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v' Allexpense claims must be submitte@lHR byFebruary28 in orderto be eligiblefor reimbursement. Foevents
andexpenses$Z ¥ uE& Eu EQ E {Y $Z2u%0}C [+ E *%}ue] |EECVP} A VS the
Professional Developme®D)Assistant tassubmitexpenseclaimafter this deadline.

v' Expense claims faventsmustbe submittedwithin 10 days ofctivity completion.

v' Expense claims fauition mustbe submittedwithin 10 days opaymentreceipt.

1. Use most current UFV Expense Claim form:
Z33% WITAAAXU(AX lu ] 1 e Sel(Jv v I(}EuUel(]Joo 01| FE% ve z 0 JUZ&}E

1 X Fill inthe following blankgall writing mustbe inpenandlegible):
9 Name
BannerlD
HomeAddress
Date
Department
PDApproval #written attop of form)
Selectmethod of Paymen{Direct DepositCheque, Mail, Internal)
Signature of Claimantt Expense Claim will N®& processedvithout this
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i X Itemizeeachexpense orihe claim form:
9 Eachexpense shoulihcludethe date itwaspaidand adescription
9 Mileage reimbursementate is atthe currentrate andis calculatecasedon departurefrom home
address ohomecampusaddress (whichever is closerdestination) X
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