
	

KSURSF Payment Request Checklist 

¨ Gather all receipts and mileage calculations. 

¨ Separate expenses according to category on the KSURSF Payment Request Form. 

¨ Complete top portion of the KSURSF Payment Request Form in detail: 

¨ Date of expense and total amount requested 

¨ Name and address of payee 

¨ Invoice number (if applicable) 

¨ Whether check is to be delivered or mailed 

¨ Grant number 

¨ Detailed description of purchase or reimbursement 

¨ Dates, reason for purchase or expense, travel destination (if applicable) 

¨ Record all information and expenses on the KSURSF Payment Request Form electronically. 
Handwritten forms will not be accepted.  

¨ Receipts or invoices must be legible and cannot consist of only a credit card statement. Include backup 
documentation such as contracts (if applicable) and W-9 for each payee.  

¨ Individual receipts must be taped to a separate sheet of 8 1/2 x 11 paper and numbered and recorded 
accordingly on the Payment Request Form. 

¨ Mileage requests must include a Mapquest or Google Maps to/from each destination with the date of the 
journey. 

¨ If transactions have taken place in a foreign currency, include the exchange rate using OANDA.com or 
an ATM receipt that shows the rate. 

¨ If meals are being reimbursed, attach a list of participants and the business purpose of each meal. Meals 
that include only KSU employees should not exceed federal GSA per diem rates. 
http://www.gsa.gov/portal/content/104877 

¨ If a receipt cannot be located, complete a “Missing Receipt” form 
(http://ofm.kennesaw.edu/docs/forms/missingreceiptform.doc), sign and have a witness sign. Attach any 
available documentation you may have such as a credit card statement or ticket stubs.   

¨ Employees returning cash advance must complete the reconciliation spreadsheet along with the Payment 
Request Form. All funds returned must be in U.S. dollars.  

¨ Payment requests require two signatures: requestor and Supervisor/PI. 

http://www.gsa.gov/portal/content/104877
http://ofm.kennesaw.edu/docs/forms/missingreceiptform.doc
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