The University of Michigan

Non-Po Voucher Request Form

(for reimbursements OVER $200.00)

Name
                              _____________________________________________

Home/Payment Address  ______________________________________________

City, State Zip                  ______________________________________________

Telephone #                     ______________________________________________

UofM  ID#                      ___________________  Uniqname   ________________

Vendor #                           _________________      Voucher  #  ________________

Numerical Amount          $________________        Team # ______  Course # _____

SHORTCODE                 _________________

TAPE YOUR ORIGINAL RECEIPTS TO BLANK PAPER (do not use staples)  and attach those pages to this form.

MAKE SURE EACH ITEM HAS A CLEAR DESCRIPTION of the items purchased.  If not, please hand write the description on the receipt.

SUBMIT THE FORM AND ATTACHMENTS (S)  to your designated financial office.

Within 4-6 weeks, the reimbursement will either be directly deposited into your bank account (IF you currently have direct deposit with the University) or mailed to the address listed above.  Please make sure to write in a home mailing address that will be accurate for that time frame.  DO NOT use a Department address.

If your purchases(s) total less than $200.00 and you want your reimbursement sooner, you should complete a Petty Cash Form, instead of this one.

Faculty/Approver Name & Title                           Faculty/Approver Signature      Date

Faculty Phone Number & Uniqname

