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Subject Payment Advance Request
   Section 1:  Requester Information
Section 1: Requestor Information
Important:  Form must be filled out in Adobe Reader or Acrobat Professional 8.1 or above.  To save completed forms, Acrobat Professional is required. For technical and accessibility assistance, contact the Campus Controller's Office.   Form questions:  Finpolicy@ucsc.edu
Fill out in Abode Reader 8.1 or above or in Acrobat Professional.  If need a paper based form, E-mail controller@ucsc.edu
   Section 2:  FOAPAL /  Payment Amount Information
Section 5:  FOAPAL and payment amount information
(If different from Campus Address)
Fund
Table header column1 - Fund number
Account
Table header number 3 - Account code
Activity
Table header column 4 - Activity code
Organization
Table header column 2- Organization code
Amount
Table header column 5 - Amount
University policy states that the total amount of all advances must be accounted for by the recipient by submitting to either the Divisional Business Office or the Accounting Office a                                  form within 10 days of the completion of the study.
 
1. Any advance made to or on behalf of the requester will require that the last 4 digits of the requester's SS # be noted.
 
2. All advances will be considered taxable income if not cleared through the Accounting Office within 120 days of completion of study. To do so, submit a signed Direct Payment form, plus subject payment receipts to the Divisional Business Office or the Accounting Office (Note: a refund check payable to the UC Regents is required if recipient has remaining funds to be returned to the UC). Continued failure to submit adequate documentation, refund check, or signed authorization to recover the amount due from the employee's wages will result in a charge against the department's budget for the unsubstantiated expenses.
 
3. Any employee who has allowed an advance to reach a delinquency date of 120 days past the date of completion will be ineligible for any future advances unless the employee submits to the Accounting Office a signed statement for each advance requested, as follows: "I herby authorize UCSC to initiate recovery of any advance which is past due by 60 or more days by deducting the amount of the advance from my wages or from any other compensation due to me."
 
4. If an employee's advances have been recovered more than once through deduction from wages or other compensation the employee will be ineligible for future advances.
   Section 3:  Subject Payment Advance Agreement
Section 2: Subject Payment Advance Agreement
I understand that subjects must not be on UC payroll in any way, including work study, and that signed subject payment forms must be completed for each subject, including subject's SS#, home address, amount paid, and date. Participants can only participate 1 time per study or quarter.
 
I have read and understand the statement above:
   Section 4:  Authorizations and Signatures 
Section 3 - Authorizations and signatures
Revised:       8/5/13
   Section 5:  Submit Information  (This payment is subject to post audit review by Financial Affairs)
 Section 7:   Submit Information  (This payment is subject to post audit review by Financial Affairs )
Submit completed and approved form to Mail stop:  FAST/AP Office
Submit completed and approved form to Mail stop:  FAST/AP Office
Required: Attach to Direct Payment for divisional approval
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