UW Payback of Workday Expenses Form:
Submit the following information along with your regular cash sales procedure, which varies by campus. You may work with someone to create a Cash Sale Transaction (Workday role of Cash Sale Specialist) or work with your Cashier/Bursar Office with payment. This form is to be submitted for any expense related purchases where money is due back to the UW (Cash Advance or Overpayment by UW /duplicate payments or personal or unallowable charges on a UW Purchasing Card).
Employee to Complete:
Employees Name:
Employee ID:
The Expense Report Number or Spend Authorization Number (Cash Advances only) that you are paying money back from:
Total amount paid back to UW:
	Amount
	Program/Grant/Project/Gift
	Cost Center
	Fund
	Function

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



If funding was originally on a Grant, work with your Expense Advance Repayment Specialist to move funding off of the Grant and confirm the new funding.

Payback method: Note if it is cash or check:

If Check include Check #:

Bursars office or Central Finance office to complete (Cash Sale Deposit Specialist and Cash Sale Payment Specialist):
Date payment received:
Amount:
Cash/Check – if check list check number:
Revenue Category Used: Select one:
· PC00066 – Personal Expense Receivable recorded in Expense
· RC00114 – Cash Advance Repayment 
· RC88912 – Post pay or other miscellaneous refund. Payment is made by the recipient
· PC88909 – Refund of prior year GPR expense
· Revenue RC – Refund from a third party

Please attach this document to the Expense Report and/or copy and paste this into an email.

