g Samford University

Accounting and Financial Services
Expense Report Worksheet

Name: Payment Type: | Payee Type/Grant Related:
Direct I:l Faculty/Staff |:| Other|:|
Deposit
SUID: Date Range: Student[l Grant Related (not |:|
Check |:| faculty development)
Remittance Address:
Business Purpose:
2025 IRS Mileage Rate - $0.70/mile # of miles driven
Index Fund Org Account | account Description Program Activity Amount

710200 Auto Fuel
710600 Professional Dues & Memberships
710640 Employee Continuing Education

710700 Business Meals (Attendees required)
710720 Catering - Outside Vendors

711605 Office Supplies

711800 Air Travel

711805 Lodging

711810 Travel Meals (Attendees required)
711815 Mileage $0.00
711820 Parking Charges
711825 Conference Registration
711830 Taxicab/Uber

711845 Vehicle Rental

All Signatures and Dates are Required Total Expenses: I $ 0.00I
Reimbursee/Traveler Signature:

Date:
Supervisor Signature: Date:

Supervisor Name:

Administrative Name:

Meal Attendees (Only those that effect reimbursement)/Notes:

REMINDERS/IMPORTANTINFORMATION:

Pleaseseethe "Travel, EntertainmenandBusines€ExpenseProceduresfor SamfordUniversity policies/procedures.

60-DayRule: Expensaeportsmustbe submittedwithin 60 daysfrom the datethe expensevasincurred(travelrelated- daysfrom endof trip) to fall within theIRS Accountable
Plan.If outsideof this plan,it will beconsideredstaxableincome.

All employeesrerequiredto submitbusinesselatedexpensesn a SamfordUniversity p-card.Only expense$o bereimbursedaremileage gift cards,or unavoidable
circumstancefor SamfordUniversityemployees.

Studentravel: University Busines®Only for reimbursementSeeStudentTravel Procedurendadditionalrequiredform on the Accounting& FinancialServicesvebsite.
Mileageexceeding’50 milesroundtripmustbe validatedagainsithertravelmethods air andautorental.Seepolicy for details.
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