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If you submit an expense claim incorrectly, there are two options you can pursue: 

1. If you neglected to include an expense on a submitted claim, simply create and submit a new claim through Employee
Self Service.  It will go through the normal expense reimbursement process.

2. If you included an expense that should NOT have been included (because it was pre-paid with a PO, purchased with a
P-Card, or expended by someone else), complete and submit this form to Payroll. The dollar amount will be deducted
from your next paycheck.

First Name Last Name

Employee ID

Account Code Impacted

Location

Please provide an explanation for what the expense is, why it was claimed and why it should not have been included.

Amount

Employee Signature Supervisor SignatureDate Date
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