
Clearing Non-Travel Advance (NTA) Procedures 

 

A completed State of Texas voucher or a Multi-Payee Voucher must be completed by the 
department/person that received the NTA funds. 

The voucher must contain the receiving individuals information in the primary vendor section; 
Prairie View A&M Unv. Treasury Services information is required in the alternate vendor section. 

The completed and signed voucher must be turned in to Accounts Payable, along with all of the 
original receipts that pertain to the purchase/s made with the advanced funds. 

The voucher is reviewed for completeness, accuracy and applicable signatures, by an A/P 
Specialist. 

The receipts are reviewed for applicable charges according to the purpose of the purchase as 
referenced on the purchase order. 

Any receipts or receipt line items that are deemed as not applicable to the purpose of the 
purchase as referenced on the purchase order are deducted from the total amount of the 
receipts provided. 

*cashiers receipts reflecting residual funds returned to the Treasury Services department are not 
to be factored/calculated into the receipts total. 

An A/P Specialist or designee will enter the voucher information along with the verified receipt 
totals are entered into the 340 series FAMIS screens, receiving information is entered into the 320 
screen series; a voucher number is obtained and written in the upper right corner of the first 
page of the paperwork. 

If the receipts total is < $5000.00, then the A/P Specialist will proceed with closing the voucher.  

If the receipts total is > $5000.00 then the A/P Specialist will forward the paperwork to the A/P 
Supervisor or AP Manager for review and closing. A/P Supervisor or AP Manager will return 
paperwork to the appropriate A/P Specialist after closing. 

A copy of the voucher and receipts are scanned to the appropriate Treasury Services personnel, 
to match to the NTA clearing check (which will be made payable to Prairie View A&M).  

The completed paperwork is filed in voucher number order in Accounts Payable payment 
voucher files. 

 

 

 

 



 



 


