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REIMBURSEMENTS

• Students can purchase items for events and get reimbursed

• Must have itemized receipt (Not always same as below)

• Receipt must show payment was made (Not always same as above)

• Tips for delivery and pick-up $10 maximum regardless of total cost

• Taxes NOT reimbursed



INVOICES

• Classes and organizations can receive invoices from vendors

• Invoices can be processed in the form of a check

• Paperwork required 5 business days advance of needing the check

• Payment must be made upon delivery (no advance payments allowed)

• Deposits generally not allowed



REQUIRED DOCUMENTATION

• Original Itemized Receipt

• Receipts Showing Payment Made (can be on original itemized receipt)

• Check Request Form

• Class/Organization President & Treasurer Signatures



C H E C K  R E Q U E S T  

F O R M

Submit One Week Before Check is 

Needed

Purpose – Must include date, 

type/title of event, and purpose of 

expense

Tips - $10 max for deliveries

Taxes – NOT REFUNDABLE

Forms Turned In To:

CAB Information Desk or 

Campus Activities Office CAB 202

Attach original itemized receipts 

President AND Treasurer Must Sign

May Not Reimburse Self



REIMBURSABLE EXPENSES

USG FUNDS

• USG Approved Event Expenditures

– Supplies

– Food

– Transportation

– Gratuity

– Give-Aways (gift cards not allowed)

FUNDRAISED MONIES

• Donations

• Group Clothing

• Gifts

• New Events (events not originally 

approved through USG budget process)


