HARVARD UNIVERSITY

UNIVERSAL EXPENSE FORM

i 0

EMPLOYEE TYPE OR AFFILIATION PAYMENT TYPE
C]  Harvard Employee [] Out of Pocket
[0 Affiiate/Harvard Student/Casual/Stipend - complete shaded areas 3 cE Corporate Card

(] Invited Guest/Visitor - complete shaded areas

Date: Reimbursee or Cardholder Name: Web Voucher/PO#:

Harvard |D#:

BUSINESS PURPOSE(S)

Date(s) of (Detailed reason for expenditure. For travel, indicate PRIMARY purpose of frip and include
Expense(s) persch and/or crganization visited and location. Also include expense date range.)

i1

#

#3

#4

#5

SUMMARY OQOF INDIVIDUAL EXPENSES
Bus(]fr;z:f::x:f!!# Description of Expense {e.g. air travel, lodging, meals, books, office supplies, etc.) Total
l | EXPENSE REPORT TOTAL:  §

TOTAL AMOUNT OF RECEIPTS UNDER $75:

REIMBURSEE: [ certify that these are all legitimate Harvard University business expenses.

SIGNATURE: DATE:

ACCOUNT TO CHARGE:

(e-g. miy research acct, talian lecture budget, Clark Fund, Instructional linches, etc.)

I have reviewed these expenses and all are in accordance with University and TUB policy.

Preparer: Phone: Approver:
(Please Print) (Signature)




