Merage Student Association

THE PAUL MERAGE SCHOOL OF BUSINESS

tegic Growth in the Global Innovation Economy

MSA Reimbursements

Use the following instructions to obtain reimbursement of your MSA approved
expenditures:

1. Go to http://www.asuci.uci.edu/forms/checkrequest/ and log-in with your UCI
username and password (Not Merage username).
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STUDENT GOVERNMENT CHECK REQUEST

Homepage
READ ME!
Government Branches
Tpnltie TEEET Here's how to fill out the NEW Check Request:

Legislative Branch 1. Log into the request below.

2. You will be REQUIRED to enter in the name, address, and phone information for the
person that the check will be written to. We require this information for ALL requests,
even those that will be picked up, or petty cash payments.

Judicial Branch

hutt] 3. You will be REQUIRED to enterin your name, email, and phone information in case
STLEE we have any questions about your request.
UCItems

4. After you finish filling out the form, hit the submit button for the form to generate it's

: ID number.
Student Programming

Funding Board 5. On the following page, print out the form and turn in the signed copy to the Student

Government Business Office. Make sure to use the print button on the Acrobat form, do

College Legal Clinic not use your browser print button.

Vendor Fair

Fﬁm_ Login
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2. Fill out the form as shown below and then click the “Submit” button.

Student Government - UCI Check Request
W Mail
I Pickup
I Petty Cash {under $25) | pate- Apr 04, 2008
PAYEE INFORMATION REQUESTER INFORMATION
Name: John Doe Name; Your Name
Address: 1234 Ranch Street Cell Phone = (333) 333-3333
Email: meragenetid@uci edu
Citv/State/ Zip: Irvine CA 92600 UCInetID: yamamott
Telephone = (555) 555-5555
COMPLETE DESCRIPTION OF PAYMENT ACCOUNT ACCOUNT | 4 ount
Example:  WHO, WHAT. WHY. WHEN. & WHERE NAME &
Caonsulting club social networking event held on 4/1/08 MSB Consulting 6612-9030 |$100.00
@ 5:00pm. Catered food for speaker and 26 students. Club
$
$
$
$
Invoice Number: | C345267 Date: 4/1/08 TOTAL: % $100.00
Requested By: Signature: (Office -.._,-5 2 Only)
Your Name DatePaid
Approved By: Signaturs:
Submit
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3. Print the completed form.

ou must print and sign the form below and turn it in to finish! Use the print ico
n the Acrobat program below to print your request. Do not use your browser
print button!

[ =) @ . 1 /1 i ® ® 677% - (0=l (] i Find =
| B Student Government - UCI Check Request
x Mail
F' ‘ Pickup
Petty Cash (under 325) | pate: 04/04/2008 f5b1id3dd413028c8dch4 37821 2as582
n PAYEE INFOEMATION EEQUESTEE INFOEMATION
Mame: John Doe Iama: Your Mame
Addrass: 1234 Ranch Street Call Phone # (333) 333-3333
Email: meragenetid@uci.edu
City/State/ Zip Irvine CA 92600 UCInetID yamamott E
Telephons #: {555) 555-5555
COMPLETE DESCRIPTION OF PAYMENT - ACCOUNT ACCOUNT| &
E. Lo . I TR AT IS TITHERD L U HEDE A RIE £ n}r{OU.H:'I

4. Sign the completed request.

5. Staple or tape your receipts to a blank sheet of paper in the order they appear on
the reimbursement request form. All receipts must be legible. Staple the sheet
with receipts to the back of reimbursement request form.

6. Staple approved “Event & Funds — Request For Approval” (or email equivalent)
to back of reimbursement form AFTER receipts.

Event & Funds - RFA

Receipts

Reimbursement
B Request Form
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7. Leave the form in my school mailbox and send me an e-mail notification.

Hao Tang a.k.a Alan
FTMBA2010
949-887-8968
alan.t@uci.edu

NOTE: To avoid delay in processing your reimbursement, please be sure to follow
these instructions precisely. ASUCI accounting office will not issue reimbursement
payment if form is not completed accurately and fully. Subsequently,
REIMBURSEMENTS THAT DO NOT CONFORM TO THESE INSTRUCTIONS WILL
BE RETURNED TO YOUR MAILBOX.

IMPORTANT!

1) All reimbursement requests are due within 4 weeks after the event. We
WILL NOT be able to reimburse any request after 4 weeks. If you absolutely
cannot turn in your receipts within one month, please send me an e-mail
before the deadline.

2) When reimbursing for dinner, we need to see the detailed bill. Alcohol
cannot be reimbursed. Students pay for their own drinks!!

3) Each receipt must be listed on the form separately. For Example: A $10,
$20, and $70 receipt must be listed separately on the reimbursement
request form rather than listed as a single entry for $100.

4) Please submit ORIGINAL receipts only!

5) Review MSA Club Expenditure FAQs for expenditure guidelines and other
useful information related to step one of funding process.

***All documents mentioned above are available at
http://www.msa.merage.uci.edu/resources.html .
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