EXPENSES - REIMBURSEMENT CLAIM

	Payee Name
	

	Requisition No
	

	Purchase Order Number
	
	Receipt No.
	

	Date 20/09/2005
	


Enter Purchase details on each row
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Double click to open the form

Click here to close the form
· Attach original Tax Invoices for purchases over $55 including GST 

· Attach original Tax Invoices/Receipts for purchases under $55

Note:

Split Receipts will not be reimbursed (where the receipt details both personal and University purchased)

If originals of Tax Invoices are 'lost', copies may be accepted provided a signed Statutory Declaration is attached detailing the reason why no original is available (forms are available from Business & Asset Services Division, B28). The Requisition must be raised for the total cost including GST for the goods/service

Where no documentation is available, the reimbursement is not to be included in the Petty Cash Reimbursement Claim.  A Statutory Declaration must be completed giving full details (including the Suppliers ABN) of the payment and why no documentation is available.  Raise a Requisition and Purchase Order for reimbursement by cheque to the purchaser, then hand deliver documentation to the Head of Accounts Payable for approval and processing 

	Payment approved
	YES/NO

	Signature


	Date

	Comments




Enquiries to Head of Accounts Payable – Extension 6262
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		REIMBURSEMENT  CLAIM

		Date		Supplier		Cost-code		Amount		GST		Amt less GST

												0

												0

												0

												0

												0

												0

												0

												0

												0

												0

												0

												0

						Totals:		0		0		0

		An original Tax Invoice must be attached for every claim over $55 including GST (overseas purchases exempted).

		An original Invoice/Receipt detailing what was purchased must be attached for all other purchases.

		Split Receipts (ie where the full amount of the Invoice/Receipt is not being claimed) must not be paid from or included in

		Petty Cash Custodian reimbursements.				A request for a Personal Reimbursement must be actioned and taken to

				the Accounts Payable Manager for FSD approval.

		This form and all supporting documentation must be received in FSD, Accounts Payable by close of business

		Friday for inclusion in the following week’s cheque run.  Cheques are disbursed each Thursday.
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