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**please submit this request to Finance Department at least five. business days prior to the date needed.**

The University requires prompt and accurate financial reporting of expenses; therefore, | agree to submit a detailed expense
report (Reclass form) within 30 days following my return.. A separate report is necessary for each advance. In the event the

report is not filed, | authorize the Payment Department to C}wider his amount a salary advance, to be deducted from a
subsequent paycheck or applied to my stydént account.
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PURPOSE OF ADVANCE:

James will be going to QFC to purchase food for 10 people going on the STUB retreat,
taking place from 9/8-10/10. The retreat will be a time of discussion for upcoming year,
team building, and preliminary event planning.
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ADVANCE DATE AMOUNT FUND i PROGRAI\? ACCOUNT AMOUNT
i
ADVANCE 9/1/10($200.00 116220 | “2813 74100  |$200.00
ADVANCE ﬁ 2813 74100
ADVANCE 2813 74100
ToTAL: [$200.00 $200.00
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