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PACIFIC UNION COLLEGE
Faculty / Staff Purchases Reimbursement Benefit

Check one: Salary o Retired o
Hourly o Prep o FACULTY / STAFF EMPLOYEE SIGNATURE

Elem o

INSTRUCTIONS:
Enclose all purchase receipts that you have paid by any means other than the PUC Faculty/Staff charge

card. (Your reimbursement is automatically computed on your payroll check for PUC charges.) Staple
together by departments and itemize receipt amounts in columns under each department. A credit
reimbursement will be made on payroll as an employee benefit. All purchase receipts must be received
within 90 days of the date on the receipt to be eligible. Dry cleaning services through ACE Hardware are
not reimbursable. Your signature certifies that the below listed purchases and the enclosed receipts
represent expenditures made directly for your immediate family.

PUC/HME ID NUMBER

College Market ACE Hardware Chevron

GRAND TOTAL

*Grand Total @ % =
2 For Office Use Ouly *
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PACIFIC UNION COLLEGE

Travel Authorization Request

Name

PLEASE TYPE OR PRINT

To College Authorizing Officer: Please approve travel from to.
Ciry City

on or between (dates) from to

Purpose or nature of trip

Estimate of costs: Per diem
Ledging .
*Travel
Fees_
Other.

*Circle: AIR, PRIVATE CAR, bus, rail. If planning to travel by air, please ask travel representative for information regarding
special fares. '

Signed  Approved :
Faculty/Staff Administrative Officer

Recommended Budget Approval
Department Head Dirsctor of Budgets and Fiscal &M«}

CHARGE: Initial appropriate box. Insert three-digit department number and function number if blank.

INSTRUCTIONAL gy g Fronset

O Conventions o1- _ ____-0-70-0-9410 -08¢0
[ Travel o1- _ __ __-0-70-0-9 430 -00
O Workshop 0 T o s05 = Oy e 2
1. Professional 0 T+ e o 2l m e DlRacne o ass o B
Development

O Other [ ¢ Je U | D U —

ADMINISTRATIVE, AUXILIARY,
SERVICES, INDUSTRIES
[ Traveland Conventions * et ms e il vl GER AR B 2 G0

[0 Other [ ¢ B S ¢ [ i —

FIRST COPY. Director of Budgeh and Fiscol Services
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