	REQUEST FOR DISBURSEMENT OF FUNDS



	BUSINESS EXPENSE SUBSTANTIATION REQUIREMENTS

	1.       There must be a legitimate business purpose with explanation of the expense.
2.       It must be substantiated.

· Original receipts detailing the date, place, individual(s) or group and amount of expense.

· Receipts must not be held more than 30 days for reimbursement.

3.       Cash advance mot used must be returned within two weeks of returning from travel.
4.       Airline ticket must be submitted with the reimbursement request.

	

	All eight items (if applicable) must be filled out for processing.

	
	Name:
	     
	Date Submitted:
	     
	

	1
	
	
	
	
	2

	
	Payable To:
	     

	3
	
	

	
	Faculty Approval & Signature Required:
	

	4
	
	

	
	(For all graduate student charges.)
	Signature

	

	5
	Please check which type of Reimbursement:

	
	 FORMCHECKBOX 

	Business Reimbursement
	 FORMCHECKBOX 

	Consultant
	 FORMCHECKBOX 

	Petty Cash Reimbursement

	
	
	
	
	
	
	                                             ( $25 or less)

	
	 FORMCHECKBOX 

	Check Requisition
	 FORMCHECKBOX 

	Interdepartmental
	 FORMCHECKBOX 

	Travel Advance

	6
	Amount
	Account(s) #
	Object

Code
	Date(s) of Event/Travel
	Place of Event/Travel

	
	     
	     
	     
	     
	     

	
	

	7
	Purpose of expense (be specific, see above substantiation requirements).

	
	     

	
	     

	
	     

	
	     

	
	     

	
	     

	
	

	8
	Individual(s) or group (attach a list if needed).

	
	     

	
	     

	
	     

	
	     


Attach a memo if original receipt is lost, damaged, faxed copy, or by credit card that show amount due instead of zero balance.  A copy of social security card or W-9 form is needed for seminar speakers and consultants.
