APPENDIX 4

PAST DUE CASH ADVANCE NOTICE

-SAMPLE-

Date:      

To:

Dean/Director’s Office

From:

Cash Management

Subject:
OUTSTANDING CASH ADVANCES



Custodian:



Cash Advance Request #:



Coding:



Original Amount:



Balance Due:



Issue Date:



Due Date:

A reconciliation of all outstanding cash advances, as of (Month, Day, and Year) has been performed.  Our accounting records indicate that the attached cash advances are outstanding and past due.

We ask that you verify our balances with your records and if they correspond, forward the attached copy to the Individual Custodian and/or Department responsible for the advance.  If your records differ from ours, please let me know by e-mail, (shughes@bussvc.wisc.edu), or memo to 21 N. Park Street, Suite 6101 by (Month, day, year).  Otherwise, I will assume our records are correct.  The following steps will be taken concerning any outstanding advances:
     1.  No additional cash advances will be approved for the individual until a complete accounting has been received for those past due.

     2.  If no accounting is RECEIVED IN CASH MANAGMENT (Rm 327, AW Peterson Bldg, 750 University Ave) BY (MONTH, DAY, YEAR), in accordance with the signature statement of permission on the Cash Advance Individual/Department Custodian Agreement, it will be necessary to deduct the amount of the Cash Advance from the individual's (Month) salary check or designate Department funds to repay the amount due.
Thank you for your assistance.

CC:
Custodian of Cash Advance

      
Divisional Business Representative

