
ESTABLISHING an Operational Advance (OA)

• Recipient reviews 
and signs forms

• Authorized 
Supervisor and 
Department 
Leadership 
reviews & signs

Department 
Business 

Office initiates 
OA Request 

form and 
Custodial 

Agreement

• Department Business 
Office initiates 
Disbursement 
Voucher (DV) e-doc

• FO, Central Finance, 
Sponsored Projects 
reviews & approves

Accounts 
Payable 

disburses 
funds.

Fiscal 
Officer

(FO) appr
oves 

funding

Policy Highlights

A recipient must be 
a University 
employee, graduate 
student or 
Designated Campus 
Colleague with 
Affiliate or Associate 
status.

A recipient may not receive an 
additional OA if an outstanding 
Operational Advance is past due 
or exceeds $10,000. 

Operational Advances can't be 
extended beyond original period, 
must be reissued on a new OA.  

Disbursements to research 
subjects of cash, cash equivalents, 
or Prepaid Cards: 

If a subject receives more than $50 
in a calendar year, the Advance 
recipient must obtain a Social 
Security Number and address. 

https://education.arizona.edu/


REPLENISHING an Operational Advance

• Fiscal Officer approves funding
• Op Advance recipient submits 

accurate records of 
receipts/documentation to 
Department Business Office 
requesting replenishment. 

Department Business 
Office monitors and prepares DV e-

doc to replenish advances and 
submits original 

receipts/documentation

Accounts 
payable reviews 

receipts & 
disburses funds

Policy Highlights

A recipient must be 
a University 
employee, graduate 
student or 
Designated Campus 
Colleague with 
Affiliate or Associate 
status.

A recipient may not receive an 
additional OA if an outstanding 
Operational Advance is past due 
or exceeds $10,000. 

Operational Advances can't be 
extended beyond original period, 
must be reissued on a new OA.  

Disbursements to research 
subjects of cash, cash equivalents, 
or Prepaid Cards: 

If a subject receives more than $50 
in a calendar year, the Advance 
recipient must obtain a Social 
Security Number and address. 

https://education.arizona.edu/


SETTLING an Operational Advance

Department Business 
Office prepares e-doc 
to settle advance and 

submits original 
receipts & 

documentation

Fiscal Officer reviews 
and approves. 

Central Finance & 
Sponsored Projects 

reviews and approves.

Accounts 
Payable 

reviews and 
settles 

advance. 

Operational Advance 
recipient submits 

accurate records of 
receipts and 

documentation to 
Department Business 

Office to settle advance.

Policy Highlights

A recipient must be 
a University 
employee, graduate 
student or 
Designated Campus 
Colleague with 
Affiliate or Associate 
status.

A recipient may not receive an 
additional OA if an outstanding 
Operational Advance is past due 
or exceeds $10,000. 

Operational Advances can't be 
extended beyond original period, 
must be reissued on a new OA.  

Disbursements to research 
subjects of cash, cash equivalents, 
or Prepaid Cards: 

If a subject receives more than $50 
in a calendar year, the Advance 
recipient must obtain a Social 
Security Number and address. 

https://education.arizona.edu/
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