MISCELLANEOUS EXPENSE REIMBURSEMENT PROCEDURES
The miscellaneous expense reimbursement claim is for small expenses for which the employee paid and is asking reimbursement. This form does not exclude the employee from receiving permission prior to the purchase. All purchases must have prior approval before payment is made or reimbursed to the employee.

1. Fill in the date the purchase was made.

2. List the item(s) purchased.

3. Skip the column “Charge to Account No.”

4. Fill in the amount of the purchase.

5. Sign and date the form. 

6. The purchase receipt must be attached to the claim. The purchaser must sign the receipt, and a second staff person must sign and list the date that the items were received. 
