
fIEU) NAME (the chonlcter limitations coincide with 

MReport/Mpathways - Concur may allow rnore 

depending on the field) 

ECE Departmental Expense Guidelines 

EXAMPLES 

•HST 
t Reimbursement = REI 

Report Nome (Heoder) - 30 characters PC U13 ivlalgh 

(PC, dote, paard holdr.r ..;qu. nmne) 

HST 3/17113, S5El Speaku. shr& REI 2/21/13, mni 
iMr·illlll!lilill(HSY. dlste, ,...,_, !Wt ll'llcjla noriia) (REI. date, reimbursed unique nama) 

Dept/Ref (course number VERY important if applicable) EECS 4~~ Metzger 

Dept/Ref (SSEL, LNF, WIMS only) ~ortcocle, Pl la.st nalll8,requuter 

Business Purpose (Line) - 30 characters 

(What. who, why as applicable) 
l>asktop power adapter for 452 

"'** SSEL. LNF. IA!T.MS -shortcode, PI last name, person to be reimbursed last name 

General Notes: 

If expense is a reimbursement to UM Faculty/Staff/Student use their unique name in heoder. 

If expense is visitor travel reimbursement use their last name in header. 

Hosting Notes: 

Make sure to 'X' class anything over a 1:2 ratio (one guest to two faculty) for hosting. 
Make sure to 'X' class any type of 'Morale Building' event (i.e. picnic, Holiday party) 
Make sure to 'X' class any alcohol - can not be on a general funds shortcode 

Islam/RI 

Shortcode. PI last name, requester 

11/8/2013 




