SAMUEL MERRITT UNIVERSITY
Employee Business Expense Reimbursements and Advances
Employee business expense reimbursements and advances for travel and business events are processed by Corine Harris, Accounting Manager, and are paid biweekly via the Lawson payroll system.  The reimbursement or advance is included on the employee's payroll check and appears in the box titled "Non-Wages".
Requirements:
1).    Due to Corine Harris the same Friday as timecards are due

2).    Hand delivery to Corine's 3012 Summit mailbox is recommended

3).    Original Check Request form in permanent ink

4).    Original Employee Expense Report form for proper year in permanent ink

5).    Proper approval on check request and expense report

6).    Original receipts for all expenses

7).    Copies of bankcard or bank account statements must display employee's 
        or spouse/domestic partner's name as the account holder

8).    Lodging requires a detailed hotel statement for reimbursement

9).    Airfare reimbursement requires documentation of the passenger

10).  Mileage must be documented by attaching an online map printout
11).  Prepaid tolls such as FasTrak® noted on the expense report if applicable

12).  "Recap of Expenses Without Receipts" section of the expense report completed

         when applicable
13).   Advances must specify the dates of travel and/or the date of the event
14).   Advances must be settled within 30 days of the business purpose or event
15).   For more information regarding the reimbursement of business expenses and 

         advances please refer to the policies on the SMU Website at:

         https://www.samuelmerritt.edu/policies/departmental/finance

Prepared by Corine Harris
