


Reimbursement Forms

Note: Forms are in this document because FuquaConnect does not allow uploading files in the required format.

01. 
[bookmark: _MON_1805532462]Miscellaneous Reimbursement Form (2025-2026):      

02. 
Travel Expense Reimbursement Form (2025-2026):       
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Microsoft_Excel_Macro-Enabled_Worksheet1.xlsm
1. Instructions

				This form is to be used for reimbursing Fuqua student approved travel expenses ONLY

				INSTRUCTIONS:				IMPORTANT INFORMATION REGARDING RECEIPTS!!

				1. Complete the blue fields on the next tab.				- Make sure that the original itemized receipts are attached in the same file as the reimbursement form (Please consolidate all of expenses into one reimbursement form if there is more than one receipt)

				2. Every field is mandatory, except for the one requesting a Social Security Number (special cases apply).				- Restaurant Receipts:  Attach both the original itemized receipt (showing individual items purchased) and the proof of payment (showing final amount paid including tip).

				3. Click the "Click to Create PDF Form" button at the bottom of the page. This will generate the form you need to submit to your club treasurer/approver.				- Email/Internet Receipts (any receipts received via email or obtained online):  Attach the itemized receipt and proof of payment.  (Screenshot/web printout is fine)

				4. Send the form and every proof of payment/receipt via e-mail as one PDF file to your club treasurer/approver.				- Personal Checks:  If expense was paid via personal check, attach both a copy of the check and a bank statement evidencing payment.  (Screenshot/web printout is fine.)

				5. Your club treasurer/approver will review and submit the request to mbaatreasury@duke.edu				- Missing Receipts:  If the original itemized receipt is missing, attach a completed Lost Receipt Form and a bank/credit card statement evidencing payment.  (Screenshot/web printout is fine.)



								Please note that it typically takes 4 weeks for reimbursements to be processed and delivered after they have been submitted to the Accounting Department.
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2. Data Input

				Clarifying Instructions - PLEASE READ BEFORE SUBMITTING

				1) YOU MUST USE THE RED BUTTON BELOW TO GENERATE A PDF FORM, WHICH IS AUTOFILLED IN ANOTHER TAB.  

				2) THE PERSON RECEIVING THE REIMBURSEMENT IS THE PAYEE AND MUST SIGN AT THE BOTTOM OF THIS INPUT PAGE

				3) ATTACH PDF FORM AND RECEIPTS AND SEND THEM VIA E-MAIL TO YOUR CLUB TREASURER/APPROVER

				4) THE PERSON RESPONSIBLE FOR APPROVING WILL SIGN OFF ON THIS EXPENSE(S) WHEN SENDING ALL DOCUMENTATION TO mbaatreasury@duke.edu FOR REVIEW

				Payee Information:

				Duke Unique ID #:				This is the 7-digit number on the back of your Duke ID card.  (It starts with a "0" and is underneath the DukeCard logo.)



				Name:



				Full Address:				Enter on one line only (text will wrap if needed).



				Authorized Direct Deposit in DukeHub?		Yes		If Direct Deposit is authorized and your banking information is available on DukeHub, a direct deposit will be made to you. If not, a check will be mailed to the address you entered above. (Direct Deposit Authorization is in the Financials tab in DukeHub)



				Club and Event Information:

				Responsible Club:				Which club is paying for the expense(s)?



				Event name and description:				Enter on one line only (text will wrap if needed).



				Date of event:				Enter only mm/dd/yyyy



				# of Attendees:				List names if Business Meeting/Event and if 10 attendees or less. Enter on one line only (text will wrap if needed).



				Trip Information:		Departure Date:				Return Date:

						Time:				Time:



				Purpose of Trip:				Enter on one line only (text will wrap if needed).



				Activity Type:				Select from dropdown



				Destination:				List city/cities visited



				Trip Type:				Select from dropdown



				Mileage Reimbursement:

				# of miles:				use numbers only



				Expense Information:						If you have other amounts for the same expense type

						Select Expense type:		Detailed Description		Amount 1		Amount 2		Amount 3		Total

				Expense  # 1 :												

				Expense  # 2 :												

				Expense  # 3 :												

				Expense  # 4 :												

				Expense  # 5 :												

				Expense  # 6 :												

				Expense  # 7 :												

				*For meals (BK/LN/DN) with alcohol select ENT (Entertainment/Social)



				I certify I have expended the amounts as indicated and they comply with current Duke policies:

				Payee Full Name:



				Date:







&F
09/28/2012	


CLICK TO CREATE PDF FORM



Print Copy

				DU/DUHS		TRAVEL EXPENSE FORM																														ACH

						(For Students)

				GENERAL INFORMATION:														Departure Date:				ERROR				Return Date:				ERROR						Employment/Student Status:

				Duke Unique ID:		ERROR												Time:				ERROR				Time:				ERROR						Check appropriate box below:

				Payee Name:		ERROR												Type:				ERROR

				Address:		ERROR												Destination:				ERROR														Non-exempt (Biweekly-UB)

				Direct Deposit:		Yes												Trip Activity:				ERROR														Exempt (Monthly-UM)

										ERROR																										Non-Comp (MWE-UA)

						Purpose of Trip:																														Registered Student						X



				DISTRIBUTION OF CHARGES:

				Cost Object:		ERROR:#N/A				Club Name:		ERROR														Cost Indicator:		C		CC:				0010



				Expense Type						Detailed Description				Amount 1				Amount 2				Amount 3				Total for Item

																														MILEAGE REIMBURSEMENT:

																										

																														Number of miles:				0

																														Mileage Rate:				$   0.670

																														Total Cost:				$   -  0

																										

																										

																										- 0

				For Business Meetings/Event, list names of people attending, their relationship to Duke, and business purpose:

				ERROR

				ERROR



				REIMBURSABLE CHARGES:																		FUQUA ACCOUNTING AND CONTACT INFORMATION:



				TOTAL CHARGES										- 0								Chunyan Han								919-660-7726

				Less excess of departmental allocation or amount 										- 0								Print Name								Phone #

				reimbursed by non-Duke sources

				TOTAL REIMBURSABLE EXPENSES										- 0



				I certify I have expended the amounts as indicated and they comply with current policies:																		SPECIAL APPROVALS:

				ERROR										ERROR								(Required for memberships, dues, gifts, contributions)



				 Payee Electronic Signature 						Signature				Date

																						Signature												Date



				Approver (Treasurer or Co-President)						Signature				Date								REVIEWED BY:





				MBAA Treasury Team						Signature				Date								Employee Travel & Reimbursement												Date
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Club Codes

		Club		Cost Obj				Yes				698600-Lodging				S-Conference

		Adam Smith Society		8131374				No				698600-Breakfast				X-General

		American Latinx Management Association (ALMA)		8131404								698600-Lunch				O-Recruiting Students/Other

		Arts @ Fuqua		8131366								698600-Dinner

		Asian Business Club (ABC)		8131326				Domestic - 689600				696000-Meetings, Business

		Association of Women in Business (AWIB)		8131327				International - 689700				693200-Entertain/Social

		Black Business Student Association (BBSA)		8131405								693200-Gifts/Awards

		Blockchain Club		8132395				Non-exempt (Biweekly-UB)				698600-Internet Access Fees

		Blue Cup		8131393				Exempt (Monthly-UM)				693600-Postage/Shipping

		Board Games Club		8131951				Non-Comp (MWE-UA)				698000-Telephone/Fax

		BOLD		8131945				Registered Student				OT=Other Expenses

		Business in Africa Club (BIA)		8131941								698600-Airfare

		CannaBusiness (CBC)		8131342								698600-Parking

		Christian Business Fellowship (CBF)		8131330								698600-Conf Registration fees

		Consulting Club (DMCC)		8131332								698600-Rental Car

		Culinary Club		8131942								698600-Train Fare

		Design & Innovation Club (D+I)		8131363								698600-Taxi/Shuttle/Other Trans

		Duke Armed Forces Association (DAFA)		8131336

		Energy Club (DMEC)		8131362

		Entrepreneurship & Venture Capital (EVCC)		8131333

		European Club		8131369

		Finance Club		8131334

		FinTech Club		8132393

		Food and Agriculture Club		8131373

		Fuqua Beer Club (FBC)		8131357

		Fuqua Hoops		8131398

		Fuqua Partners		8131335

		Fuqua Special Olympics		8500662

		Fuqua Travels (FT)		8131367

		Fuqua Volleyball		8131944

		Fuqua2Duke (F2D)		8131392

		FuquaFit 		8131378

		FuquaPride		8131338

		FuquaVision		8131337

		General Management Club (GMC)		8131339

		Golf Club		8131340

		Greater China Club		8131948

		Health Care Club (HCC)		8131341

		Health Provider Association (HPA)		8131377

		Human Capital Club		8132391

		Improv Club		8131397

		INDUS		8131352

		Jewish Business Association (JBA)		8131343

		Latin American Student Association (LASA)		8131344

		Latter Day Saints Student Association (LDSSA)		8131346

		LEADS		8131802

		LIFE		8131403

		Luxury Brands Club		8131396

		Marketing Club		8131345

		MBAA - Academic Cabinet		8131365

		MBAA - Career Cabinet		8131359

		MBAA - Communications Cabinet		8131401

		MBAA - Diversity Cabinet		8131372

		MBAA - General Fund		8131325

		MBAA - Health & Wellness Cabinet		8131379

		MBAA - International Cabinet		8132392

		MBAA - Service & Sustainability Cabinet		8131368

		MBAA - Student Life Cabinet		8131375

		MBAA - Student Org Cabinet		8131394

		MBAA - Technology Cabinet		8131801

		Media, Entertainment & Sports (MES)		8131353

		MEM/MBA Club		8131356

		Muslims in Business (MIB)		8131348

		Net Impact Club		8131331

		Private Equity Club		8131361

		Rugby Club		8131349

		Section 1 '24		8131386

		Section 1 '25		8131380

		Section 2 '24		8131387

		Section 2 '25		8131381

		Section 3 '24		8131388

		Section 3 '25		8131382

		Section 4 '24		8131389

		Section 4 '25		8131383

		Section 5 '24		8131390

		Section 5 '25		8131384

		Section 6 '24		8131391

		Section 6 '25		8131385

		Ski & Snowboard Club		8131347

		Soccer Club		8131351

		Squash Club		8131952

		Tech Club		8131329

		Tennis Club		8131354

		The Fuqua Show		8131358

		Wine Club		8131355



mailto:Arts@Fuqua
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1. Instructions

				This form is to be used to reimburse Fuqua students/staff for miscellaneous expenses ONLY. NonDuke affiliated persons must use the AP Check Request Form.

				INSTRUCTIONS:				IMPORTANT INFORMATION REGARDING RECEIPTS!!

				1. Complete the blue fields on the next tab.				- Make sure that the original itemized receipts are attached in the same file as the reimbursement form (Please consolidate all of expenses into one reimbursement form if there is more than one receipt)

				2. Every field is mandatory, except for the one requesting a Social Security Number (mandatory for case competiton prizes).				- Restaurant Receipts:  Attach both the original itemized receipt (showing individual items purchased) and proof of payment (showing final amount paid including tip).

								- Email/Internet Receipts (any receipts received via email or obtained online):  Attach the itemized receipt and proof of payment.  (Screenshot/web printout is fine)

				3. Click the "Click to Create PDF Form" button at the bottom of the page. This will generate the form you need to submit to your club treasurer/approver.				- Personal Checks:  If expense was paid via personal check, attach both a copy of the check and a bank statement evidencing payment.  (Screenshot/web printout is fine.)

								- Missing Receipts:  If the original itemized receipt is missing, attach a completed Lost Receipt Form and a bank/credit card statement evidencing payment.  (Screenshot/web printout is fine.)

				4. Send the form and every proof of payment/receipt via e-mail as one PDF file to your club treasurer/approver. Please name the file LastName_MM.DD.YYYY_ClubName_ReimbursementAmount (Example: Smith_01.01.2023_FuquaPride_110.37)				Please note that it typically takes 4 weeks for reimbursements to be processed and delivered after they have been submitted to the Accounting Department.





				5. Your club treasurer/approver will review and submit the request to mbaatreasury@duke.edu approving the expense.
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2. Data Input

				Fuqua Reimbursement Form - Data Input



				Clarifying Instructions - PLEASE READ BEFORE SUBMITTING

				1) YOU MUST USE THE RED BUTTON BELOW TO GENERATE A PDF FORM, WHICH IS AUTOFILLED IN ANOTHER TAB.  

				2) ALL FIELDS ARE MANDATORY EXCEPT SSN REQUIRED ONLY IF PAYMENT IS RELATED TO CASE COMPETITION PRIZE

				3) THE PERSON RECEIVING THE REIMBURSEMENT IS THE PAYEE AND MUST SIGN AT THE BOTTOM OF THIS INPUT PAGE

				4) ATTACH PDF FORM AND RECEIPTS AND SEND THEM VIA E-MAIL TO YOUR CLUB TREASURER/APPROVER

				5) THE PERSON RESPONSIBLE FOR APPROVING WILL SIGN OFF ON THIS EXPENSE WHEN SENDING ALL DOCUMENTATION TO mbaatreasury@duke.edu FOR REVIEW

				Payee Information:

				Duke Unique ID #:				This is the 7-digit number on the back of your Duke ID card and in My Profile tab in DukeHub.



				For Case Competition payments, provide SSN:				If in doubt, leave blank.



				Name:



				Full Address:				Enter on one line only (text will wrap if needed).



				Authorized Direct Deposit in DukeHub?				If Direct Deposit is authorized and your banking information is available on DukeHub, a direct deposit will be made to you. If not, a check will be mailed to the address you entered above. (Direct Deposit Authorization is in the Financials tab in DukeHub)



				Club and Event Information:

				Responsible Club:				Which club is paying for the expense(s)?



				Event name and description:				Enter on one line only (text will wrap if needed).



				Date of event:				Enter only  mm/dd/yy



				# of Attendees:				List names if 10 or less. Enter on one line only (text will wrap if needed).



				Expense Information:						If you have other amounts for the same expense type

						Select Expense type:		Description of Expense		Amount 1		Amount 2		Amount 3		Total

				Expense  # 1 :												

				Expense  # 2 :												

				Expense  # 3 :												

				Expense  # 4 :												

				Expense  # 5 :												

				Expense  # 6 :												

				Expense  # 7 :												



				I certify I have expended the amounts as indicated and they comply with current Duke policies:

				Payee Full Name:



				Date:



&F
09/28/2012	


CLICK TO CREATE PDF FORM



Print Copy

				DU/DUHS		MISCELLANEOUS REIMBURSEMENT FORM																														CHECK

						(for Students)

				GENERAL INFORMATION:																																Employment/Student Status:

				Duke Unique ID:		ERROR																														Check appropriate box below

				Payee Name:		ERROR

				Address:		ERROR																														Non-exempt (Biweekly-UB)

				Direct Deposit:		ERROR																														Exempt (Monthly-UM)

				For Case Competition payments																																Non-Comp (MWE-UA)

				provide Social Security Number:																																Registered Student						X



				DISTRIBUTION OF CHARGES:

				Cost Object:		ERROR:#N/A				Club Name:				ERROR												Cost Indicator:		C		CC:				0010



				Expense Type						Detailed Description				Amount 1				Amount 2				Amount 3				Total for Item

																										

																										

																										

																										

																										

																										

																										

												- 0				- 0				- 0				- 0		- 0

				Event Description and Number of Attendees:

				ERROR

				ERROR



				REIMBURSABLE CHARGES:																		FUQUA ACCOUNTING AND CONTACT INFORMATION:



				TOTAL CHARGES										- 0								Chunyan Han								919-660-7726

				Less excess of departmental allocation or amount 										- 0								Print Name								Phone #

				reimbursed by non-Duke sources

				TOTAL REIMBURSABLE EXPENSES										- 0



				I certify I have expended the amounts as indicated and they comply with current Duke policies:																		SPECIAL APPROVALS:

				ERROR										ERROR								(Required for memberships, dues, gifts, contributions)



				Payee Electronic Name						Signature				Date

																						Signature												Title						Date



				Approver (Treasurer or Co-President)						Signature				Date								REVIEWED BY:





				MBAA Treasury Team Approver						Signature				Date								Employee Travel & Reimbursement												Title						Date
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Club Codes

		Club		Cost Obj				Yes				696000-Business Meetings

		AMBA		8131358				No				677400-Computers/Accessories

		Adam Smith Society		8131374								687400-Computer Repair

		American Latinx Management Association (ALMA)		8131404								677600-Computer Software

		Arts @ Fuqua		8131366								640800-Computer Supplies

		Asian Business Club (ABC)		8131326								691700-Continuing Education-/training

		Association of Women in Business (AWIB)		8131327								645900-Copy Expense

		Black Business Student Association (BBSA)		8131405								690600-Dues/Membership-/Cert fee

		Blockchain Club		8132395								693200-Entertainment Exp

		Blue Cup		8131393								692900-Entry/Exam fees

		Board Games Club		8131951								693400-Equip. Rental-/vehicle rental

		BOLD		8131945								675700-Equip. Purchasing

		Business & Policy Club (BPC)		8131371								693200-Gifts/Awards/Entertain/Social

		Business in Africa Club (BIA)		8131941								646000-Office Supplies

		Christian Business Fellowship (CBF)		8131330								696500-Parking

		Coffee Club		8131376								693600-Postage

		Consulting Club (DMCC)		8131332								646100-Sub/Books

		Culinary Club		8131942								697600-Taxes/Licenses

		Dance Club		8131399								Food and Catering

		Duke Armed Forces Association (DAFA)		8131336								Other Expenses

		Energy Club (DMEC)		8131362

		Entrepreneurship & Family Business Club		8131363

		Entrepreneurship through Acquisition (ETA)		8131402

		European Club		8131369

		Finance Club		8131334

		Food and Agriculture Club		8131373

		Fuqua Beer Club (FBC)		8131357

		Fuqua Hoops		8131398

		Fuqua Partners		8131335

		Fuqua Special Olympics		8500662

		Fuqua Travels (FT)		8131367

		Fuqua Volleyball		8131944

		Fuqua2Duke (F2D)		8131392

		FuquaFit 		8131378

		FuquaPride		8131338

		FuquaVision		8131337

		General Management Club (GMC)		8131339

		Golf Club		8131340

		Greater China Club		8131948

		Health Care Club (HCC)		8131341

		Health Provider Association (HPA)		8131377

		Human Capital Club		8132391

		Improv Club		8131397

		INDUS		8131352

		Jewish Business Association (JBA)		8131343

		Judicial Reps		8132393

		Latin American Student Association (LASA)		8131344

		Latter Day Saints Student Association (LDSSA)		8131346

		LEADS		8131802

		LIFE		8131403

		Luxury Brands Club		8131396

		Marketing Club		8131345

		MBAA - Academic Cabinet		8131365

		MBAA - Career Cabinet		8131359

		MBAA - Communications Cabinet		8131401

		MBAA - Co Presidents		8131333

		MBAA - Diversity Cabinet		8131372

		MBAA - General Fund		8131325

		MBAA - Health & Wellness Cabinet		8131379

		MBAA - International Cabinet		8132392

		MBAA - Service & Sustainability Cabinet		8131368

		MBAA - Student Life Cabinet		8131375

		MBAA - Student Org Cabinet		8131394

		MBAA - Technology Cabinet		8131801

		MBAA - Treasury		8131952

		Media, Entertainment & Sports (MES)		8131353

		MBAA - Internal Affairs Cabinet		8131342

		MEM/MBA Club		8131356

		Muslims in Business (MIB)		8131348

		Net Impact Club		8131331

		Private Equity Club		8131361

		Real Estate Club		8131800

		Rugby Club		8131349

		Section 1 '26		8131386

		Section 1 '27		8131380

		Section 2 '26		8131387

		Section 2 '27		8131381

		Section 3 '26		8131388

		Section 3 '27		8131382

		Section 4 '26		8131389

		Section 4 '27		8131383

		Section 5 '26		8131390

		Section 5 '27		8131384

		Section 6 '26		8131391

		Section 6 '27		8131385

		Ski & Snowboard Club		8131347

		Soccer Club		8131351

		Tech Club		8131329

		Tennis Club		8131354

		Wine Club		8131355
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