Pacific Lutheran University

Business Office

EXPENSE ADVANCE AUTHORIZATION

I authorize ______________________________ PLU ID#__________________, to be advanced $__________________ ($75.00 maximum cash via the Cashier; if over $75.00, check will be issued) for department expenses of _____________________________
____________________________________________________________________
____________________________________________________________________
Original receipts for goods purchased and any unexpended funds will be returned to the Business Office within FIVE CALENDAR DAYS.

Charge: __ __ __ __ __ __ - __ __ __ __ - __ __ __ __ - __ __


_______________________          _____________         
           Department                                 Phone ext.                                    

__________________________    __________________________    _______________
Financial Manager   (Print Name)               Signature                                         Date

I understand I am personally responsible for this advance until proper receipts and/or unused funds have been returned to the Business Office.  If an accounting of expenses is not made within five calendar days, the advance may be deducted from my next regular payroll check.  Also, subsequent advance requests will be denied until PLU’s accountable plan rules are satisfied.
__________________________    ___________________________    ______________
     Recipient   (Please Print)                           Signature                                       Date

______________
    Phone Ext.

	For Business Use Only:

Amt. Of Adv.       $_________      ______________________

                                                      Date Issued/Receipt #

Amt. of Receipts $_________      

Amt. Returned    $_________      

Total                   $_________      ______________________

                                                      Date Returned/Receipt #
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