[image: image1.png]GRAND VALLEY STATE UNIVERSITY.

BUSINESS AND FINANCE
E\





Travel Form Instructions:

1. Make your purchases.
2. SAVE YOUR RECEIPT – keep it in good condition so it is easily copied and scanned.  Please do not place tape on the part of the receipt with number or text.
3. Download the appropriate Travel and Expense Form from GVSU’s Business and Finance website at: http://www.gvsu.edu/busfin/index.cfm?id=01D89457-A4E9-9AF2-60CA6553BA17AFF9 
4. Fill out the reimbursement form (FULLY). Be detailed.

5. Sign the form as a claimant.

6. Bring receipt(s) and form to the Office of Graduate Studies, 318C DeVos Center, Pew downtown campus. 
7. Please note that check processing can take anywhere from 7 to 10 business days.

PLEASE NOTE:  

As part of the reimbursement process it is required that receipts smaller than half a sheet of paper (8 ½ X 5 ½) be taped to an 8 ½ x 11 piece of paper.   You may put as many receipts on the paper as you can without overlapping any of the information or edges of the 8 ½ x 11.  You may use both sides of the paper and you may use more than one sheet if necessary.  Make sure that all information is readable and not covered by the tape.  Please do not use highlighters to identify your reimbursable expense, instead circle the appropriate items (Highlighters and tape may degrade the ink before the document can be scanned into the University’s imaging system for record keeping.)

