AST’s Guide to Requesting

Reimbursements

Decision Tree

Key Term: Reimbursement
Repaying a person who has
spent money on behalf of Who Needs
University business and is Reimbursement?
seeking repayment.
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Does the
Reimbursement Include
Travel Expenses?
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Use the Guest Payments and
: Use the UW Use the UW Travel

Reimbursements Form to . .

: Reimbursements Form to Reimbursements Form to
Reimburse Guests or Non-UW . .

Reimburse UW Employees Reimburse UW Employees for
Employees for Travel and/or
for Purchases Travel Expenses
Other Expenses

For units in cohorts, the
Administrative Assistant 3 For units in cohorts, UW
submits these requests on employees submit these
behalf of guests or non-UwW requests themselves.

employees.
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https://admin-support.artsci.washington.edu/pay-pro/forms/guest-payments-reimbursements
https://admin-support.artsci.washington.edu/pay-pro/forms/guest-payments-reimbursements
https://admin-support.artsci.washington.edu/pay-pro/form/travel-reimbursements-uw-employees
https://admin-support.artsci.washington.edu/pay-pro/form/travel-reimbursements-uw-employees
https://admin-support.artsci.washington.edu/pay-pro/form/purchase-reimbursement-uw-employees
https://admin-support.artsci.washington.edu/pay-pro/form/purchase-reimbursement-uw-employees

