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Authority to Recover Credit Card Non-Business Expense Money Owed
	STAFF ID
	
	
	
	
	
	


In accordance with the University’s Credit Card Policy,

I, 



Please print full name


of (School/Unit/Area):


have verified ProMaster transaction reference number


and authorise Payroll to deduct  $


from my next salary payment in order to repay monies owed to the University of South Australia.

Reason for money owed: Refer to the relevant ProMaster Quick Guide for instructions 
· Repayment of surplus ATM Credit Card Cash Withdrawal after travelling overseas
http://w3.unisa.edu.au/fin/systems/promaster/quickguides/cashadvance_reimbursingremainingbalance.pdf
· Unintentional Private Expense on Credit Card
http://w3.unisa.edu.au/fin/systems/promaster/quickguides/acquit_non_business.pdf
· Other: 


I understand that this information will be treated confidentially.
	Signature:
	
	Date:
	

	Approving Manager:
	
	Date:
	

	(ProMaster Supervisor)
	Signature
	
	

	
	
	
	

	
	Print Name
	
	


Please attach this form to your ProMaster Document Control Report.
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