UNIVERSITY OF MIAMI FOR INSTRUCTIONS SEE PAGE 2

Business Expense Reimbursement Form UM STUDENT EMPLOYEE? 0 YES [J NO DEGA NUMBER|CT
|PAYEE NAME: UM ID NO:
TYPE OR PRINT LEGIBLY (up to 40 characters) DOCUMENT
DEPARTMENT: DEPARTMENT ADDRESS: LOC CODE: REFERENCE NO. CR 4
UM EMPLOYEES: [J Direct Deposit - To Primary Bank Account on file in Payroll, e-mail will be sent when payment is processed.
O uswmAL
Street Address City State Zip Country
O Hold for Pickup - Ashe Bldg O Medical School - Dean's Office O Rsmas Messenger
RIP RAR AUTOMOB AIR ROUND PER D OTA AXAB
DA P PLANATIO ALLOWA RANSP OD A O R DOLLAR AMO
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
UNIVERSITY EXPENSE TOTALS —* 0.00 0 0.00 $ 0.00 $ 0.00 $0.00) $0.00 $ 0.00 $ 0.00
USE THIS AREA TO EXPLAIN ITEMIZE "OTHER" FOR FURTHER INFORMATION ACCOUNT NO. OBJECT AMOUNT
THE BUSINESS PURPOSE EXPENSES PLEASE CALL
NAME

OF PREPARER

EMAIL

PHONE

CERTIFICATION: | approve this expenditure as a valid
business expense for the purposes shown in accordance

with University & Sponsored Agency policy.

PAYEE'S DATE

SIGNATURE

PAYEE'S

EMAIL TOTAL

BUSINESS OFFICE DATE EXPENSES $0.00

SPONSORED PROGRAMS ACCOUNT + OBJECT CODE [DEDUCT

SUPERVISOR'S DATE ADVANCE [$0.00]

SIGNATURE

ACCOUNT APPROVER DATE

SIGNATURE BALANCE DUE TO PAYEE $ 0.00

DEAN/VP OR DESIGNEE DATE

AS REQUIRED BALANCE OWED TO UNIVERSITY $ 0.00
ATTACH RECEIPTS TO THIS FORM ORIGINAL COMPLETED FORM WITH SUPPORTING DOCUMENTATION MUST

KEEP A COPY FOR YOUR RECORDS BE DELIVERED TO DISBURSEMENTS AT GOT SUITE 400 LOC CODE 2942


skoppikar
Line


Instructions
The entire form must be typed. Items in RED are required for the check to be processed.

The Business Expense Reimbursement Form is used to request reimbursement for University business expenses, including travel. Attach original receipt(s). Be
sure to keep copies for your files.

UM ID NO.: UM Identification Number. Required to process direct deposit.
US Mail: Required for check issuance

Date: Enter date when expense was incurred.

Trip Itinerary — Expense Explanation: Explain expenditure and indicate trip dates (i.e. “Engineering Professors Conference March 3-6” “extension cord for
office adding machine”) List expenses for each day separately. In the Automobile Allowance column, enter the manually calculated dollar amount to be
reimbursed based on the number of miles from the previous column multiplied by the mileage rate.

Meals: Meals for employee or guest. List guest name(s), position(s), and purpose of business on the receipt. (i.e. Walter Goodbody — president of the Big
Company — negotiation of TV rights for football game).

Other: List costs which do not fit into other columns.

Account Number — Object — Amount: This section is used to record charges to the accounts.

Preparer: Name, phone number, and email address of person to be contacted for further information.

Business Office / Sponsored Programs: Required as needed.

Payee’s Signature: Indicates the Payee has reviewed the form and certifies this is an accurate record of expenses.

Payee’s Email: Email address of the Payee to be contacted for further information in case the preparer is not available.

Account Approver Signature: Signature of the individual who has authority to approve charges to the account number(s) shown. More than one signature

may be required by a department.

Dean, VP or Designee: As required by your Dean, Vice President or Chairperson.

Balance Due to Payee: The amount to be reimbursed to Payee.

Balance Owed to University: If balance is owed to the University, make a deposit at the cashier’s office and attach the deposit receipt to the form.

Travel Policy: See the University of Miami Policies and Procedures Manual — Financial Section policy DO15E for further explanation of the travel policies -
https://umshare.miami.edu/web/wda/controllers/policies/D015E.pdf
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