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219 West Main Street, Box 19136 Arlington, TX 76019

817-272-2194	 procurement@uta.edu

Non Employee Expense Reimbursement
Section 1:  For the Payee

University Relationship and Reason for Reimbursement

 Student 	 UTA ID # 	  Prospective Employee	  Other / Non-Employee

Payee Information

Last Name 	First Name 

Phone  	 Email 

 All non-employee and student reimbursements will be disbursed via check and mailed to this address:

Address  City  State  Zip  Country 

 Provide the following as shown on your government-issued ID for TSA when airfare is purchased on your behalf:

Date of Birth 	 Gender 

Signature 	 Date 

Section 2:  For the Department

Reimbursement Information

Expected Reimbursement or Travel Dates 

Delegate Name 	 Delegate Email 

Delegate UTA ID # 	 Expected Concur Account Termination Date 

Default Chartfield Information

Fund 	 Department 	 Function 	 Cost Center 

Project 	 PC Bus Unit 	 Activity 

Supervisor Information

Supervisor Name 	 Supervisor Email 

Supervisor UTA ID # 	 Will there be a cash advance for a student?  Yes	  No

Section 3:  For Travel Services

Temporary EID # 	 Date Completed 
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