Accounts Payable
Employee Reimbursements

Are the items a

Contact Purchasing to legitimate business

determine an alternative

; <+—No—— expense, approved to
purcst‘lta ?e wt}:;:r}follows be purchased with State
ate guidelines money?
\
Yes
- Refer to Travel
aplpsrclfpar?ate v a— policies and submit a
Travel
sl expetse? reimbursement

Ensure to attach a
fully signed food Isitfor a
approval form. “Vos— consumable (food
Contact Purchasing or food related)
if a form has not item?
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Ensure that you have
entered your banking
» information in your
PeopleSoft Travel and
Expense profile

Ensure that money is
available in the fund and
submit an employee
non-travel expense report
with itemized receipts and any
other required documentation



