Guidelines for Completing the Receipt for Revolving Fund Advance

Part 1 Complete this part upon request of the advance. This part is to record the advance for your records. This form is required for every advance issued. The advance is considered a loan. The person receiving the advance and signing for it is guaranteeing to account for the money. A copy should be given to the purchaser and the original kept by the custodian. 

· Name of Fund: The name of revolving fund used. 
· Date of Advance: Date of funds disbursement.

· Advance Number: This is a reference for you to identify each advance. Do not use the same identifier for more than one advance.

· Description of Items to be Purchased: 
· Certification: Fill in the dollar amount and the number of days the advance is for. The custodian and the recipient must agree to the time period. 

· Person Requesting Funds: 

· UW I.D. Number of Recipient: 

· Fund Recipient’s Signature:  

Part 2 Complete upon return of the funds. After filling out this part, make a copy for the recipient. 

· Received From: Recipient’s name.

· Date of Return: 
· Advance Number: The same number as used in Part 1.

· Amount of Currency Returned: If any.

· Amount of Receipts for Purchases Returned: This is the total of all cash register receipts, invoices and/or research subject receipts received for this advance.

· Total Returned: Total of the amount of returned and the amount of receipts for purchases returned. This total should be equal to or greater than the amount of the advance.

· Return Received (Signature of Custodian): The custodian should sign when the money and/or receipts are received. A copy of the form should be given to the recipient and the original attached with the receipts to the voucher. 

