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Advance Restrictions 

�x Advances are only available for university employees. Individuals who
are not University employees are not eligible for advances (except for
non-employee graduate students as outlined below).

�x Advances are not to be used for purchases that can be processed on a
purchase order and paid through Accounts Payable.

�x Advances cannot be used for reimbursement for expenses already
incurred.

�x Non-travel advances are not issued for less than $3��0.  Petty cash
should be used for items that require $3��0 or less:
www.northwestern.edu/financial-operations/controller/treasury-
operations/depository-services

�x Advances are only given one week prior to project or event.
�x
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Non-Travel Advance  Procedure  
The request for a non-travel check advance is made via the same process as 
travel advances, via the NUFinancials Travel Authorization/Cash Advance 
process. The cash advance request must include the business purpose of the 
advance, the date of the event or expected project end date, and the name of the 




