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Expense Reimbursement Form for Students 

 
The online submission form is to be used by students in the School of Engineering to claim out-of-pocket 
expenses for reimbursement.  
The Claimant can expect to receive their reimbursement within 30 days of submitting this form if (and only 
if), the content is correct and complete, and all approve its expenses of the designated fund's signing 
authorities. Forms submitted with incorrect or incomplete content, and/or unapproved expenses, will be 
returned to the Claimant, yielding delays in the reimbursement. 
 
4 Steps to Follow:​
 
1) The Claimant should set up the Direct Deposit feature in Workday. The steps to do this are detailed at 
https://workday.students.ubc.ca/finances/setting-up-your-direct-deposit​
 
2) The Claimant should compile their receipts electronically, with a separate PDF-file for each receipt and its 
attachments (for conditions D and E below).  
Each PDF-file should be numbered with the Receipt Numbers in the upcoming Receipt Table. Each receipt 
should meet the following conditions:​
 

A. Each receipt must be itemized, with a list of all the purchased items and their costs. See Fig. 1 in the 
Appendix as an example of an itemized receipt. 

B. Each receipt for shipped items must show the shipping status as 'shipped'. See Fig. 2 in the Appendix 
as an example of an itemized receipt for a shipped item.  

C. Each receipt for travel expenses, including airfare, meals, accommodations, mileage, etc., must list all 
of the participants, with claims of mileage including the exact addresses of the origin and destination. 

D. Each receipt that names a Buyer other than the Claimant must have attached with it a statement 
from the Buyer declaring "I, [Buyer's name], confirm that [Claimant's name] reimbursed me at the 
amount of [amount in Canadian dollars] for the purchase of [purchased item(s)] on [purchase date]." A 
simple copy of an emailed statement can be used for this attachment. 

E. Each receipt that does not clearly show the payment in Canadian dollars, due to the use of other 
currencies and/or missing payment information, must have attached with it a credit/bank card 
statement showing the payment amount in Canadian dollars (with that amount agreeing with the 
claimed expense). A simple annotated screen image can be used for this attachment, with any 
irrelevant/personal information redacted. See Fig. 3 in the Appendix as an example of a credit/bank 
card statement. 

 
3) The Claimant should provide the requested information on the following pages while ensuring that the 
above-described files agree with the content in the Receipt Table. 

https://workday.students.ubc.ca/finances/setting-up-your-direct-deposit


 

Appendix: 
 

                                          
Fig. 1. Example of an itemized receipt with the required list of purchased items, showing the items 

and their costs, and the required payment information, showing the tax(es), total(s), payment(s), etc. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
Fig. 2. Example of an itemized receipt for a shipped item 

with the Claimant name and shipping status (in red boxes). 
 

 
Fig. 3. Example of a credit/bank card statement showing payment amounts in Canadian 

dollars for the claimed items (in red boxes) and redacted content (in black boxes). 
 


	 
	The University of British Columbia | School of Engineering 
	Expense Reimbursement Form for Students 
	Appendix: 
	 
	                                          
	Fig. 1. Example of an itemized receipt with the required list of purchased items, showing the items 
	and their costs, and the required payment information, showing the tax(es), total(s), payment(s), etc. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Fig. 2. Example of an itemized receipt for a shipped item 
	with the Claimant name and shipping status (in red boxes). 
	 
	 
	Fig. 3. Example of a credit/bank card statement showing payment amounts in Canadian 
	dollars for the claimed items (in red boxes) and redacted content (in black boxes). 
	 

