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CIVIL & ENVIRONMENTAL ENGINEERING 

Request for Reimbursement

Date: _________________
    



             P.O.#:________________________

Name of individual to receive reimbursement: ____________________________________________
UC Employee:   Yes ______ No______    If yes, skip to email entry.  

UCLA ID#:___________________________________________

Home Address  ______________________________________________________________________________

City  _______________________                  State  _______                          Zip Code   _____________________                           
Email ___________________________________
cell phone: _____________________________


Budget Approval:
PI Approval Signature: ______________________ 
        Fund Mgr. Approval: ____________________


Project Name: ______________________       Course Number: ________      Recharge Acct.: ________ 
	FULL ACCOUNTING UNIT

	ACCOUNT
	CC
	FUND
	PROJECT CODE
	SUB
	OBJECT
	AMOUNT

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


Provide justification for purchase:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· Please tape ORIGINAL receipts, side by side, on a separate sheet of paper. 
· If payment was made using a credit card, you MUST include a copy of your credit card statement unless the receipt shows your name/visa or mc/and xxxxlast4 digits of credit card. 
· If this is a reimbursement for the purchase of food, attach the itemized receipt, a purpose for the meeting and a complete list of participants.

· Attach original receipts to the form and obtain recharge account & signature from PI/Advisor.

· Before submitting, make copies of your receipt and keep them for your records.

	Date
	Expense Type
	Amount 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Grand Total: $______________
09.26.2017
