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Expense Reimbursement Instructions 
(1) Visit the University of Minnesota Forms Library : 

http://www.policy.umn.edu/groups/ppd/documents/main/formhome.cfm 
(2) Under “Find a Form” in the upper left, Search by Title: “Employee Expense Worksheet”. 
(3) Click “Excel” under “Format”. 
(4) Complete the following information: 

(a) Employee ID # 
(b) Name, Address 
(c) Description – include the 5 Ws (Who, What, Where, When and Why) 
(d) Enter date, brief description and dollar value for each item purchased or day of 

travel (one item or day per line). Refer to http://travel.umn.edu/perdiemrates.php for 
per diem rate information. 

(5) The form will total expenses automatically. 
(6) Print and sign the form and attach all receipts. 
(7) Submit to Rochelle Emmel, 580 Rarig (Theatre) Jessica Crary, 111 Barker Center (Dance). 
 

 

(a) 

 
(b) 

 (c) 5 Ws 

 

(d) 

(5) 
(6) 


