Employee Reimbursements
UF Regulations have changed and reimbursements will now be processed through the travel module in PeopleSoft.  In order to receive Foundation reimbursements for expenses, employees must submit the original itemized receipt as well as the following information to Gail Crawford, Program Assistant, Library Administration, P. O. Box 117000:

· Date of Purchase- if not noted on receipt
· Employee Name

· Employee UF ID 
· Employee home address

· Reason for purchase/expense

· List of attendees/participants  – for events/meals/receptions

Once the reimbursement has been processed in PeopleSoft by the Fiscal Office, the employee will be contacted that the expense voucher is ready for their signature. The employee must print and sign the expense voucher and return it to Fiscal Services Room 407 Library West or send by fax to (352) 846-0335 within 5 business days to ensure that the voucher is not deleted from the system. 
