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In preparation for the Wave 1 Cardinal implementation on October 1, 2014, additional
action is required for outstanding CARS Travel Advances.
 
Any outstanding CARS Travel Advance (i.e., GLA 105) balance will convert to Cardinal
Account 131051, Employee Travel Adv-Converted.  This outstanding balance will require
special attention and handling; therefore, we recommend that travel advances be
repaid prior to September 30, 2014, wherever possible.  The associated CARS
transactions (i.e., deposit or travel voucher) must also be posted to CARS in FM03.

Please reference and follow the guidelines in the attached document, CARS Travel
Advance Conversion and Processing Steps, to successfully transition your travel
advances from CARS to Cardinal.  Attention to the outstanding balances is required now. 
For a successful transition, do not wait until October 1, 2014 to address any outstanding
CARS travel advances.
 
Please contact the Cardinal Conversion Team at Cardinal.Conversions@doa.virginia.gov if
you have any questions related to this communication.

 
-Cardinal Project Team
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CARS Travel Advance Conversion and Processing Steps



Any outstanding CARS Travel Advance (i.e., GLA 105) balance will convert to Cardinal Account 131051, Employee Travel Adv-Converted.  This outstanding balance will require special attention and handling once in Cardinal.  Therefore, we recommend that wherever possible, travel advances be repaid prior to Sept 30, 2014 in CARS.

Only the balance in GLA 105 will be converted.  The individual advances will NOT be carried over to Cardinal as Cash Advances.  Any advance that is outstanding on September 30, 2014 will have to be repaid by check/cash and CANNOT be applied to an Expense Report in Cardinal.

Please review your CARS ACTR1317 B1D1 report to reconcile all outstanding travel advances to your GLA 105 balance.  Any necessary corrections should be submitted to DOA for correction via the Exception Register process.  

If your agency has temporary travel advance balances outstanding that do convert to Cardinal, the following processing steps will be required:

1. [bookmark: _GoBack]Send request to DOA General Accounting to reclassify the ledger balance from GLA 105 to GLA 130 and to liquidate the individual travel advance balances.

2. Notify any employee with a travel advance balance that the advance must be repaid by check/cash and will not be applied to an Expense Report.

3. Monitor the outstanding advances and repayment closely to ensure these are repaid timely.

4. When repayment is received, the deposit must be recorded to Cardinal Account 131051 and the fund it was originally issued from in CARS.  This will reduce the converted travel advance amount.  

If your agency has permanent travel advance balances outstanding that do convert to Cardinal, the following processing steps will be required:

1. Send request to DOA General Accounting to reclassify the ledger balance from GLA 105 to GLA 130 and to liquidate the individual travel advance balances.

2. Determine whether there is a business need to continue with a permanent travel advance.  These are discouraged due to the availability of the travel charge card program.  

3. If the advance is no longer needed, have the employee repay the advance by check/cash.

4. When repayment is received, the deposit must be recorded to Cardinal Account 131051 and the fund it was originally issued from in CARS.  This will reduce the converted travel advance amount.  

5. If it is determined the employee should still have a permanent travel advance, process a Cash Advance to the employee in Cardinal.  Notify the employee that when this advance is received, it must be returned to the agency to repay the original CARS travel advance.  When repayment is received, follow step 4 above.	



Once all of the above steps have been taken, verify that the balance in Cardinal Account 131051 is zero for all funds.

All Cash Advances issued from Cardinal will be recorded to Cardinal Account 131050.  This account interfaces to CARS GLA 130.  When any advance issued from Cardinal is repaid by check/cash, be careful to record the deposit to the correct account (i.e., 131050) and fund.  Part of your monthly reconciliation process should be to compare the Cash Advance Aging by Business Unit Report (EXC5701) to the Cardinal Trial Balance (VGLR001) Account 131050 balance to verify the detail is in sync with the ledger balance.



	




