Required items:

e Vendor #: This is not the employee ID number, but the AP vendor number. If the employee
needs to be set up as an AP vendor, contact Lesli Atkins.

e Employee name

e Campus/Department

e Created by: the person filling out the form, not necessarily the employee seeking
reimbursement.

e Date created — select from calendar dropdown

e Description of Trip

e Start Date/End Date — select from calendar dropdown

e Start time/End time — enter in the 00:00 am/pm format

Items for reimbursement will be automatically calculated upon entry:

Meals without students or Meals with students — enter the number of meals. Meals with students or
Federal Funds will require all receipts.

Lodging/Hotel — enter the total for reimbursement without the sales tax included. Include receipt.

Mileage — enter the total miles. Attach a Google Maps page showing the start and end of trip and total
miles. You do not need to include all of the directions. Remember to add the return trip as well.
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Other expenses — Anything else requested for reimbursement requires receipts.
Travel Advance Amount — enter any advances that were already received.

Enter any funds to be used, and how much from each fund if multiple funds are required. Requestor
and budget manager sign, date, and send to Accounts Payable for processing.



