Professional Expenses Reimbursement Request
(not Travel or Entertainment)

Please submit completed forms with receipts via email to
langlit@ucdavis.edu within 21 days of purchase.

See back of form for guidance on allowable reimbursements.

Name: Email:

Account(s) to be charged:

PER UCD POLICY 350-10 (http://manuals.ucdavis.edu/PPM/350/350-10.htm),
COMBINED RECEIPTS MUST NOT EXCEED $499.99.

[tem(s) Purchased:

Reason(s) for Purchase (Business Purpose):

I understand that these expenditures must fall within university and fund guidelines in

order to be reimbursed. Furthermore, by submitting this reimbursement request, I certify

that I have not received external funding to cover the same expenses (no "double-
dipping").

If you do not have an original, itemized receipt, please complete the declaration of

missing receipt (within AggieExpense), understanding that your signature indidcates full

responsibility and accountability for the claimed expense.

Once form is submitted with receipts, the LL Business Office will process within 10
business days. Incomplete information will result in processing delays.



Can I buy it and be reimbursed?*

What do you wish to purchase?

Technology
(software, hardware,
etc.)

No! You cannot buy it
directly. Please email
Ishelp@ucdavis.edu
so that they can make
the purchase for you
in accordance with
policy. (See https://
Isit.ucdavis.edu/
purchasing for more
info.)

Software requires
Vendor Risk Assesss-
ment (VRA) Approval.

A service
(editing, indexing,

translating, etc.)

No! You cannot buy it
directly. Please email
langlit@ucdavis.edu to
set up a business con-
tract (purchase agree-
ment) BEFORE work
begins. Please inform
us of your intention to
hire someone one

month in advance to al-

low for processing
time.

¥
Travel & Entertainment Expenses

(airfare, lodging, dinner with a guest
speaker, etc.)

Yes! You may be reimbursed for Travel & Enter-
tainment Expenses. Keep in mind:

Expenses must fall within allowable policies/
limits (maximums)

All trips where airfare is not purchased in Ag-
gie Travel (SAP Concur) must be registered
with UC Away (https://ehs.ucop.edu/away)

Expenses charged to your travel card or CTS
should be reimbursed right away (even if the
trip hasn’t occurred yet)

Travel Expenses in reports submitted more
than 60 days after the trip are taxable as in-
come

Professional Expenses:
Supplies (books, pens, etc.); member-
ships in professional organizations
(subject to chair’s approval)

Expense UNDER
$500 (including tax,
shipping, etc.)

Yes! Make sure to
submit your reim-
bursement request
in Aggie Travel
within 60 days of
purchase.

*In all cases, this presumes that you have a valid business purpose and available funds

Expense of $500
OR MORE
(including tax,
shipping, etc.)

No! You cannot

buy it directly.
Please email lang-
lit@ucdavis.edu to
request that the
purchase be made
for you by busi-
ness office staff.




	Sheet1

	Name: 
	Email: 
	Account(s): 
	Items purchased: 
	Business purpose (teaching, research, etc: 
	): 



