OUT-OF-POCKET REIMBURSEMENT PRE-APPROVAL FORM
For Undergraduate and Graduate Students 
Department of English (September 2010)

When students, as individuals or representatives of student groups, submit a request for the department funding of projects, events, or other activities, they need to anticipate whether they or other authorized group representatives will be making out-of-pocket payments for minor items listed in the budget portion of their funding request.

If they believe that out-of-pocket payments will be made for small expenses, they need to fill out this pre-approval form and attach it to the request for funding.


1. Identify items on your budget that might be paid out-of-pocket by you or authorized representatives of your group.





2. By signing this form, you agree to submit an Expense Reimbursement Worksheet that is correctly filled in and accompanied by the original receipt for each out-of-pocket payment.






Student Name							Date
