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Quick Reference Guide: Cash Advances, Gift Cards, Imprest Bank Accounts

Spring 2005

Cash Advances

In exceptional circumstances, cash advances are made to principal investigators for such purposes as nominal payments to study subjects, funding of extended field trips in remote locations, and other specialized or exceptional activities.  Advances are limited to only those circumstances requiring cash payments of dollar amounts too small to justify the use of an imprest bank account or transfers to foreign banks. Requests to pay an employee for services should not be submitted as cash advances. 
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Corporate
BANK OF AMERICA, N.A. (THE "BANK") gnature Card
Account Number Temporary Signature Card
Account Type
Account Title

Name of Corporation
Tax Identification Number

By signing below, the above named Corporation agrees that this account is and shall be governed by the terms and conditions set forth in the following documents, as
amended from time to time: (1) the Deposit Agreement and Disclosures, (2) the Business Schedule of Fees, (3) the Miscellancous Fees for Business Accounts and the
Corporation further acknowledges the receipt of these documents.

Substitute Form W-9. Certification-Under penaltios of perjury, I cortify that: (1) The number shown on this form is the corract
taxpayer identification number (or | am waiting for a number to be issued fo me), and (2) | am not subject fo backup
withholding because: (A) | am exempt from backup withholding, or (B) | have not been nofified by the Intemal Revenue Service
(IRS) that | am subject to backup withholding as a resuit of a failure fo report all interest or dividends, or (C) The IRS has
nofified me that | am no longer subject to backup withholding.

Certification Instructions
You must cross out item (2) above if you have been notified by the IRS that you are currently subject to backup withholding because of underreporting interest or
dividends on your tax return. (See also IRS instructions for Substitute Form W-9 in the Deposit Agreement and Disclosures).

Exempt (check if applicable)

The Internal Revenue Service doss not require your consant to any
provision of this document other than the certifications required to avoid
backup withholding.

Name (typed or printed)
15

e Signature

2.
3
4.
5.

1, the undersigned, hereby certify (1) am the Secretary or Assistant Secretary of the Corporation named above, (2) the above named person(s) are those person(s)
currently empowered to act under the Corporate resolutions authorizing this account and the other banking services provided for therein, (3) that the title and
specimen signature set forth opposite the name of each person are true and genuine, and (4) the Substitute Form W-9 certification.

This day of

Secretary/Assistant Secretary

ATM/Deposit/Check Card Request

Provided that the account referenced above is eligible to receive automated teller machine cards and/or Check Cards, I (as authorized by the
resolutions which authorize this account) hereby request the issuance of such cards to any of the authorized signers on this account.

Signature Title

Bank Information

Date Banking Center Name

Associate's Phone Number — Associate's Name

NNC
96-14-0006M 61999



If a cash advance is deemed necessary, a check request form should be submitted to the Office of Sponsored Research along with an Application for Advancement of Contracts & Grant Funds (http://www.ais.unc.edu/busman/cg/conap27a.doc).  If the cash advance request is approved, a check request will be processed and a check drawn through the regular accounts payable system.  The check will be charged to the cash advance object code 8511 under the award’s account number.  At least quarterly, expenditure documentation (original receipts, for study subjects, a reconciliation listing each participant’s study subject identification number) should be submitted to OSR for review and entry into the accounting records.  

Gift Cards
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(IF APPLICABLE) AT CHAPEL HILL
FOR USE BY ACCOUNTS PAYABLE
VOUCHER NUMBER

PETTY CASH REIMBURSEMENT VOUCHER

ISSUE NAME VENDOR NUMBER
CHECK
TO DEHD:
CB# Bldg.
Address UNC-CH N.C.
Required Department List Number
Iltemized Receipts are attached to support the following expenditures
REPT. ACCOUNT
DATE NO. PAID TO FOR AMOUNT LED [ ACCOUNT ID [ OBJ.
1
TOTAL
Accounting Approval ACCOUNT AMOUNT ATTRIBUTES
DATE INITIAL | LED ACCT. ID. 0BJ BUD PUR DEPT.
1
TOTAL
PREPARED BY/RETURN TO: (Dept. Name, CB# Bidg. #) PHONE DEPARTMENT DATE
APPROVED DATE

Form No. 717, Rev. 1A




When compensating a study subject with a gift card rather than with cash or a check the department should complete a Request for Advance for Purchase of Gift Cards Attached to Check Request (http://www.unc.edu/finance/fs/gift_card_advance.doc).  The advance must come from a departmental account, and the employee to whom the advance is made must be either the principal investigator or study coordinator.  The principal investigator or study coordinator will purchase and secure the gift cards at all times before distribution.  As the Gift Cards are disbursed to study subjects, a receipt should be prepared. 

To reconcile the advance, use the Reconciliation for Advance for Purchase of Gift Cards form (http://www.unc.edu/finance/fs/gift_card_recon_form.xls).  

On the form, list study subjects by identification number.  Attach all receipts for the purchase of the gift cards to the reconciliation and forward to Accounting Services, indicating the grant to be charged. The appropriate office charged will approve the expenditures (OSR if the account is a ledger 4 or 5, accounting services for all other accounts).  Payment to a study subject  by a gift card is charged to object code 1975.  Reimbursement of expenses for a study subject (travel, accommodations, etc.) are charged to object code 1976. 

Accounting Services will process the journal entry to clear the advance from the gift account and charge the appropriate account.

The principal investigator will maintain all records regarding the subjects and forward to Disbursement Services (CB# 1220) by December 31 of each year, the name, tax ID, and home address of anyone receiving a minimum of $600 in payment for study subject services per calendar year.

Imprest Bank Accounts

The University is providing a limited amount of unrestricted endowment income to support imprest bank accounts, primarily to facilitate payment of study subjects. 

The following points should be emphasized:

· Any such commercial account must be specifically authorized, in writing, by the Vice Chancellor for Finance and Administration. (Bank of America is the authorized financial institution)

· The account must be periodically replenished, as the University maintains only limited amounts of funds for such accounts. 

· Under no circumstances should imprest funds be used for the payment of personal services, payments to vendors, or loans to employees.

To request an Imprest Bank Account, submit the following to the University Controller (see Account Services Procedure 5 (http://www.ais.unc.edu/busman/act/actpro5.html))

· Statement of Justification for Imprest Bank Account (http://www.ais.unc.edu/busman/cg/conap27b.doc) If you plan to use a contract or grant to reimburse the Imprest Bank Account, include the account number in the justification request.  

· Bank of America Signature Card (example) (http://www.ais.unc.edu/busman/act/actapp12.doc)

· Letter to the Controller from the dean, director, or department head.  In the letter describe the purpose for the requested account.  If a contract or grant will be used to replenish the imprest bank account, include the appropriate information in the cover letter.

Accounting Services will prepare the initial check request payable to the responsible individual in an amount limited to two months operating capital.  A unique account number will be created (e.g., 0-11XXX-1141). 

To manage the account, the department should maintain supporting documentation for each disbursement, including proper authorization for the disbursement, in accordance with record retention policies.  Documentation should include:

· a list of signatures obtained as checks are distributed to study subjects

· pre-numbered receipts; the Uniform Receipt for Payments Made from Petty Cash can be used (http://www.ais.unc.edu/busman/act/actapp9.doc)

· other appropriate support as prescribed by the awarding agency

The imprest bank account can be replenished using a Petty Cash Reimbursement Voucher (PCRV) (http://www.ais.unc.edu/busman/act/actapp7.doc).  Imprest bank accounts should be replenished at least once a month.  On the PCRV form include the following:  date of the check, check number, payee identifier, brief statement of purpose of the check, amount, University account to accept the charge

In addition the following documentation is required:

· list of signatures obtained as checks are distributed to study subjects

· petty cash receipts 

· other appropriate support as prescribed by the awarding agency

Do not include paid check or copies of paid checks with the reimbursement.  Complete the PCRV “Issue check to:” section as follows:

Name:  Principal investigator or administrative representative

Department: Bank of America account number

CB#:  Appropriate campus address

The following statement is required on the PCRV in the signature area for contract or grant funds:  “The checks listed on this reimbursement have been made for the purpose of the award and conditions of the agreement.”

Documentation of Expenditures

For each type of transaction, a receipt should be prepared and signed by the study subject documenting the following information: study subject name, identification number, social security number, and address.  The Uniform Receipt for Payments Made from Petty Cash is example of receipt (http://www.ais.unc.edu/busman/act/actapp9.doc)

When the study involves confidentiality of study subjects, this documentation should be maintained at the department level.

Object Codes for Reconciling Study Subject Payments

1975 Study Subjects Services: This object includes payment for services to study subjects. 
1976 Study Subjects Expense Reimbursement: This object includes reimbursement of travel and out-of-pocket subsistence expenses to study subjects.

Related Policies University Business Manual:

Cash Advances Policy 25 Accounting Services Section (ACT)

Advancement of Funds: Imprest Cash Funds/Cash Advances Policy 11, Office of Sponsored Research Section (OSR)

Cash Advances Procedure 10 Office of Sponsored Research Section (OSR)

Imprest Bank Accounts: Policy 29 Accounting Services Section (ACT)

Imprest Bank Accounts: Procedure 5 Accounting Services Section (ACT)

Attachment 1

APPLICATION FOR ADVANCEMENT 

OF CONTRACTS & GRANTS FUNDS

(Object 8511)

	
RE: UNC Account No.
	     


	
Agency: 
	     


	1.
Amount of cash advance $
	     


	2.
Purpose of the cash advance: 
	     

	     

	3.
Justification of amount requested: 
	     

	

	4.
Funds will be disbursed by i:  FORMCHECKBOX 
 cash advance* or ii:  FORMCHECKBOX 
 check to a foreign bank

	A.
Name of foreign bank where checking account has been/will be established: _     _______ 

	B. 
Account #
	     
	

	
Name of Account:
	     

	         C. Authorized Signatory (ies) 
	     

	
	     

	D.
Other Information: 
	     

	
	     

	5.
Disbursement documentation will include: (signed pay slips, etc.) 
	     

	     

	

	6.
Physical Safeguards: 
	     

	     


*Cash Advance Agreement  (Must be completed if Box 4i, cash advance, is checked above)

I, ______     ___________________ understand that the $____     ______ cash advance made to me by the University of North Carolina at Chapel Hill is a loan and that I am personally responsible for all moneys advanced to me.

I agree to provide appropriate receipts for disbursements incurred no later than _____     _________ and deposit with the University Cashier any remaining cash to account number __     ________8511.
In the event I fail to settle the amount of this advance, I hereby agree that the University may notify Payroll Services to deduct the amount from my next salary check following the date the receipts were due to Accounting Services.  I hereby subscribe by my own hand acknowledge that I have read this agreement carefully and agree to its terms and conditions

_____________________________________________

________________________

Employee Signature






Date
APPROVAL SIGNATURES:


CONTRACTS & GRANTS OFFICIAL
DATE

PRINCIPAL INVESTIGATOR
DATE

OPERATING GUIDELINES FOR CASH ADVANCES
CASH ADVANCE (8511)

The use of object code "8511" — Cash Advances is limited:

1. 
Where advances are to be placed in foreign bank accounts.

2. 
When special circumstances warrant advances to subcontractors.  The Contract Administrator must approve all check requests for advance funds to subcontractors.

3. 
For One time, short term (two months or less) small dollar amount (insufficient to justify the expense of opening an account and printing checks).

Cash Advances should be reconciled at least quarterly.  Pre audit staff will monitor the timeliness in reconciling cash advances.  Requests for replenishment checks will not be approved without reconciliation.

REQUEST FOR CASH ADVANCE (8511)

Submit an Application for Advancement of Contract and Grant Funds along with a check request to the Office of Sponsored Research (OSR):

1.
Request no more than two months operating cash (unless accompanied by supporting documentation).

2. 
State the need and necessity for a cash advance as well as the anticipated use.

3. 
Explain the need for the amount requested and indicate the period to be covered by the advance.  Indicate by major UNC object code to which the advance will be reconciled.

4. 
Indicate how advance will be disbursed 

A.  Foreign Bank Accounts

1. Check Requests should be made out by Bank of America to the foreign bank account

2.
Name of foreign bank

3. 
Bank account number and name of bank account

4. 
Authorized signatory (ies)

5. 
Other Information as necessary

B.  Advances to Subcontractor (exception basis only)

1. 
Check Request should be made out to the subcontractor

2. 
Advance to subcontractor will be applied to the first invoice

C.  Cash Payments

Cash to be distributed should be for one time, short term, and small dollar amount (insufficient to justify the expense of opening an account and printing checks).

1.
State method of documentation.  Original receipts will be required.

2.
State physical safeguards of cash.

3.
Pre-audit staff forwards approved check request to Accounts Payable.

4.
Accounts Payable draws a check and returns to the department.

INCREASE TO EXISTING/REPLENISHMENT OF CASH ADVANCE
1.
Department prepares Check Request made out to foreign bank with necessary wire transfer information.

2.
Existing Cash Advance should be reconciled before the advance is increased.  Only in unusual circumstances will the advance be increased without partial or total reconciliation of the original advance.  The Contract Administrator must approve all check requests to increase advances without reconciliation.

3.
OSR Pre-audit staff reviews and approves Check Request and justification for replenishment or increasing of existing Cash Advances.

a. Verify FRS account number.

b. Verify amount to be replenished under object code 8511 is not more than the amount of the reconciliation.

c. Verify Check Request and check number being reconciled was issued from the same FRS account. If account numbers do not agree request written explanation.

d. Verify original receipts and documentation are attached.

e. If foreign currency, verify the exchange rate is listed on the reconciliation.

f. Initial and date the reconciliation and place the original receipts in a brown envelope labeled with account number and number of reconciliation (if applicable) and forward to Journal Entry Control.

g. Pre audit staff forwards approved check request to Accounts Payable.

4.
Accounting Services wires the funds to the foreign bank account

RECONCILIATION OF CASH ADVANCE
To reconcile a cash advance (8511): In a memorandum format the department:
1.
Identifies the UNC contract and grant FRS account number and budget period.

2.
Identifies the UNC Principal Investigator.

3. 
Includes the Check Request number, date and check number of the cash advance being reconciled.

4. 
List all receipts numbers, checks, payees, date of checks/receipts to be reconciled

5. 
List the appropriate UNC object code and the amount to be charged to each object and total.

6. The following statement is required as well as signature of the principal investigator: 

“The checks (cash payments) listed on this reimbursement have been made for the purpose of the award and conditions of the agreements.”


Certified by Principal Investigator

7.
OSR Pre audit staff reviews receipts for validity of the reconciliation and approves any request for replenishment or advance. (Follow the steps under number 3 Increase to Existing/Replenishment Cash Advance)

8.
Post award services staff
a. Review account(s) receiving 8511 reconciliation to be sure reconciliation does not exceed advance amount outstanding on that account.

b. Check addition on memorandum for accuracy (exchange rates can cause rounding differences and journal voucher must balance).

c. Match receipts with the memorandum, checking amounts, spot checking for addition and conversion of currency.  Check for description match between memo/receipt.

d. For multiple reconciliation’s, compare and add memoranda by account number and object code to be sure reconciliation journal voucher is supported.  Check object codes for validity in C&G (i.e., equipment object codes, travel object codes).

e. If all above checks out Post award services prepares journal voucher for Data Management to input into the FRS.

f. Original journal voucher and reconciliation memorandum are forward to Data Management.  A copy of the journal voucher, memorandum, and original receipts are placed back into the brown envelope(s), indicate date reconciled on the label and then file with contract folder.

g. Clarification/Request for additional documentation is coordinated with the PI and departmental staff before processing journal voucher.

Journal Vouchers reconciling cash advances will be prepared and recorded in FRS within two weeks after receiving the reconciliation memorandum in the OSR.  Irreconcilable items will be returned to the department.

For assistance please contact: Director, Financial Operations in OSR at 962-4675.

Attachment 2
REQUEST FOR ADVANCE FOR PURCHASE OF GIFT CARDS

ATTACH TO CHECK REQUEST

Advance from   0-​_________-1310

Purpose:  Gift Cards for Study Subjects

Period of Distribution:  ___/___/___     to    ___/___/___  (60 day limit)


  Approval

                                                                                              Account to be Charged
Date     Initial

#____ of cards @ $_______each   =  $_________            Acct: __- _______- 1975


#____ of cards @ $_______ each  =  $_________            Acct: __- _______- 1975
#____ of cards @ $_______ each   = $_________            Acct: __- _______ -1975
                                           Total      = $_________            

APPROVAL REQUIRED BY OFFICE ACCEPTING CHARGE (ACCOUNTING OR OSR)

OPERATING PROCEDURES

These gift cards are to be reimbursed by the above listed account #’s.    Check requests for the advance must be made payable to the Principal Investigator or Project/Study Coordinator.

Gift cards must be reconciled within 90 days.  No more than 2 outstanding advances at one time.

IF NOT reconciled in a timely manner, employee to whom check is made “payable to” will be subject to having the outstanding amount drafted from the employee’s salary.

CERTIFICATION

I, *___________________________________ understand that the $_________ cash advance made to me by the University of North Carolina at Chapel Hill is a loan to purchase gift cards and that I am personally responsible for all monies advanced to me.

I agree to provide appropriate receipts for disbursements incurred no later than __________________________ and deposit with the University Cashier any remaining cash to account 0-____________-1310.

In the event I fail to settle the amount of this advance, I hereby agree that the University may notify Payroll Services to deduct the amount from my next salary check following the date the receipts were due to Accounting Services.  I hereby subscribe by my own hand acknowledge that I have read this agreement carefully and agree to its terms and conditions.

*Employee Signature (Must be same as above)





Date

Attachment 3

	
	
	
	
	
	
	
	
	GC
	_ _ _ _ _
	(5 digits)

	RECONCILIATION OF ADVANCE FOR PURCHASE OF GIFT CARDS
	
	

	ONE GC FORM PER CHECK REQUEST
	
	

	Check Request # 
	 
	 
	Ck. #
	 
	 
	Acct. Charged
	0-     
	1310
	

	Check Made Payable to
	
	 
	 
	Amount
	 
	 
	Date
	 
	 
	

	Dept #
	 
	Contact:
	 
	 
	 
	 
	Telephone
	 
	 
	

	CB #
	 
	Email address
	 
	 
	 
	 
	 
	 
	 
	

	Distribution of Gift Cards:
	
	
	
	
	
	
	
	
	

	 
	Rept #
	Paid To
	 
Amount of 
Gift Card
	Account #
	

	   Date          
	Receipt #
	 Study Partipant ID #          
	
	LED
	ACCOUNT ID
	OBJ
	

	 
	 
	 
	 
	 
	 
	 
	 
	1975
	

	 
	 
	 
	 
	 
	 
	 
	 
	1975
	

	 
	 
	 
	 
	 
	 
	 
	 
	1975
	

	 
	 
	 
	 
	 
	 
	 
	 
	1975
	

	 
	 
	 
	 
	 
	 
	 
	 
	1975
	

	 
	 
	 
	 
	 
	 
	 
	 
	1975
	

	 
	 
	 
	 
	 
	 
	 
	 
	1975
	

	 
	 
	 
	 
	 
	 
	 
	 
	1975
	

	 
	 
	 
	 
	 
	 
	 
	 
	1975
	

	 
	 
	 
	 
	 
	 
	 
	 
	1975
	

	 
	 
	 
	 
	 
	 
	 
	 
	1975
	

	 
	 
	 
	 
	 
	 
	 
	 
	1975
	

	
	
	
	
	TOTAL
	0.00 
	
	
	
	

	SUMMARY FOR JOURNAL ENTRY INPUT
	
	

	Acct Approval
	 DEBIT ACCOUNT
	 
	AMOUNT
	CREDIT ACCOUNT
	

	Date            Initial
	LED
	ACCT ID
	OBJ.
	 
	 
	LED
	ACCT ID
	OBJ
	

	 
	 
	 
	1975
	 
	 
	0
	 
	1310
	

	 
	 
	 
	1975
	 
	 
	0
	 
	1310
	

	 
	 
	 
	1975
	 
	 
	0
	 
	1310
	

	 
	 
	 
	1975
	 
	 
	0
	 
	1310
	

	Complete study subject documentation is maintained in the department. (Social Security # and complete
home  address)   See http://www.unc.edu/mds/ds/help_hint.htm for reporting information.
“The gift cards listed on this reconciliation form were given for the purpose of the award and
conditions of the agreement”

	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	
	

	Principal Investigator
	Date
	
	Project/Study Coordinator                 
	Date
	
	


Attachment 4

STATEMENT Of JUSTIFICATION

For IMPREST BANK ACCOUNT


 FORMCHECKBOX 
 New
Imprest Bank Account-Bank of America 


 FORMCHECKBOX 
 Increase
Complete the following for an increase in Imprest Bank Advance

	Bank of American account no.
	     


	FRS Account no.
	     
	, Initial Advance $
	     


	Bank Balance $
	     
	
	as of 
	     


	Suggested amount of increase $
	     


	Frequency of Replenishment
	     


	Justification for increase 
	     

	     

	     


	1. Complete items 1-5 for a new bank account or an increase.

2. Purpose of bank account:
	     

	     

	     

	3. Estimate of two months requirements for the bank account $
	     

	4. Physical safeguards for checks
	     

	     

	5. Name of individual who will be responsible for the bank account. 

	     

	
The initial check and replenishment checks will be drawn to :
	     

	6. Provide account numbers to be used in replenishing the bank account: 
	     

	     




Principal Investigator’s Signature
Date
Sponsored Research Official
Date

APPROVAL SIGNATURES:


Chairperson/or Dean of School
Date
University Controller


Date



Attachment 5



Attachment 6



Attachment 7

UNIFORM RECEIPT
NO.      
FOR PAYMENTS MADE FROM PETTY CASH
	Chapel Hill, N.C.
	     
	200
	  


Received of UNIVERSITY OF NORTH CAROLINA

	Department: 
	     

	
	Dollars $
	     

	
	
	

	FOR      

	TEN DIGIT ACCT. NUMBER
	AMOUNT
	ATTRIBUTE INFORMATION

	LED
	ACCT. ID
	OBJECT
	
	BUD
	PUR
	DEPARTMENT

	 
	     
	    
	     
	 
	   
	     



	Approved
	     
	     

	
	
	Signature

	Audited
	     
	


See Attachment 1





See Attachment 2





See Attachment 3





See Attachment 7





See Attachment 4





See Attachment 5





See Attachment 7





See Attachment 6











