Request for Direct Payment or Reimbursement

(Non-Travel Expenses)
All original receipts/proof of payment must be attached. *Credit card statements are not receipts.  (Computer printouts are acceptable only if “charge to credit card #...” is on the printout.)
For direct payment of bills, an invoice must be attached.  (Account statements will not be accepted.)
TO:  Financial Specialists, Josh Cutler or Justin Boehm

	Name:
	     
	Date Submitted:
	     


	Reason for Payment:
	     


**If seeking reimbursement for attending a conference/seminar, an agenda must be attached.

	Fund/Account to be Charged:
	     


Needed only if seeking reimbursement:

Are you a payrolled employee?  Yes  FORMCHECKBOX 
        No  FORMCHECKBOX 

Are you a payrolled UW student?  Yes  FORMCHECKBOX 
      No  FORMCHECKBOX 

If you are not a payrolled student or employee, please provide your social security #:

	     
	--
	     
	--
	     


Mailing address (if necessary).  If you are a Law School employee or student, your check will be mailed to the Law School.

	Number, Street and Apt #:
	     

	City, State and Zip Code:  
	     


FINAL CHECKLIST:

Original receipts for all purchases attached?   Yes  FORMCHECKBOX 
         No  FORMCHECKBOX 

Conference agenda (if applicable) attached?   Yes  FORMCHECKBOX 
         No  FORMCHECKBOX 

**If you are not a resident of the U.S., please include a copy of your passport and I-94, 

I-94W or a second form of picture ID.

FOR OFFICE USE ONLY:
	Date Received:


	

	Date Signed by Dean Hendley:

(if applicable)
	Date Signed by Dean Pluymers:

	Date Sent to 21 N. Park:


	Date Reconciled:


