
APPENDIX  
(page 1 of 2) 

 
Reimbursement Process for ALL Supported Initiatives 
(e.g. Faculty Travel, Grants, Workshops, Materials, etc.) 
 
Faculty pay for their travel and development opportunities themselves, and therefore should be 
mindful to obtain and keep itemized receipts and all relevant documentation of each expenditure.   
 

After the travel is complete/items purchased, faculty seek reimbursement through this process: 
1. Download the appropriate IWU expense form from the Business Office website. There are 3 

different forms to choose from: 
i. For shorter travel, use the Travel Expense Voucher   
ii. For travel longer than a week, use the Weekly Travel Expense Voucher 
iii. For simple reimbursements, such as food for an event, or a membership dues, 

books, etc., use the Request for Non-Invoice Payment 
2.  On the corresponding expense form, faculty will fill in their name (payee), ID number, 

purpose of the reimbursement (e.g., 18-19 ASD Grant travel, Professional Development, 
Professional Membership Dues, etc.), itemization of each purchase and total amount of all 
receipts. 

 

3. Attach all receipts to the filled-in expense form and submit them to the Mellon Center, 3rd 
Floor CLA, Christine Horner, chorner@iwu.edu.  

 

4. The Mellon Center will code and sign to approve the expense form, then submit it along 
with all included itemized original receipts to the Business Office for processing. 

 

o Faculty should complete the expense form and submit it along with all receipts to the 
Mellon Center as soon as they return from professional travel, or as soon as purchases have 
been made. For auditing purposes, all expenses (except automobile mileage), regardless of 
the amount, must be documented with original  itemized receipts, vouchers, or similar 
statements (listing the individual purchases as well as prices in U.S. currency, including 

*daily exchange rate documentation where applicable). Expenses of nominal value, 
such as taxi, bus fares, tolls and tips, must include dates and purposes in the 
reimbursement documentation.   

 
o The Mellon Center processes reimbursements for the purpose of tracking funds. Faculty 

should plan for at least a two-week turnaround time for check processing and must keep 
in mind that reimbursements ultimately come from the Business Office. Faculty members 
seeking reimbursement can speed up the process by completing all necessary forms, 
attaching all necessary receipts, etc. 

 

PLEASE NOTE: Reimbursement requests submitted to the Mellon Center incorrectly or 
incomplete will be returned to the requestor without review.   

* Exchange Rate Documentation: If charges were originally in a non-U.S. currency, it is the responsibility of the faculty member 

seeking reimbursement to convert each receipt to USD using a daily conversion rate. The Business Office requires that each 

receipt be converted according to a daily rate, figured using a currency converter website, such as XE Currency Converter, Google 

Currency Exchange Calculator,  OANDA Currency Exchange Converter, and they also require documentation of the website used. 

 

https://www.iwu.edu/business-office/accountspay/Accounts_Forms.html
https://www.iwu.edu/business-office/forms/travel-expense-voucher-fillable.pdf
https://www.iwu.edu/business-office/forms/weekly-travel-expense-voucher-fillable.pdf
https://www.iwu.edu/business-office/forms/non-invoice-payment-fillable.pdf
mailto:chorner@iwu.edu
https://www.xe.com/
https://www.google.com/search?q=google+currency+exchange+calculator&rlz=1C1AYBJ_enUS787US787&oq=google+currency+exchange+calculator&aqs=chrome..69i57j0l5.8243j1j9&sourceid=chrome&ie=UTF-8
https://www.google.com/search?q=google+currency+exchange+calculator&rlz=1C1AYBJ_enUS787US787&oq=google+currency+exchange+calculator&aqs=chrome..69i57j0l5.8243j1j9&sourceid=chrome&ie=UTF-8
https://www.oanda.com/currency/converter/
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o To avoid the payment of sales tax in those instances where it is non-refundable, faculty 

may use the University’s Tax Exempt Letter (available through the Business Office). Sales 
tax exemption applies to sales tax (IL sales tax is often not a reimbursable expense, as is 
the case with the purchasing of materials – books, lab equipment, supplies, etc.), but sales 
tax does not extend to hotel tax, transportation fees, etc., and therefore tax on these types 
of expenses are reimbursable. For additional information on sales tax and what does and 
does not qualify for reimbursement, please contact the University Business Office. 

 
o To accommodate the University's end-of-fiscal-year accounting requirements, no expense 

forms will be accepted from the standard professional development budget after July 10, 
2020. Any requests coming in after this date will be drawn against the next fiscal year’s 
allotment (as applicable). 

 
o The Business Office will not process incomplete requests.  Therefore, incomplete requests 

received in the Mellon Center will be returned to the faculty member for completion.    
 

 

 

https://www.iwu.edu/business-office/contact_us.html

