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ORIGINAL RECEIPTS PREFERRED FOR ALL EXPENSES; EXPENSES LESS THAN $25 DO NOT REQUIRE A RECEIPT.

Name ==> Period Ended  (Date of last transaction) Non-CHLA Employee
USC Faculty

Department Name Mail Stop Ext. Employee ID Principal Investigator

Mailing Address  (Street, City, State and Zip code)

Account Number Cost 
Center Project Number Bud Ref

1 6/10/2019              -               60.00  Poster Printing             60.00 
Poster printing for 

presentation at TSRI 
poster session on 6/18/19

695900

2              -                     -      
3              -                     -      
4              -                     -      
5              -                     -      
6              -                     -      
7              -                     -      
8              -                     -      
9              -                     -      

10              -                     -      
11              -                     -      
12              -                     -      
13              -                     -      
14              -                     -      
15              -      

Total -             -$        -           -$             -$              -$              -$              -$               -$              -$             -$               60.00$          60.00$          

Employee signature or Principal Investigator Signature Approved By Manager up to $5000 (print name) Signature     Date

Date Approved By Division Administrator up to $15,000(print name) Signature     Date

Approved By Directors/Assoc VP up to $25,000: (print name) Signature     Date POST AWARD APPROVAL

Business 
Meals

Business 
Phone 

Charges

6/10/2019

Children's Hospital Los Angeles
BUSINESS EXPENSE REIMBURSEMENT REPORT FORM

123456

Position

Postdoctoral Research Fellow 6/10/2019John Smith

Business Purpose & 
Destinations To/From

Air/Other 
Fares Other $

# of 
Business 

Miles

9876 Sunset Blvd., Los Angeles, CA 90027

Other-  Description TotalLodgingTipsCar Rental
Business 
Miles x 58 

cents
Parking, TollsMoving Miles 

x 20 cents

# of 
Moving 
Miles

Date of Transaction

* This form should be completed in accordance with the CHLA Expense Reimbursement Policy (ADM-50.0, which is available on the intranet).  Only expenses allowed under this policy and properly approved by the employee's management 
   will be reimbursed.  Expenses should be scheduled by date incurred and into appropriate, listed categories.  Expense types not listed should be scheduled under "Other $" with the "Other - Description" field should be completed. 
* A second page may be added if additional rows are required. If a second page is used, bring the totals from Page 2 onto the summary page, on the row indicated. 
* Make sure to include a cost center (department ID) for each transaction and project number and related information, if applicable. 
* If you know the appropriate account number to use (natural classification), schedule it under "Account Number".  AP staff will review for propriety and may correct account numbers scheduled, as necessary. 
* A copy of the completed form, signed by the employee, appropriate manager  and TSRI Administration (if project related) must be submitted to Accounts Payable (Mailstop #47).  Original receipts are preferred.   
* If you would like your payment via direct deposit and have not already done so, please complete a separate ACH  form with appropriate information.   
* If you do not choose to have your check direct deposited, it will be mailed to the address given above and take 4-5 days longer to receive than direct deposit. 
**Please double check that you have coded expenses correctly.  Incorrectly coded amounts will delay reimbursement.   
(5/20/16) 

x
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    Pediatrics       Pediatrics   
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John Smith 
9876 Sunset Blvd., 
Los Angeles, CA 90027 

John Smith 
jsmith@chla.usc.edu 
Phone# 555-555-0000 
Text# 555-555-0000 

Credit Card 
************5555 
John Smith 

Order #10101010 
6/10/2019 3:00:00 PM 

10101010101010 

6/10/2019 Payment (Credit Card Ending in 5555) 

 

 

$48.70 

$16.15 

$-4.87 

$60.00 

 
 

$60.00 

 

$48.70 
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