Accounts Payable

Reimbursements

Employee intends to pay out of pocket and be reimbursed for a legitimate Business related expense.

Contact Purchasing to
determine an

Is the item a
legitimate Business

alternative purchase No expense, approved
which follows State to be purchased
guidelines. with State money?

Yes

Refer to the
Travel policy to

Isitan
appropriate
Travel
expense?

Yes fill out a Travel
Authorization.

No

Contact
Purchasing to
file a food
policy form

Has a food
policy been
created?

Is it for a
consumable
item?

Yes

No

Take the itemized
receipt to the
Yes Cashier's office to
be reimbursed
through Petty Cash.

Is it less
than
$507?

Y

No

:

Ensure that you have an Employee
Supplier Form on file. Submit your
receipt and accounting information to
your department administrative
assistant.

——

The administrative assistant confirms
that funds are available and State
guidelines have been adhered to and
submits a payment request in
PeopleSoft for check processing.

A check is cut and
mailed to your
address.




