As required for business, we ask the Accounting Department to advance or exchange the
following funds.
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Notes: 1. Each unit shall submit expense/receipt application for approval by payment/reception unit based on
business report and forward the form to the accounting department; In case of cross-unit budget
exchange, it should be signed by both parties and forwarded to accounting department.
2.In case of budget exchange with the university, please submit application for approval together with
this form.




