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Reimbursements

I just wanted to be very clear that reimbursements don't have to be a painful process as long as you pay attention to detail. There are two ways you are reimbursed: through grants, and through your club account funds. The process is similar for each:

1.  Bring all of your receipts to the Clubs Office.

2.  The majority of your expenses will be covered under the travel grant. But some things, like parking, will not be. So split your receipts into piles that can be reimbursed by the Club Grant and those that cannot.

3.  Here is how the club grant works. It essentially will pay a certain percent of your travel fees up to a set amount, $400. As of spring 2008, you had to prove that you spent $533 in order for Clubs to match a percentage of it that amounts to $400. So, make sure that your Club Grant pile is at least $533. The remainder of the balance after the grant is paid ($133 can come directly out of your account). Ask the person in charge of the grant to explain it to you if it’s too confusing.

4.  The sociology department grant is a similar process, but you fill out paperwork with Alicia Cuevas and then provide her with the receipts.

5.  Everything reimbursed without a grant goes through the Clubs Office, similar to what was described above. Ask the Clubs Office about the details.

Here are some things to keep in mind that may make the process a little bit easier:

1.  Have one person in each car traveling to PSA be in charge of receipts. We had an envelope in each car, and every time somebody bought gas, their name was put on the receipt and put in the envelope. We didn’t lose a single receipt this way and it made it really easy at the end to determine how much to reimburse people for.

2.  Make sure EVERY receipt has the total amount, the date of purchase, the name of the vendor, the name of the customer (if possible), and a detail of what was purchased. The Clubs and Activities Travel Grant cannot be used unless all of those are on the receipt.

3.  Request several copies of receipts from the hotels. For such a big purchase, you may need several grants to pay off the hotel, and you need original receipts for each grant that you use. You CAN split one purchase among three grants, you just have to be careful about original receipts. It’ tedious, but it can be done!

4.  Act THE DAY YOU GET BACK. This will give you lots of time to finish before school gets out. And you really don't want to work on this after people leave for the summer.

5.  You need to provide the home address of every person who will be receiving a reimbursement check. Get that in advance so you can save time.
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