Directions for Completing Reimbursement Form: GlobalEX Treasurers
The team member who is serving as treasurer will need to prepare a reimbursement form when you are filing for expenses for your team’s activities, should you have some. You may hold expense forms and submit them for multiple activities all at once, or you may submit every time you incur expenses. (The example of a completed form assumes two different dates with different activities in which the team participated.) You MUST submit a receipt for each expense in order to be reimbursed.
Be sure to keep track of the amount of funding your team is using so that you do not go over your limit! Your team can be reimbursed for up to $200 in total.
Examples of expenses would include costs for a meal at a “global” restaurant; movie theater tickets for a film you attend together; transportation costs to get to a global activity (e.g., UBER ride); or copies of a book that you buy for the group once you have selected a topic to research together. 

Steps for preparing and submitting reimbursement:

1. Google “TCU Reimbursement Form” and click OR go here:

https://vcfa.tcu.edu/wp-content/uploads/2016/04/TCU_Reimbursement_Form.pdf
2. These pages gives instructions for downloading and completing the form, so you might want to visit these pages first:

http://vcfa.tcu.edu/trouble-with-reimbursement-form/
[Note separate directions for working in MAC vs. in Windows!]

http://vcfa.tcu.edu/tcu-reimbursement-form-guidelines/
[At that URL, you find tips on completing the form.]

3. Be sure to try typing in one piece of information, hitting the “save form” button (upper right); then closing the form and reopening to be certain your entries are saving. If you have trouble, re-read these directions here: http://vcfa.tcu.edu/trouble-with-reimbursement-form/
4. Fill in the form, following the example. Note that the box number and phone information are for Professor Ed McNertney, who manages the GlobalEX budget, but you should enter your OWN name and ID number, as you are the one being reimbursed.

5. Enter each expense in the amount of your documentation—i.e., your receipt or invoice. 

6. SAVE, using the top right “save form” button!

7. Print your form. Check the bottom to be sure a transaction number appears. Sign in the bottom right (“Employee”) and date.

8. Tape receipts to an 8x11 sheet of paper or papers. 

9. Make copies of your form and the receipts. Have at least one other member of your team check your form.
10. Take your form and the receipts page(s) to Chris Hightower or Zoanne Hogg (Sadler 2016) for checking. Once it’s been checked, Mr. Hightower/Ms. Hogg will secure the approval signature from Dr. McNertney, who manages the “big” budget for GlobalEX. Dr. McNertney will turn in your form to Financial Services for processing.
11. Pick up your check in the Cashier’s office about a week later. Go to Room 2011, Sadler Hall. Office hours are weekdays, 8:30am to 4pm. Take your ID! If the check is not there and you’d like to follow up on where your reimbursement is in the “processing loop,” contact one of the administrators on the second floor of Sadler, where you originally dropped off the form.   
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