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e-Reimbursement Cash Advance Activation/Deactivation Request

UW-Madison Accounting Services

21 N. Park Street, Suite 5301, Madison, WI 53715

E-mail completed form to: BusCashAdv@bussvc.wisc.edu
This form is completed and submitted by the Dean’s/Divisional office.

	State a reason for the Cash Advance (e.g., relocation expenses, travel to remote area of China where credit cards not accepted, etc.):

	     

	Traveler Information:

	Last Name:
	     
	First Name:
	     

	Employee ID:
	     
	Appointment End Date:
	     

	Department ID:
	     

	 FORMCHECKBOX 

	Activate the e-Reimbursement cash advance feature. If this person terminates employment prior to using a cash advance, the Divisional office must take the responsibility to obtain reimbursement for the cash advance via a check to the University.

	 FORMCHECKBOX 

	Remove access to the cash advance function for the above named individual effective:
	     

	Divisional Office:
	     

	Authorized By (name):
	     
	Phone Number:
	     

	E-mail the completed form to: BusCashAdv@bussvc.wisc.edu. Allow a minimum of three-five business days before the traveler submits a Travel Authorization/Cash Advance for the account to be activated. An e-mail acknowledgement will be sent to the person who submitted this form. 


Note: The following are examples of individuals not eligible for advance payments for travel: 
· Employees who do not receive a salary from UW-Madison

· Current employee with an appointment end date prior to the repayment due date of the cash advance (unless the Dean’s/Divisional office provides, in writing, that an appointment extension is going to be done in the future)

· Non-employees (any person who is not active on UW-Madison payroll) 
· Exception: If a newly hired employee has approved moving expenses, an e-Reimbursement Travel Authorization/Cash Advance may be submitted by an Alternate

· Student hourly

· Undergraduate scholars

· Limited Term Employees (LTEs)

· Individuals on leave without pay

· UW-Madison affiliates who are paid by agencies other than UW-Madison

· Any employees listed on payroll with a “zero-dollar” appointment 
· Unpaid Emeritus professors
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