ExpenseReport Instructions:

$ General

Expenseeports must be typed prepared inink. R QORW FKDQJH WKH IRUPDV

RI WKLV SDJH

Retain acopyfor your personal records, and to support incomeadguirements.
Receipts will be retaineid Universityfiles for your protection.

Report musteflect onlyauthorized expenses incurreddiypployee. (Expenses of
apersonal natursuchastoilet articles, etc., normallgrenot allowable.)

Account number(sinustbe shown, alongvith totaled amounto be charged
shown on thdéower left side opage.

Expenseaeports must be prepared, signed and submitted withimiwvking days
aftercompletion ofexpense incurred or endinfjthe period covered lthe report.
No subsequent requdst advancewill begranted if any report f Rtevious
advance is outstandin X WVWDQGLQJ LV GHILQHG DV RYHU
FRPSOHWLRQ RI WKH WULS

%Sections

Headingneeds to refle@mployeename, date, department, and JU idkan

advancepurchaserderwas taken, this reference numbeeds to beecorded.

Thefirst section igo record trip and/ arainingrelated expenses only.

D Columns 3 through 10 afer recordingcash expenditures mabg the
traveler, which are to be reimbursed by the University, or applied against
advance.

E Each daymustbereportedon a separate line. All related receipts must be
attached.

F Explain allexpenditures appearimg columns 6 & 7, and attach all
appropriate receipts.

G Insert mileageariven each dajn column 8 and the dollaomputation at the
prescribed rate per mile. MapQuest RU *R R J O H totAlSnustbage
used formileagereimbursements and attached to reimbursement requests.

OLOHDJH VKRXOG EH EDVHG XSRQ WUDYHO IURP

-8 The total cost to the Univefsitgach day is reflected golumn 11.
Thesecond section i® record anyther expensesot relating to travel and/ or
training.

D Record expensandadescription in columns 2 and 3.

E Record each expensa separateow with a totalcost in column 4.
The last section is to be used foe following:

D Account number to be charged with correct total amtubeapplied.
E Submittingemployeesignature, certifyinglocument is correct.

F Approval signatures

G If reimbursement is to bweailed, list nameand address.

Before submitting, look over expense report making sure all necessary documents are
attached. To insure promptness and accuracy of your expense, please be sure to check

totals and signatures.
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