SOUTHEASTERN OKLAHOMA STATE UNIVERSITY

DOCUMENTATION FORM FOR EMPLOYEE REIMBURSEMENT
REIMBURSEMENT OF EMPLOYEES AND OFFICIALS FOR PURCHASES MADE IN CONNECTION WITH AGENCY OPERATIONS (NON-TRAVEL).

Employees and officials may be reimbursed for miscellaneous emergency purchases or purchases not available through their agency’s normal purchasing procedures.  Such a purchase must be an official state expense and must have met the same requirements (other than prior encumbrance) as though the agency had made the purchase.  Such purchases are subject to the agency head’s approval and must be accompanied by evidence of payments.  Title 74 O.S., Sec 250.6.

Evidence of payment (select one):  

1.  _____
“Cash” payment on a sales receipt

2.  _____ 
Front and back copy of a processed check (canceled check)

3. _____
Credit Card Statement
4. _____
Charge Card Receipt

Justification for employee reimbursement method of purchase and not by normal purchasing procedures:

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

___________________________________
_______________

Employee




Date

___________________________________
_______________

Supervisor




Date

Form:  August 8, 2008

