College of Humanities and Social Sciences


	Request for Reimbursement

	Travel Related Reimbursement  FORMCHECKBOX 

	General Purchase Reimbursement  FORMCHECKBOX 



	Payee Full Name:
	     


	Current Home Address:


	     

	Trip Begin Date (Travel Only)

Trip End Date    (Travel Only)
	Begin Date
	  /  /    
	Begin Time
	  :   

	
	End   Date
	  /  /    
	End   Time
	  :  

	~ Trip Begin / End Times are needed to calculate per diem meals ~

	Purpose of Purchase:

(If Travel Reimbursement, please list conference/meeting title and purpose of trip)
	     


	Attendees:

(If purpose of purchase was a dinner or lunch, list the names of the people that attended.)


	     


	Amount of Purchase:
	     

	Date of Purchase:
	     

	Please attach all original receipts.



	

	This section to be filled out by Accounting personnel.

	Distribution of Charges

	Department Account
	Phase
	Object
	Project / OUC

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	

	
	
	
	

	Head’s Approval: 
	
	Date: ____/____/_____

	        - or -
	
	
	

	Dean’s Approval: 
	
	Date: ____/____/_____


Reimbursement Request Instructions:

To receive reimbursement for out-of-pocket expenses, you must complete a Reimbursement Request Form.  Upon completion of the form, attach all pertinent original receipts to the form and submit to your departmental Accountant.  

For travel related reimbursements:

If you are requesting to be prepaid (reimbursed prior to traveling) for airfare and/or registration, you do not need to complete the departure and return time section of the form.

If you are requesting reimbursement upon return from your trip, please complete all pertinent sections of the form and attach all original receipts.  Receipts for food do not have to be submitted.  Your meal allowance is calculated using the University’s per diem rate.  Finally, attach your copy of the Travel Request Form with department head approval indicated.

Please make sure of the following:
1. Include original receipts only.

2. Receipts for lodging have a zero balance and are in your name.

3. Proof of payment for registration is included with a copy of the registration form (Proof of payment is considered to be:  an official receipt from the conference, an email confirming payment, copy of the cancelled check, bank statement showing the check cleared or a copy of credit card statement).

4. If amounts on receipts are not in US dollars, please make note of this and tell us what currency was used so we can convert.

5. Copy of conference program or notification of your acceptance at the conference.

For non-travel related reimbursements:

Before purchasing items out of pocket, make sure the vendor is on state contract for the item you are purchasing from them.  The University has the right to deny reimbursement for anything purchased off of state contract.  To ensure compliance, please check the following site to see if the item is on contract and the vendors you may use to purchase the good or service:  http://www.doa.state.nc.us/PandC/keyword.htm.

