Business Office
Email: CHS-Business-Orders@uky.edu
Get forms online: http://bit.ly/chs_forms

How To Complete an Employee Reimbursement (not travel) Process


All orders should flow through the Division’s Staff Support
1. The Staff Support completes an online order form.  https://www.uky.edu/chs/ofa/online-order-forms 

a. Include Requestors name and telephone number and ship-to address.
b. Be sure to include the business purpose in the online order form
c. Don’t forget a cost center (it needs to be the number, not the name of the account)

2. [bookmark: _GoBack]In order to reimburse an employee for a purchase that could have been bought on the Procard, we will need a Request for Employee Reimbursement Form completed.  Please include your reason for using personal funds to make the purchase.  Then upload this form along with any detail receipts into the online order system.    



3. Get appropriate electronic signatures on the reimbursement form. The Business Officer needs to sign as the Approving Official on the reimbursement form.

  
Any follow-up queries should come from the Staff Support to the Business Office.





University Business Procedure:  http://www.uky.edu/EVPFA/Controller/files/BPM/E-7-3.pdf

EmployeeExpenseReimbursement.pdf


Dept. Name:
Contact Person:
Address 1:
Address 2:
Phone #:
Email:


Employee's Signature Date


Approving Official Date


Please provide a detailed description of the business purpose of each expense, 
provide a complete explanation of why personal funds were used in lieu of the 
standard University procurement process (Procurement Card, Purchase Order or PRD) 
and attach an itemized receipt for each expense listed.


Address 3:


I certify that the expenses listed above were incurred on behalf and exclusively for the benefits and business purpose of the 
University of Kentucky.


http://www.uky.edu/Purchasing/docs/quickrefguide.pdf


To select the appropriate method for reimbursement, (SRM Requisition/Purchase Order or Payment Request Document) 
please refer to the Purchasing/AP Quick Reference Guide. 


For Reimbursement by SAP/SRM Requisition/Purchase Order: Step 1.) Prepare a SRM Requisition.  Step 2.) Complete a Vendor 
Invoice and Credit Memo Transmittal.


For Reimbursement by Payment Request Document (PRD) this form must be attached to the PRD as part of the supporting 
documentation.
http://www.uky.edu/Purchasing/docs/quickrefguide.pdf


http://www.uky.edu/eForms/forms/vendtrans-sap.pdf  (Attach this form and tranmit to Accounts Payable.)


   Request for Employee Reimbursement and Invoice(Other than Travel Expenses)
   UNIVERSITY OF KENTUCKY


Employee Information Department Information
Name:
Address 1:
Address 2:


Total Reimbursement Amount


City/State/Zip:


Date of Expense Amount



http://www.uky.edu/Purchasing/docs/quickrefguide.pdf

http://www.uky.edu/Purchasing/docs/quickrefguide.pdf

http://www.uky.edu/eForms/forms/vendtrans-sap.pdf
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