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Instructions to Use the FS38 Cash Advance Summary

Introduction

The FS38 allows you to summarise expenditure in local currencies and convert to Australian dollars to determine whether a staff member must repay an unspent portion of a cash advance or is owed a reimbursement.  

How To Use It

1. Download the FS38 from the Finance Unit Forms Page and, if required, save to a convenient location.    

2. From the drop down menus under ‘Currency’ select the currencies you want to use.

3. Enter the amount in each currency.

4. At the bottom of the page, insert the cash advance originally taken by the staff member.

5. The sheet will calculate the total expenditure and tell you whether the staff member owes a refund or needs to be reimbursed.  

Notes:

You will need to find the currency conversion rate from Universal Currency Convertor: http://www.xe.com (see below examples).
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Ensure that you use the conversion rate shown on the right hand side (i.e. 5.18041). Insert the rate in the ‘Exchange Rate’ column on the FS38 form.
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