
Expense Claim Form Check List 
 

 

Employees (FINS): 

 

 Business Purpose: 

 Fund 31: FKRRVH�³E��5HVHDUFK�([SHQVHV�±Fund 

�;´�IURP�WKH�GURS�GRZQ�OLVW 

 Fund 13, 21, 11: choose the item from the drop 

down list that applies to your claim 

 

The following documents need to be scanned and 

uploaded into your expense claim in FINS (only those 

that apply to your trip): 

 

 

 

Non-Employees – Visitors: 

 


