REIMBURSEMENT FORM
**ORIGINAL RECEIPTS REQUIRED**

Name of person incurring expense:
Street Address:
City, State, Zip:
Phone #:
Email Address:
Total Amount Requested:
Sponsoring Stanford Law School Organization:
Date of Presentation/Workshop:
Business Purpose*:

Signature of Person Seeking Reimbursement

Date

Signature of Student Organization/Journal Treasurer (or other Representative)**

Date

Name (of above):
Email:
*In general, a Business Purpose should be written so that someone reading it at some future time (e.g., an
auditor reviewing the expense 2-3 years later) would have no questions about the activity and why it was a
permissible Stanford expense. It should include six basic elements (a brief summary, who, what, when,
where, and why). See attached guidelines for details.
** Student Org representative cannot be the same as person seeking reimbursement.

Guidelines for Writing a Clear Business Purpose
The Business Purpose should include six basic elements:
1. Brief Summary of the expense, which will display on reports
The first 30 characters of the business purpose will display on reports and so should be
a brief description of the expenditure. If your event will have multiple expenditures for
the same event, this summary should be consistent for all expenses.
2. Who was involved in the activity?
Give the name(s) of the person(s) and their organization and/or department involved in
the activity. You can either include the names and affiliations in the business purpose if
you have only a few attendees, or you can submit an attendance list with your
documentation.
3. What was purchased?
Explain the expense (e.g.: lunch for attendees).
4. When did the activity occur?
Indicate the date or inclusive dates the activity took place. Specific dates are also part of
the item descriptions, and dates included in the Business Purpose can be more general
(the dates of an entire trip, for instance, instead of the date of each meal).
5. Where did the activity take place?
Give the location of the activity: to/from destinations, restaurant name and city, or other
appropriate information.
6. Why was the activity done and how did it benefit Stanford?
Describe the benefit to Stanford. For example, does it further ongoing research or
teaching efforts?
In general, a Business Purpose should be written so that someone reading it at some
future time (e.g., an auditor reviewing the expense 2-3 years later) would have no
questions about the activity and why it was a permissible Stanford expense.

