Reimbursement Procedures

Requests for reimbursements must be submitted on a Bursar Requisition, with the employee listed as the vendor.

Meals/Food – Original, itemized receipts must be submitted with the requisition, as well as Vice-President and/or President’s approval.  See Fullerton College Hospitality Guidelines located on the “J” drive.
On-line Purchases – Detailed invoice/confirmation must be submitted with proof of payment, usually with the credit card type and partial number listed on the invoice.  In the absence of this information, a copy of the employee’s credit card statement will be accepted as proof of payment.

Field Trips – The Field Trip Authorization Form or a copy of the Board Approval must be submitted with the requisition along with proof of payment for the expenses (receipts, paid invoices, paid hotel bills, etc).  For employee expenses related to conferences, please refer to District Accounting as Travel procedures will need to be followed.
Supplies/Other – Original, itemized receipts, paid invoices, etc. must be submitted with the requisition.

Note:  For partial reimbursements, please circle items and amounts requested.  Do NOT highlight as receipts printed on thermal-type paper end up darkened and unreadable where the highlight is made.  The use of tape also causes information to “disappear” on thermal-type paper.

Advances – Advance monies may be requested.  Attach required approval for meals, field trips, etc. to your Bursar Requisition.  Within one week following the date of the event, all original, itemized receipts, paid invoices, etc. must be submitted to the Bursar’s Office.  Any remaining monies must be submitted at the same time the receipts are submitted.  If more monies are needed to reimburse the employee, submit a new requisition, along with your receipts, detailing total receipts, minus advance, to equal reimbursement needed.
