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AGENDA

* Defining Cash Advances
(formerly known as Accountable Advances)

* Key considerations with Cash Advances.

e When are Cash Advances appropriate/permitted?
* When are Cash Advances inappropriate?

* Who is accountable for Cash Advances?

* How to obtain a Cash Advance.

* How to settle a Cash Advance.
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LEARNING OBJECTIVE
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This session will explore the policy, considerations and process governing obtaining
and settling Cash Advances, as well as recent clarifications/updates to the Cash
Advance — GTFM policy (as of February 4, 2026).
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“ Click here for the

GTFEM policy.
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DEFINING CASH ADVANCES

A cash advance (formerly known as an Accountable Advance) is
a cash payment to an individual to cover future expenditures
after all other University payment options (e.g., University
Travel & Hospitality card) have been examined.

They will only be issued when expenses will be incurred in cash
(i.e. where payment by credit card is not accepted by the
merchant/vendor).

NOTE: The T&H card is available to all full-time University
employees.
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KEY CONSIDERATION

Cash advances are the least economical method of financing
university expenditures and will only be issued when expenses will be
incurred in cash (i.e. where payment by credit card is not accepted
by the merchant/vendor).

Things to consider:

e Carrying cash, particularly when travelling can pose additional
security and safety risks.

e Additional administrative burden; essentially preparing and
processing documents for one activity twice (i.e. cash advance
request and settlement)

( Click here for the GTFM policy.
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WHEN ARE CASH ADVANCES APPROPRIATE?

Cash advances should only be requested when cash is required.

Examples include:

* When travelling on University business and it is not possible to
use credit cards, particularly in remote locations.

* When cash is the only viable option to pay research
participants (i.e. subject payments). Consider paying research
participants with gift cards that can be purchased using T&H
card instead.

* To pay Indigenous payees, such as Pow Wow dancers, where
payment is requested in cash. See the University’s Payment to
Indigenous Payees Guidelines for more information.
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INAPPROPRIATE USES FOR REQUESTING
CASH ADVANCES

It is important to carefully consider the reason for the cash
advance request, prior to submitting a request in Concur.

Examples of inappropriate reasons for requesting Cash Advances
(and subsequent rejection of request) are:

e Advance travel arrangements (use T&H card, personal credit
card or travel agency).

NOTE: A cash advance cannot be used for the purchase of airline
tickets.

* Purchases to be made in accordance with the Procurement
Policy for goods or services equal to or greater than $25,000
(before tax)

* Most payments to individuals (except for the reimbursement
of expenses). See GTFM for more information.
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USE OF UNIVERSITY CREDIT CARDS AS A VIABLE
ALTERNATIVE

Using the University Travel & Hospitality (T&H) card (click here to
learn how to request one) is the recommended payment option for
University travel and hospitality expenses because:

* T&H card expenses are reconciled and submitted as an
expense report for approval in Concur. These charges are
loaded into Concur automatically, reducing administrative
effort.

* T&H card balance is paid directly by the University so the
claimant does not need to use their personal credit and is
never out of pocket when paying for relevant University
expenses.

Purchasing Card (PCARD) should be used to pay for non-travel
related expenses (e.g., equipment, supplies). Click here to learn
more.

~ Click here to learn more about the University’s card programs.
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OTHER PAYMENT OPTIONS TO CONSIDER

n

In addition to University credit programs available to full-time employees, claimant
should also consider the follow prior to requesting a Cash Advance:

* USOURCE - to purchase goods using the University’s online marketplace.

e Purchase Orders — for orders of goods/services at or above $25,000 before tax.

e Certified Invoice - for orders of goods/services under $25,000 (before tax), directly
from the vendor.

* Petty Cash - for purchases no greater than $100.
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OBTAINING A CASH ADVANCE

If there is a valid business reason to request a cash advance, please
consider the following:

e Cash advance requests should be submitted not more than 3 weeks
prior to the time the funds are required.

* Claimants should only have one outstanding cash advance at a time.
If more than one cash advance is required, please contact Accounts
Payable at ap.fsd@utoronto.ca.

* Requests require the approval from the requester’s 1-up supervisor,
Accounts Payable and a completed Cash Advance Request form
signed by their business officer.

e Cash advances can only be requested by/issued to:
* current active employees (appointed and non-appointed)

* Indirectly to a non-employee by issuing to an employee who
accepts responsibility for settlement of the advance.
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COMMON REASONS WHY CASH ADVANCE REQUESTS
ARE REJECTED/SENT BACK TO CLAIMANT

Accounts Payable reviews all cash advance requests to ensure
that they are suitable, timely and have the necessary back up
document.

The most common reason why cash requests are sent back by
Accounts Payable are:

* missing or incomplete (i.e. missing settlement date, cost
breakdown, signature(s) or approval) Cash Advance Request
form.

* requests are ineligible for cash advance and should be paid
using a PCard/T&H card

* expenses are already incurred and should be submitted as
an expense reimbursement
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SETTLEMENT OF CASH ADVANCES

A cash advance settlement involves the claimant/requester
submitting an expense report in Concur outlining all the expenses
paid for using the cash advance, as well as any residual amounts
they are returning to the University. This settlement expense report
is linked to the cash advance in Concur.

All cash advances are to be settled within three weeks after travel
or activity has been completed as noted in the initial request.

A prompt settlement ensures:
* administrative efficiency
* accurate financial reporting
* reporting to research sponsors
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SETTLEMENT OF CASH ADVANCES - SCENAR

A key principle of cash advance settlement, and reimbursable expenses in general is the
claimant does not gain, nor lose personal funds.

Here are some scenarios to consider to align with this principle.

If the expenses are equal to the cash advance.

Example:
Cash Advance = $10,000
Concur Expense Report = $10,000

If the expenses incurred is greater than the cash

advance (i.e. claimant paid funds out of pocket).

Example:
Cash Advance = $10,000
Concur Expense Report = $11,000

If the expenses incurred is less than the cash
advance.

Example:

Cash Advance = $10,000

Concur Expense Report = $9,000

Claimant categorizes the expenses and submits the expense report, referencing
the cash advance in Concur. Once approved and posted it will no longer be
outstanding.

Click here to learn more.

Claimant categorizes the expenses, referencing the cash advance, then submits
the expense report in Concur.

Once approved and processed, the claimant will get a reimbursement for the
amount above and beyond the cash advance they received.
Click here to learn more.

Claimant categorizes the expenses, referencing the cash advance, then submits
the expense report in Concur.

Once approved and processed, the claimant should send an e-transfer to repay
the unspent funds to the University of Toronto.

Click here for e-transfer instructions.

DO NOT SEND CASH!
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WHO DO | CONTACT?

For questions regarding Concur reports, please contact
concur.travel@utoronto.ca.

THE NEW MONTHLY CONCUR REPORTS FOR BUSINESS OFFICERS

17






N

’ THANK YOU!



	the Cash Advance Policy, and how to Request and Settle Cash Advances in Concur
	presenter
	agenda
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	THANK YOU!

