SECTION 14: EXPENSE REPORT 
This form is used primarily to report travel and entertainment expenses.  If you request an advance this form will be provided to you at the time the advance is received, otherwise it is available outside of the Controller’s Office.  

Complete the form as it applies to your expense needs. Always request a receipt.  It is your responsibility to ask for the receipts and to make sure that you turn them in.  Copies of credit card statements and credit card slips are not considered receipts by the IRS.  They are only proof of payment for some thing, but not a receipt.  Vending machines, parking meters, etc. do not provide receipts.  You can list them where provided and use the “*” to note no receipt is available.  

The University reimburses personal meals with either a $35/day per diem, or by actual expenses (receipts required).  This is determined at the departmental level.  Whichever method is used, it must be consistent.  Do not mix methods.  

Mileage is reimbursed at $.585 per mile on personal vehicles only.  Keep a mileage log and include date, destination and miles or actual odometer reading.  When using a University or rental car, actual gas charges are reimbursable and based on receipts.  This log can be picked up outside the Controller’s Office or in outlook under Controller’s documents.  

Entertainment expenses:  The back page of the Expense Report is for entertainment expense reporting.  List the names of persons at the event/meeting, description of a specific business purpose (example: “meeting” is not a good description, “street project” would be more appropriate), location of meeting, date and amount.  To be a legitimate reimbursable expense, a non-University business associate must participate.  

Total the front and back pages.  Indicate if an advance was received.  If money is left from the advance, return it with the expense voucher to the General Cashier to clear the advance.  If you had more expenses than the advance, attach the expense voucher with the receipts to the back of a payment voucher to be reimbursed and return to the cashier.  If not returned within 60 days of trip return date the full amount of the advance will be entered on your payroll W-2 and considered taxable.  This is not reversible once the charge to your payroll is done.  

If you paid in foreign currency, please note the exchange rate and report all of your expenses in U.S. dollars.  

The Primary Budget Officer must sign all expense vouchers.  Please do not sign for yourself.  

