviewing a Cash Advance Reconciliation.

.~ Reasonable — means that cost of the goods or

services are not excessive.
Appropriate — means that the expenditure is consistent with objectives of the
program, project or trip. Appropriate also means that the expenditure is
allowable under the terms and conditions of the underlying funding source
and/or policies established by the University.

Necessary- means that the expenditure is required to achieve the expected

goals or outcomes of the program, project, or task.



