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Unused Cash Advance Repayment Receipt
This form is to be used to return unused funds from a Cash Advance. The top part of this form is to be completed by yourself and then returned to Financial Services along with the repayment. The bottom half will be completed by Financial Services and a copy will be provided back to you.  Please note that your claim will not be approved for final processing if the bottom half is not completed. 
The funds can be returned using Cash, Cheque, Money Order or in some cases by electronic bank transfer. 
If returning by Cash it is requested that the repayment not be put in the mail, but hand delivered to the Financial Services Office. 
Cheques and Money Orders should be made out to Queen's University at Kingston and may be placed in the mail or hand delivered to the Financial Services Office. 
If you wish to return the funds using electronic bank transfer please contact travel.advances@queensu.ca.  
To return the funds please follow the steps below: 
1) Complete the top section of the form, ensuring that your email address is on the form. 
2) Print and sign the form.
3) Bring/send the form and repayment to the Financial Services office using one of the following methods: 
a. Bring the form and repayment to the Financial Services Office, Rideau Building, 207 Stuart Street. This is recommended for cash repayments. 
b. Send the repayment and form to the Financial Services Office by internal or regular mail: 
Financial Services 
3rd Floor, Rideau Building 
207 Stuart Street 
Kingston, On
K7L 3N6
c. If you would like to process the repayment by electronic bank transfer please contact travel.advances@queensu.ca for more information. In this case you will not need to attach the form, the confirmation showing that the transfer was completed would be acceptable. 
4) Financial Services will complete the bottom half and provide you with a copy of the completed form. This copy is to be attached to your ERS claim. If you send the form by mail Please ensure that your email is noted on the form, this is so a copy can be sent to you. 
5) Once you have received your copy of the completed Unused Cash Advance Repayment Receipt it should be attached to your ERS claim using the “Cash Advance Return” expense type located under section 13. Cash Advance.
If you have any questions please contact travel.advances@queensu.ca or the Travel and Expense Specialist at expenses@queensu.ca 
 
UNUSED CASH ADVANCE REPAYMENT RECEIPT 
 Received from:  
 Name:                                                                                  Employee ID:
 Cash Advance Name
(or Key)
 Amount: $                                                                                  Paid by: 
  Cash 
(Do NOT send cash by inter-office mail) 
  Cheque #________ 
  Money Order 
 Signature:________________________                            Date: __________________ 
This section for Financial Services use only 
 Received by:  
Financial Services 
 Name:
 Position: 
 Signature:                                                                                 Date:
Email:
Please include your email so we can send you a copy to attach to your claim
NOTE:  Once signed by Financial Services, please attach a scanned copy of the signed form to the `Cash Advance Return' expense type line item in your expense report to account for and close out the Advance in the ERS
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