REIMBURSEMENT REQUEST                    
INSTRUCTIONS
This form is only to be used for reimbursement of expenses. Please use the “Honoraria Request” form for all honoraria, or the   “Advance Request” form for all advances.
1. Please complete all required information (inside the bold lined boxes).
2. All requests for reimbursement must be accompanied by the receipts that equal the total request, unless a partial reimbursement (with explanation) is being requested.
a. The IRS has ruled only itemized original receipts qualify for reimbursement. This does not include credit card slips or statement copies.
b.  Please staple these to the back of the Reimbursement Request.
3. For timely processing:

a. Please request reimbursement within 15 days of expenses.

b. Allow six working days for processing.


      c.    Indicate how you would like this check to be distributed. (See options in 


the top right hand corner. Please choose one)

4.  A/P Dir. Dep. on file?
c. Do you have a signed “Accounts Payable Direct Deposit Authorization” form on file in Accounts Payable? (This form is separate from the Authorization Form from Payroll) If yes, please indicate.  Your reimbursement will automatically be deposited into your bank within 72 hours of processing, and you will receive an email notification.

d. If you do not have an authorization on file but wish to start Direct Deposit for all your reimbursements an Authorization form can be picked up either in the Controller’s Office or printed out of Public Folders.

e. It must be completely filled out and signed with a voided check attached.

f. All bank accounts are pre noted (verified electronically), so you will receive checks until Accounts Payable receives that verification from your bank. 

5. If you answer “no” a check will be produced automatically.

6. All Reimbursement Requests need to be mailed in a sealed envelope:



Accounts Payable



Attn. Linda Sue McClure


Ad Box 81.

     If you are in a rush you may physically deliver it to Accounts Payable Office


located at 1004 N. Ruby (Plant Bldg.)  
It is the desire of the Controller’s Office and Accounts Payable to reimburse people efficiently and accurately and in accordance to both Gonzaga policy and IRS requirements.

If you have questions about this form or procedures, please do not hesitate to call Accounts Payable x6802.
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